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CHAPTER COMMITTEES — TERMS OF REFERENCE

SCOPE
The Chapter Committee will provide strategic advice and guidance relating to the future directions of all current Chapters
of the Australasian Research Management Society (ARMS).

The aim of the Chapter is to ensure that local ARMS members receive professional development and networking
opportunities in their geographical regions and address, where possible, national and international issues of relevance
for research administrators and managers in the delivery of their programs and events.

RESPONSIBILITIES
The role of the Chapter Committee is to contribute to the strategic direction of the ARMS in accordance
with the Strategic Plan, Towards 2025. To achieve this objective the terms of reference for Chapter
Committees are to:

1. Plan, facilitate and promote professional development and networking opportunities for ARMS
Members.

2. Recommend strategies which develop and support the research management profession.

3. Provide expert advice on ways the Chapter can engage the network of local research
management professionals.

4. Provide expert opinions on issues of national and international importance for ARMS, and the
professor of research management more broadly.

5. Devise strategies which encourage a cohesive approach to Chapter activities.
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6.

The Chapter Convenor has responsibility for co-ordinating the following activities:

a. Liaison with Convenors of other Chapters via the Membership Services Committee, ARMS
ad-hoc committees and the ARMS Governance, Finance and Audit Committee as
required;

b. Oversee meeting management including schedule meetings and notify committee
members and preparation and distribution of meeting minutes and agendas;

c. Ensure records relating to the Chapter activities are stored and available when required;

d. Development and oversight of the Chapter budget and expenditure. Submission of the
budget expenditure request to the ARMS Executive Office in compliance with the Chapter
Financial Policy;

e. Defining the roles of each Chapter Committee member as well as induction of new
members into the Committee;

f. Preparation of Chapter Reports for the Member Services Committee;

g. Delegation of responsibilities as required.

The Chapter Convenor shall also be an official member of the Member Services Committee.
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The Chapter Committee will endeavour to ensure broad representation of member organisations
and interests and may include, but not limited to, representation from: each of the Australian
state and/or territory or New Zealand or Singaporean institutions; hospital representative(s);
national and/or state research intensive institutions; range of regions; corporate members;
and/or personnel with a range of research management expertise.

The Chapter Committee of ARMS will consist of a Chapter Convenor or Co-Convenor and at least
two but no more than nine other members such that the Committee consists of a maximum of
ten members.

The members of the Committee will elect their Convenor or Co-Convenors and any other officers
(secretary, treasurer, communications officer) needed to ensure the smooth operation of the
Chapter Committee. Officer elections will occur at the annual general meeting of the Chapter.
Each Committee member will have defined responsibilities (individual or group).

If the number of nominations received equals the number of vacancies to be filled, the person
nominated shall be deemed elected. If insufficient nominations are received to fill all vacancies,
further nominations may be received at the annual general meeting. If the number of
nominations exceeds the number of vacancies to be filled, voting will occur by a show of hands.

All members must declare any conflicts of interest in accordance with the Society’s Conflict of
Interest Policy.

All members of the Committee must be current financial members of ARMS.

Membership of the Committee is for a two-year period for no more than two consecutive terms
(i.e., 4 years maximum term). A member may be re-elected to the Committee following a period
of at least one year outside the Committee. This term may be waived where a need under
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exceptional circumstances has been identified by the Convenor or Committee to co-opt a
member for a term longer than 4 years.

In the event that a Convenor steps down before her/his term on the committee expires, the
Chapter Committee shall have the power to either:

Elect the current Co-Convenor (if one exists) into the lead role; or

b. Identify a replacement Convenor by seeking expressions of interest from within the
committee. Each committee member will be required to cast a vote in this instance. The
person with the greatest votes will be deemed elected.

c. Inthe event that no expressions of interest are received from within the committee for

the Convenor role, a call for nominations to all Chapter member from within the region

will be made via the ARMS Executive Office.

Q

In the event that a Committee member(s) steps down before her/his term expires, the Chapter
Committee must seek further nominations from the membership in that region. The call shall be
made via the ARMS Executive Office. If the number of nominations received equals the number
of vacancies to be filled, the persons nominated shall be deemed elected. If insufficient
nominations are received to fill all vacancies, the committee shall have the power to co-opt a
replacement without make another call.

Members of the Committee will attend at least 75% of meetings and not miss more than two
consecutive meetings without an apology; if a member is unable to commit to this level of
participation then they will stand down at the next election of the Chapter membership.

Proxy delegations are not permitted.

The quorum of the Chapter Committee will be one half of the membership. When a quorum is not
present no resolution is to be made, but the members present may discuss matters and make
recommendations, which will then be reported to, and ratified by, the next meeting when the
quorum is in attendance.

The Committee will meet at a minimum of three times per year or at other times determined by
the Convenor(s).

Meetings will take place either face to face, by teleconference or by electronic means,
endeavouring to have at least one face-to-face meeting each year, where possible.

Meetings will be chaired by the Convenor or a member delegated by the Convenor.

Additional persons may be invited to attend the meetings at the request of the Convenor on
behalf of the Committee to provide advice and assistance where necessary. They have no voting
rights and may be requested to leave the meeting at any time by the Convenor.

The Chapter Convenor will report quarterly to the ARMS Board on the Chapter Committee
membership, its activities and budget updates. The report format will include detailed reports
provided to the annual general meeting of the Society as required with minor reports provided
quarterly aligning with ARMS Board meetings.

The Chapter Convenor is to ensure that the agenda for an upcoming meeting is distributed at
least 5 working days prior to the meeting being held.
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The Chapter Convenor is to ensure that the minutes for Chapter Committee meetings are
distributed within 15 working days of a meeting being held.

The Chapter Convenor will ensure all Committee documentation and records are stored centrally
with the ARMS Executive Office, utilising the ARMS web-site and portal where possible

The Chapter Convenor will ensure all Committee documentation and records are stored centrally
with the ARMS Executive Office, utilising the ARMS web-site and portal where possible.

Each Chapter Committee must read this policy in Conjunction with the Chapter Financial Policy.
Each Chapter will be provided with an expense allocation on a financial year basis (1 July — 30
June) —refer to Chapter Financial Policy.

Each Chapter shall provide the ARMS Executive Office with a proposed annual budget by the 31
March each year on a template provided by the ARMS Executive Office.

The budget for the Chapter will be managed by the nominated Committee office bearer, for
example the Treasurer.

The Chapter Convenor and/or Treasurer is required to reconcile expenditure on a
guarterly basis on a template provided by the ARMS Executive Office. The Executive
Office shall also provide quarterly expenditure reports extracted from its central
accounting system. Chapter Convenor/Treasurer are required to review all transactions
and report any discrepancies to the ARMS Executive Office. Any amendments to the
originally provided budget should also be reflected in the quarterly report.

The ARMS Executive Office will advise Chapter Convenors and/or Treasurer of any income
surpluses generated at the end of the financial year from events and program offered to its
members. These surpluses may be used to support additional events and programs for its
members in the following financial year and cannot be rolled over into subsequent financial
years, without the approval of the ARMS Treasurer.

The budget will be a standing item at all Committee meetings with the Convenor reporting to the
Committee on progress against budget
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