
	 	  

CONSTITUTION OF AUSTRALIAN SCREEN EDITORS’ GUILD INCORPORATED 

1. Interpretation 

1.1 In this constitution: 

"The Act" means the Corporations Act or any statutory modification of it.  

“Accredited Member” means a Full Member who satisfies the requirements for Accreditation 
as defined in the Standing Orders, has applied for admission and been approved as an 
Accredited Member. An Accredited member is entitled to adopt the letters ''ASE'' after their 
name and retain the privileges of Accredited membership only for so long as they remain a 
member of the Guild. 

"Associate Member" means a Member registered in the records of the Guild as an Associate 
Member and who does not meet the requirements of Full Membership pursuant to the Standing 
Orders as amended by the National Executive Committee from time to time. 

“Director” means any person elected or appointed to a position on the National Executive 
Committee pursuant to this constitution. 

"Emeritus President" means a member who has served as President and has been appointed 
to this honorary role by the National Executive Committee for rendering special service to the 
Guild.  

"Financial year" means the period from 1 July to 30 June, or such other period as determined 
by the National Executive Committee.  

"Full Member" means a Member registered in the records of the Guild as a Full Member.  

"the Guild" means Australian Screen Editors Guild Incorporated.  

"Member" means a person admitted as a Member to the Guild.  

"the National Executive Committee" means the elected members assembled as the board of 
the Guild.  

"The Standing Orders" means the rules and by-laws of the Guild made in accordance with this 
constitution and enforced for the time being 

"Voting Member" means any financial Accredited Member, Full Member or Life Member, but 
does not include Associate Members or Student Members.  
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1.2 In this constitution: 

Words in the singular include the plural, and words importing one gender include all other 
genders.  

Headings will not affect the construction of clauses.  

Words or expressions will be interpreted in accordance with the provisions of the Act, unless 
otherwise provided.  

The replaceable rules set out in the Act do not apply to the Guild. 

2. Objects 

The Guild's object is to pursue charitable purposes, including:  

(a) To advance and recognise excellence in the arts, sciences, and technology of production, 
with a particular focus on post-production in motion-picture film, scripted and unscripted 
television and streaming programs, online content, advertising, music videos, and other 
emerging technologies.  

(b) To promote, improve, and protect the roles and rights of Editors and associated post-
production workers, recognising their essential contributions to all such productions.  

(c) To undertake any activities incidental or conducive to achieving these charitable purposes, 
including but not limited to:  

(i) receiving financial grants;  

(ii) employing or contracting individuals; and  

(iii) publishing materials for promotion and publicity.  

3. Use of funds and payments to Directors 

3.1 Subject to any resolution of a general meeting, the National Executive Committee may apply 
Guild funds in any manner consistent with the Guild’s objects, but those funds must not be 
distributed to Members as dividends, bonuses or profits. 

Provided that this will not prevent the payment in good faith to any Member of the Guild in return 
for any services actually rendered to the Guild or for goods supplied in the ordinary course of 
business. 

3.2 Directors must not be paid fees for acting in their capacity as Directors, provided that the 
Guild may pay a Director a reasonable fee for work done for the Guild other than in their 
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capacity as Director or reimburse a Director for expenses properly incurred in carrying out Guild 
business, but only if the payment is approved in advance by the National Executive Committee. 

4. Liability of Members 

4.1 Each Member must contribute an amount not more than $10 (the guarantee) to the property 
of the Guild if it is wound up while they are a Member or within 12 months after, and its debts 
exceed its assets.  

4.2 The liability of each member is limited to the amount of the guarantee.  

5. Distribution of Surplus Property on Winding Up 

5.1 If the Guild is wound up, any surplus property must not be distributed to a member or former 
member, unless that member is an institution described in clause 6.2.  

5.2 Subject to the Act and any court order, any surplus property must be distributed to one or 
more institutions with similar objects, which prohibit property distribution to their members, and 
which are deductible gift recipients (DGR).  

5.3 The decision on the recipient institution(s) must be made by a special resolution of 
members. If no decision is made, the Guild may apply to the Supreme Court of New South 
Wales to make the decision.  

6. Indemnity and Insurance 

6.1 Indemnity The Guild indemnifies each officer of the Guild out of the Guild's assets, to the 
extent permitted by law (including the Act), against any losses or liabilities (including costs, 
expenses, and charges) incurred by that person as an officer of the Guild. 

In this clause, ‘officer’ refers to any Director or other designated office-holder and includes 
individuals even after they have ceased holding office. This indemnity is a continuing obligation 
and can be enforced by the officer: 

(a) even after they have ceased to be an officer of the Guild; and  

(b) without the officer having first incurred any expense or made any payment. 

6.2 Insurance To the extent permitted by law (including the Act) the Guild shall pay a premium 
for a contract insuring a person who is or has been an officer of the Guild against any liability 
incurred by the person as an officer of the Guild. 7. Membership – Eligibility and Categories 

7. Membership 

7.1 Membership is open to individuals who support the Guild's purposes and are interested in 
the craft of editing.  
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7.2 Membership categories include Accredited, Full, Associate, Student and Life, memberships. 
The National Executive Committee may admit, reinstate, transfer categories, or revoke 
membership.  

8. Application for Membership 

8.1 A person may apply for membership by submitting a written application to the National 
Executive Committee stating they wish to join, support the Guild's purposes, and agree to the 
constitution and payment of fees.  

8.2 Members of the Guild will consist of Accredited Members, Full Members, Life Members, 
Associate Members and Student Members. The requirements for each category of membership 
are as follows: 

(a) Full Membership: Applicants must hold at least one professional screen credit as an 
editor, assistant editor, online editor, post-production supervisor, VFX editor, colourist, or 
other complementary role, and meet any additional criteria prescribed by the National 
Executive Committee in its Standing Orders. 

(b) Life Membership: Life Membership may be conferred by the Guild upon any person 
(including Full Members, Accredited Members, retired Members or non-members) who in 
the opinion of the National Executive Committee has rendered long and outstanding 
services to the Guild and who meets any other criteria prescribed by the National 
Executive Committee in its Standing Orders. Life Membership is conferred at the 
discretion of the National Executive Committee, who may also revoke such membership.  

(c) Associate Membership: Applicants who do not qualify for other membership 
categories may apply as an Associate Member. An Associate Member is not entitled to 
vote on any resolutions at a General Meeting of the Guild and may not stand for election 
as a Director. An Associate Member will cease to be an Associate Member upon their 
appointment as a Full Member or Accredited Member 

(d) Student Membership: Applicants who do not qualify for other membership 
categories and are enrolled in a full-time course of study recognised by the National 
Executive Committee or are actively obtaining work experience in the post-production 
industry may apply as a Student Member. A Student Member is not entitled to vote on 
any resolutions at a General Meeting of the Guild and may not stand for election as a 
Director. A Student will cease to be a Student Member upon their appointment as an 
Associate Member, Full Member, or Accredited Member. 

8.3 The National Executive Committee must consider all membership applications promptly. 
Upon approval, the Secretary will register the new member in the records of the Guild and 
inform them in writing of their acceptance and the commencement date of their membership. If 
an application is rejected, the Secretary shall inform the applicant in writing, but the National 
Executive Committee is not required to provide reasons for the rejection.  
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9. Accreditation 

9.1 A Full Member who satisfies the requirements in the Standing Orders may apply for 
accreditation. Upon approval, that Member may use the letters 'ASE' after their name so long as 
they remain a Member.  

9.2 The National Executive Committee shall manage this process and will appoint an 
Accreditation Sub-committee to advise on applications for Accreditation, subject always to the 
Standing Orders and the discretion of the National Executive Committee, which shall not be 
bound to follow any recommendation of the Accreditation Sub-committee. 

10. Register of members 

10.1 The Guild must establish and maintain a register of Members. The register of Members 
must be kept at the Guild's principal place of administration and must contain:  

(a) For each current Member: their name, address, any alternative address nominated 
by the member, and date of commencement of membership;  

(b) For each person who ceased membership within the last 7 years: their name, 
address, any alternative address nominated by the person, and dates of commencement 
and cessation of membership.  

10.2 The Guild will allow Members to inspect the register of Members at such times and places 
and under such reasonable conditions or regulations as the National Executive Committee from 
time to time determines. Information that is accessed from the register must only be used in a 
manner relevant to the interests or rights of Members. 

10.3 Members will notify the Executive Director of any change of address and telephone 
number, and every such change will be recorded in the register. 

11. Membership Fees 

11.1 Each Member (other than Life Members) must pay an annual membership fee pursuant to 
the provisions of this constitution and the Standing Orders. 

11.2 A Member who has not paid the required fee may not exercise any membership rights, 
including voting rights at member meetings.  

11.3 The National Executive Committee may waive the fee for any Member, temporarily or 
permanently.  

12. Termination of Membership 

12.1 A person will immediately cease to be a Member if they: 
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(a) die; 
(b) resign, by notifying the Guild that they wish to terminate their 
membership; 
(c) are expelled under clause 14.1; or 
(d) fail to pay their membership fees before the expiration of three months following its 
due date. 

13. Reinstatement and Transfer 

13.1 Should a former Member apply for re-admission to membership, the National Executive 
Committee may require the Member to pay in full all moneys that may be due including any 
unpaid membership subscriptions outstanding at the termination of membership to the Guild. 

13.2 Membership and any associated rights cannot be transferred or transmitted to another 
person.  

14. Termination of Membership 

14.1 If any Member: 

a. wilfully refuses or neglects to comply with the provisions of this constitution, or 

b. is guilty of any conduct which in the opinion of the National Executive 
Committee is unbecoming of a Member or prejudicial to the interests of the 
Guild, 

the National Executive Committee  will have power by resolution to warn, censure, suspend or 
expel the Member from the Guild 

14.2 The Member must be given at least 14 days' notice of the meeting, of what is alleged 
against the Member and of the intended resolution and that the Member will, at the meeting and 
before the passing of the resolution have a fair opportunity to present a written or oral defence 
before a decision is made.  

14.3 the Member may, by notice in writing lodged with the National Executive Committee  at 
least 24 hours before the time for holding the meeting at which the resolution is to be 
considered by the National Executive Committee, elect to have the question dealt with by the 
Guild in a general meeting. In that event a general meeting of the Guild will be called for that 
purpose and if at the meeting such a resolution is passed by a majority of two-thirds of those 
present and voting (the vote to be taken by ballot) the Member concerned will be dealt with 
accordingly and, in the case of a resolution for the Member expulsion, the Member will be 
expelled. 
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15. The National Executive Committee  

15.1 The National Executive Committee shall consist of: 

(a) the Office Bearers of the Guild; and, 
(b) at least three but no more than 11 other Voting Members, each of whom is to be 

elected at the annual general meeting of the Guild  

15.2 The Office Bearers of the Guild shall be: 

(a) the President; 
(b) the Vice-President; 
(c) the Treasurer; and, 
(d) the Secretary. 

15.3 Each Director holds office from their election or appointment until the next annual general 
meeting.  

15.4 Nomination forms for Director positions are circulated with the notice for the annual general 
meeting. Any Voting Member may nominate any other Voting Member as a candidate for 
Director, and Voting Members may self-nominate.  

15.5 Office Bearers and Directors are elected during the annual general meeting. Wherever 
there are more nominations than vacancies for positions an election will be held and members 
eligible to vote will vote for their preferred candidates in accordance with clause 28. If there are 
only nominations sufficient for the vacancies on the National Executive Committee, the 
chairperson of the annual general meeting will declare those candidates duly elected. 

15.6 Any Member who has served as President of the Guild and who, in the opinion of the 
National Executive Committee has rendered special service to the Guild, may be appointed as 
Emeritus President of the Guild for such period as the National Executive Committee may in its 
discretion determine. The Emeritus President does not, in that capacity, hold any office in the 
Guild.  

16. Vacancies on the National Executive Committee 

16.1 The office of a Director will become vacant if the Director: 

(a) ceases to be a Voting Member or is suspended or excluded for any period from 
membership; 

(b) is absent from three consecutive meetings of the National Executive Committee  
without leave of absence; 

(c) becomes insolvent under administration or makes any arrangement or composition 
with the director’s creditors generally;  

(d) becomes prohibited from being a director of a company by reason of any order made 
under the Act;  
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(e) ceases to be a director by operation of Section 228 of the Act;  
(f) becomes of unsound mind or a person whose person or estate is liable to be dealt 

with in any way under the law relating to mental health;  
(g) resigns the Director’s office by at least 30 days’ notice in writing to the National 

Executive Committee ;  
(h) is directly or indirectly interested in any contract or proposed contract with the Guild. 

A Director need not vacate their office by reason of being a member of any 
corporation, guild or association which has entered or proposed to enter into a 
contract with the Guild or if s/he has declared the nature of their interest in the 
manner required by the Act. 

16.2 Any casual vacancy may be filled by appointment by the National Executive Committee, 
with the appointee holding office until the next annual general meeting.  

16.3 Where leave of absence is granted to a Director, the duties of that particular Director may 
be performed by another Voting Member appointed by the National Executive Committee until 
otherwise determined by the National Executive Committee or until the next annual general 
meeting.  

17. Powers and Duties of the National Executive Committee 

17.1 The National Executive Committee is responsible for managing the company's activities to 
carry out the objects in clause 2. The National Executive Committee may use all powers of the 
company except those reserved for members.  

17.2 The directors must comply with their duties:  

(a) to exercise their powers and discharge their duties with the degree of care and diligence 
that a reasonable individual would exercise if they were a director of the Guild 

(b) to act in good faith in the best interests of the Guild and to further the charitable 
purpose(s) of the Guild set out in clause 2 

(c) not to misuse their position as a Director 

(d) not to misuse information they gain in their role as a Director 

(e) to disclose any perceived or actual material conflicts of interest in the manner set out in 
clause 21. 

(f) to ensure that the financial affairs of the Guild are managed responsibly, and 

(g) not to allow the Guild to operate while it is insolvent. 

17.3 The National Executive Committee may delegate any of their powers and functions to a 
committee, individual Director, employee, or any other suitable person by written instrument, 
excluding duties legally required to be executed by the National Executive Committee itself.  
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17.4 The National Executive Committee will have power to make, alter and repeal from time to 
time any Standing Orders as it may think fit for the proper conduct and management of the 
Guild subject only to the law and this constitution. Members will be notified within 30 days of any 
alteration of or amendment to the Standing Orders made by the National Executive Committee. 

18. Removal of Directors 

18.1 Where the National Executive Committee at a special meeting called for the purpose finds 
a Director guilty of: 

(a) misappropriation of the funds of the Guild; or  

(b) a substantial breach of this constitution or the Standing Orders; or 

(c)  gross misbehaviour; or  

(d) gross neglect of duty; or  

(e) finds that such a person is not eligible to hold their office 

it may by special resolution of which notice pursuant to Section 227 of the Act has been 
given, remove any Director before the expiration of the Director’s period of office. No such 
resolution will be moved at a meeting of the National Executive Committee  unless the 
person concerned has been given adequate notice of intention to move the resolution and 
an opportunity to show cause to the National Executive Committee  why the resolution 
should not be passed. The National Executive Committee  may, by a special resolution 
appoint another person in the removed Director’s place. The person so appointed will hold 
office only until the next annual general meeting.  

19. Validity 

19.1 An act done by a Director or by a meeting of the Directors or a committee attended by a 
Director is not invalid just because:  

(a) of a defect in the appointment of the Director  

(b) the person is disqualified from being a Director or has vacated office, or  

(c) the person is not entitled to vote, if that circumstance was not known by the person or 
the directors or committee, as the case may be, when the act was done. 

20. National Executive Committee Procedures 

20.1 The National Executive Committee may decide how often, where, and when it meets, 
provided that it meets at least once every two (2) months The National Executive Committee 
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meeting may agree to delay these meetings, should they fall during any company shut-down 
period.  

20.2 The President or any two (2) Directors may convene a National Executive Committee 
meeting by giving reasonable notice to all other Directors. Notice must be given in writing or by 
any other means of communication previously agreed to by all Directors, at least forty-eight (48) 
hours before the scheduled meeting time. 

20.3 The President is entitled to chair National Executive Committee meetings. If the President 
is absent or unwilling to chair, the Vice-President will chair the meeting. If neither the President 
nor Vice-President is available within 30 minutes after the scheduled start of the meeting, the 
Directors present may choose another Director to chair that meeting. 

20.4 Unless determined otherwise by the National Executive Committee, the quorum for a 
National Executive Committee meeting is three (3) Directors. A quorum must be present 
throughout the entire meeting. 

20.5 The National Executive Committee may hold meetings using any virtual meeting platform 
agreed upon by all Directors. Such agreement may be standing.  A Director may withdraw 
consent to virtual meetings by providing reasonable notice prior to the meeting. 

20.6 A National Executive Committee resolution must be passed by a majority of votes cast by 
Directors present and entitled to vote. In case of an equality of votes, the Chairperson has a 
casting vote. 

20.7 The National Executive Committee may pass resolutions without holding a meeting. A 
resolution is passed if all Directors entitled to vote sign or otherwise agree to the resolution in 
the manner described in clause 20.8.  

20.8 Each Director may sign a single document setting out the resolution, or separate copies of 
that document, provided the wording is identical. The resolution may be sent by email to 
Directors, who may agree by replying to that email, including the text of the resolution in their 
reply. The resolution is passed when the last Director signs or otherwise agrees to the 
resolution. 

21. Conflicts of Interest 

21.1 A Director must disclose the nature and extent of any actual or perceived material conflict 
of interest in a matter being considered at a National Executive Committee meeting (or 
proposed in a resolution under clause 20.7):  

(a) to the other Directors, or  

(b) if all Directors share the same conflict of interest, to the members at the next general 
meeting, or earlier if reasonable. 

21.2 Disclosure of a conflict of interest must be recorded in the meeting minutes. 
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21.3 A Director with a material personal interest in a matter being considered at a meeting or 
proposed under clause 20.7 must not:  

(a) be present at the meeting while the matter is discussed, or  

(b) vote on the matter, unless permitted under clause 21.4. 

21.4 A Director may be present and vote if:  

(a) their interest arises solely from membership in the Guild, and all members share the same 
interest; or  

(b) their interest relates to insurance that covers liabilities incurred in their role as a Director. 

22. Special general meetings on requisition 

22.1 The National Executive Committee must call and arrange to hold a general meeting upon 
receiving a written request from 5% of Voting Members.  

22.2 The National Executive Committee must call this meeting within 2 months of receiving the 
request.  

22.3 If the National Executive Committee fail to call the meeting within 2 months, 50% or more 
of the members who made the request may call and arrange to hold the meeting, provided it 
takes place within 3 months from the date the request was initially made.  

23. Business of the Annual General Meeting 

23.1 At each annual general meeting, the Guild must:  

(a) confirm the minutes of the previous annual general meeting and any subsequent 
general meetings held since then; 

(b) receive the National Executive Committee's report; 

(c) elect Office Bearers and Directors; and  

(d) consider the financial statements for the preceding financial year. 

24. Notice of General Meetings 

24.1 Notice must be given in writing at least 21 days before the meeting to each Voting Member, 
Director, and auditor.  

24.2 Notice may be provided with less than 21 days' notice if 95% of Voting Members agree 
beforehand 

.  
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24.3 The notice of a general meeting must include:  

(a) the date, time, and place of the meeting (including details of any virtual or multiple 
locations 

(b) a statement regarding Members' rights to request documents electronically or in 
physical form,  

(c) a clear description of the general nature of business to be discussed,  

(d) details of any special resolution proposed, including the exact wording of the 
resolution, and (e) a statement informing Members of their right to appoint proxies, 
specifying that:  

i. proxy forms must be delivered to the Guild at its registered address or another 
address (including electronic) as specified in the notice, and  

ii. proxy forms must be received at least 48 hours before the meeting.  

24.4 If a general meeting is adjourned for a month or more, fresh notice of the resumed meeting 
must be provided to Members.  

25. Conduct of General Meetings 

25.1 For an annual general meeting of the Guild to proceed, at least 9 Voting Members (a 
quorum) must be present for the entirety of the meeting, either personally, by proxy, or by 
representative. Each individual may only be counted once towards the quorum, even if serving 
as a proxy or representative for multiple Voting Members. No business shall be conducted at an 
annual general meeting unless a quorum is present.  

25.2 If a quorum is not present within 30 minutes of the scheduled starting time specified in the 
notice of the annual general meeting, the meeting will be adjourned to a date, time, and place 
determined by the Chairperson. If the Chairperson does not specify: 

(i) the date, the meeting shall be adjourned to the same day in the following week;  

(ii) the time, the meeting shall resume at the same time as originally scheduled;  

(iii) the place, the meeting shall reconvene at the same location.  

25.3 The President chairs general meetings. If unavailable, another Voting Member may be 
elected to chair. The Chairperson is responsible for the proper conduct of the meeting, must 
provide a reasonable opportunity for members to comment and ask questions, including 
questions directed to the auditor (if any). The Chairperson does not have a casting vote in the 
event of a tie.  

25.3 The Chairperson may invite non-members to attend and speak. The auditor and any 
Director may attend and speak. Any auditor of the Guild, and any current Office Bearer or 
Director, is entitled to attend and address a general meeting. The Guild must provide the auditor 
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(if any) with any communications relating to a general meeting that are normally provided to 
members.  

25.4 A general meeting must be adjourned if a majority of Voting Members present direct the 
Chairperson to do so.  

26. Using technology to hold meetings 

26.1 The Guild may hold a general meeting at two or more venues using any virtual meeting 
platform or using a virtual meeting platform only, where the platform gives members a 
reasonable opportunity to participate, including to hear and be heard.  

26.2 Anyone using this platform is taken to be present in person at the meeting.  

26.3 If the general meeting is held using a virtual meeting platform only, then:  

(a) The place of the meeting is taken to be the registered office of the company, and  

(b) The time of the meeting is taken to be the time at the registered office of the 
company.  

27. Voting Rights and Eligibility 

27.1 At a general meeting, Voting Members have one vote each. Associate and Student 
Members are not entitled to vote.  

27.2 A Member or proxy is not entitled to vote at any general meeting unless all money due and 
payable to the Guild by that Member has been paid.  

28. How Voting is Conducted 

28.1 Voting is by a show of hands unless a poll is demanded. Before a vote is taken, the 
Chairperson must declare any proxy votes received and how those votes will be cast. On a 
show of hands, a written ballot, or another method the Chairperson determines to be fair and 
reasonable in the circumstances, the Chairperson's declaration of the result is conclusive. The 
meeting minutes need not record the number of votes for or against a motion decided by show 
of hands.  

28.2 Requesting a Written Vote (Poll):  

(a) A vote in writing may be demanded on any resolution, instead of or following a show of 
hands, by:  

(i) at least three members present in person or by proxy,  

(ii) members present who collectively hold at least 5% of the votes able to be cast on the 
resolution, or  

(iii) the Chairperson.  
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(b) The Chairperson will decide when and how the written vote will be conducted, unless clause 
28.2(c) applies.  

(c) A written vote must be held immediately if it is demanded to decide:  

(i) the election of a Chairperson, or  

(ii) whether to adjourn the meeting.  

(d) A request for a written vote may be withdrawn. 

28.3 A member or the Chairperson may challenge a person's right to vote at a general meeting. 
The Chairperson must rule on the challenge, and their decision is final.  

29. Proxies 

29.1 A Voting Member may appoint a proxy to vote on their behalf by notifying the Secretary in 
writing. A member cannot hold more than five proxies.  

29.2 A proxy is not entitled to vote on a show of hands but may vote in a written poll. On a poll, a 
proxy: 

(a) is not obliged to cast a vote unless specifically directed by the appointing Member;  

(b) must vote as specified on the proxy form, if directions are provided; and  

(c) may cast their votes differently if holding multiple proxies.  

29.3 The notice appointing a proxy must be in the form provided in the Standing Orders. 

30. Resolutions Proposed by Members 

30.1 Members with at least 5% of the voting rights may submit a written request to propose a 
resolution or distribute a statement.  

30.2 The Guild is not required to distribute a statement if it exceeds 1,000 words or is 
considered defamatory by the National Executive Committee.  

30.3 If a valid notice of a Members' resolution is submitted, it must be considered at the next 
general meeting occurring more than two months after receipt of the notice.  

31. Resolutions Without a General Meeting 

The National Executive Committee may propose that members pass a resolution without a 
general meeting. Such a resolution may not involve the removal of a Director or be a special 
resolution. The resolution is passed if all members entitled to vote sign or otherwise agree in 
writing to it.  
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32. Special Resolutions 

32.1 A special resolution is required to change the Guild's name, constitution, or objectives, or to 
wind up the Guild. It is passed if at least 75% of votes cast are in favour.  

32.2 If it is impractical or impossible to pass a special resolution as described, permission may 
be sought from the relevant government authority to use an alternative method.  

32.3 Members must receive written notice of a general meeting proposing a special resolution at 
least 21 days before the meeting.  

32.4 The notice must clearly specify the details and wording of the proposed special resolution.  

33. Appointment and Role of the Secretary 

33.1 The Guild must have at least one Secretary, who is appointed by and may be removed by 
the National Executive Committee.  

33.2 The National Executive Committee determines the terms and conditions of the Secretary's 
appointment, including any remuneration.  

34. Records and Documents 

34.1 The Secretary must ensure that, within one month, the Guild makes and keeps the 
following records:  

(a) minutes of all National Executive Committee and general meetings, including all 
notices of meetings;  

(b) a register of members;  

(c) a copy of this constitution; and 

(d) all correspondence and other documents relating to the Guild.  

34.2 The Secretary must ensure the records of the Guild are kept in the custody of the 
Secretary or at the Guild's principal place of administration. 

34.3 The Guild must allow any member to inspect the records listed in clause 34.1. The National 
Executive Committee may also authorise a member to inspect other records held by the Guild. 

34.4 The National Executive Committee must ensure that minutes of any general meeting or 
National Executive Committee meeting are signed within a reasonable time by the Chairperson 
of that meeting or the Chairperson of the next succeeding meeting. Where a resolution is 
passed without a meeting, the National Executive Committee must ensure the minutes are 
signed by a Director within a reasonable time after the resolution is passed. 
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34.5 The Guild may execute a document without using a common seal if it is signed by two 
Directors, one Director and the Secretary, or any person or combination of persons authorised 
for that purpose by the National Executive Committee. A signature may be applied electronically 
if it identifies the signatory and indicates their intention. If the Guild maintains a common seal, 
the Secretary must keep it in safe custody, and it may be affixed to a document only with 
National Executive Committee approval and witnessed by two Directors. 

35. Financial Management 

35.1 The Treasurer must ensure all money received goes straight into a bank account approved 
by the National Executive Committee. Every payment, whether electronic or otherwise, has to 
be authorised by any two approved signatories, and no money at all can be paid out unless the 
National Executive Committee has first approved it by resolution or by a written delegation. Any 
major or unusual expenditure must be approved in advance by the National Executive 
Committee or by a resolution of a general meeting.  

35.3 The Treasurer must ensure the Guild keeps written financial records that correctly record 
its transactions and performance. These records must be retained for at least seven years and 
be made available for inspection by any Member upon reasonable notice.  

36. Service of Notices 

36.1 Anything written to or from the Guild under any clause in these rules is considered written 
notice and is subject to this clause unless specified otherwise.  

36.2 Written notice may be served on the Guild by delivering it personally, leaving it at the 
registered office, posting it, or sending it electronically to the Guild's official email address.  

36.3 A notice is taken to be given on the day of delivery if in person; two business days after 
posting if by post; and when sent if by email, unless a non-delivery notice is received. It is also 
deemed served when personally delivered to two Directors.  

36.4 If the delivery or receipt of a notice occurs on a day which is not a business day or after 
5:00 pm on a business day, it is deemed received at 9:00 am on the next business day.  

37. Dispute Resolution 

37.1 This dispute resolution procedure applies to any dispute arising under this constitution 
involving:  

(a) one or more Members (in their capacity as Members);  

(b) a Member and one or more Directors; or  

(c) a Member and the Guild.  

37.2 A Member must not initiate this dispute resolution process regarding any matter currently 
subject to disciplinary proceedings under clause 37 until those proceedings are fully concluded.  
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37.3 Parties involved in a dispute must first make genuine efforts to resolve the dispute amongst 
themselves within 14 days of becoming aware of the dispute or within another mutually agreed 
timeframe.  

37.4 If the parties are unable to resolve the dispute directly within this period:  

(a) each party must nominate a representative who is not directly involved in the dispute 
to engage in further negotiations;  

(b) these representatives must endeavour in good faith to settle the dispute within a 
further period of 14 days (or such other timeframe agreed by the representatives).  

37.5 If the nominated representatives cannot resolve the dispute within the stipulated timeframe, 
the dispute must be referred for mediation:  

(a) the parties must agree on an independent mediator within 10 days;  

(b) if the parties cannot agree on a mediator, they must request the President of the Law 
Institute or Law Society in the state or territory of the Guild's registered office to appoint 
an independent mediator.  

37.6 All parties to the mediation must participate in good faith with the aim of resolving the 
dispute. The costs of the mediator's fees shall be borne equally by all parties to the dispute 
unless otherwise agreed.  

37.7 If the dispute remains unresolved after mediation, either party may refer the dispute to final 
and binding arbitration by the Australian Commercial Disputes Centre (ACDC) in accordance 
with its rules for arbitration.  

37.8 The Guild is not liable for any costs or expenses incurred by the Member or former 
Member during this dispute resolution process. 

38. Amending the Constitution 

38.1 The Voting Members may amend this constitution by passing a special resolution.  

38.2 A special resolution must not be passed if doing so would result in the Guild no longer 
being a charity.  
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