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Dairy Industry Association of Australia Ltd 

FORMS FOR COMPLETION 

FORM 1 Nomination of member for position of director 

To be completed by voting member (current financial member) of voting 
member State 

FORM 2 Nominee’s consent & declaration 

To be completed by nominee for director position 

FORM 3 Biographical details – nominee for director 

To be completed by nominee for director position, with content to be 
used within ballot material, should a ballot be necessary 

REFERENCE DOCUMENTS 

BOARD 
CHARTER 

Board Charter 

A board charter is a policy document that clearly defines the respective 
roles, responsibilities, and authorities of the board of directors (both 
individually and collectively) and management in setting the direction, 
the management and the control of the organisation. 

DIAA 
CONSTITUTION 

DIAA Constitution 

A company constitution is a legal document that defines how a 
company can operate. It also sets out the rights and duties of people in 
the company, such as members, directors and the company secretary 

POSITION 
DESCRIPTION 

Position Description 

A position description is a practical tool to help an new board director 
understand the tasks and responsibilities of the position and also 
provide an indication of where the role fits within the bigger picture of 
the organisation 

Please forward completed forms to: 

Company Secretary DIAA,  

Via email to carl.partridge@diaa.asn.au 

To be received no later than Wednesday 16th August 2023 @ 5.00pm AEST 
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Ltd 

Privacy collection statement 
All personal information received by us about you and your organisation will be stored, used and disclosed in 
accordance with our privacy policy, a copy of which can be found on the contact page of our website at 
www.diaa.asn.au.  If you have any questions about how we may use and store your personal information, 
please contact us. 

http://www.diaa.asn.au/
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Ltd   

FORM 1 

NOMINATION OF MEMBER FOR POSITION OF DIRECTOR 

In accordance with Rule 30 of the constitution of the DIAA Ltd, the DIAA is seeking nominations 

In every odd year, elections will be held for the regions of a) South Australia b) Queensland; and c) New 
South Wales

Nominations for the Board of directors of the company are now called for from voting members in the 
states of South Australia  and Northern Territory, Queensland and New South Wales  and Australian 
Capital Territory

Nominations must be received by the Company Secretary no later than Wednesday 16th August 
2023 @ 5.00pm AEST

Name of nominee 

Residential address of nominee Postcode 

Home telephone no. Mobile no. 

Email address  

is hereby nominated for election to the position of Director in the following category of Board 
composition:  

Board Director, South Australia & NT     
Board Director, Queensland 
Board Director, New South Wales & ACT

Nominated by: 
(Name of nominating member)  ________________________________________  
(Must be a current financial member of the Dairy Industry Association of Australia. 

(Signature Nominating Member) date: 

Seconded by: 
(Name of member)  ________________________________________  

(Signature Seconding Member) date: 
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FORM 2 

NOMINEE’S CONSENT AND DECLARATION 

Under the Corporations Act 2001 a director (company officeholder) must satisfy the following conditions 

You are not: 
• are an undischarged bankrupt
• have entered into a personal insolvency agreement under the Bankruptcy Act 1966 and failed to fully

comply with the terms of the agreement
• have been banned by ASIC or a court from managing corporations under the Corporations Act 2001

(the length of the banning period will be set by ASIC or the court)
• have been convicted of dishonesty-related offences, such as fraud. (These people are automatically

banned for five years from the date of their conviction or, if imprisoned, for five years from the date of
their release.)

To assist the DIAA to comply with the requirements of the Corporations Act 2001, nominees must declare 
the following:

I declare that: 

i) I have never been convicted of certain offences, such as serious offences, dishonesty offences or
other offences that can affect a corporation,

ii) I am not an undischarged bankrupt or are subject to a ‘personal insolvency agreement’ which I have
not followed

iii) I have never been disqualified by the Australian Securities and Investments Commission (ASIC), or
an Australian court.

By signing this declaration, 

▪ I acknowledge that I grant permission for the conduct of probity checks, which may consist of a check of
the Australian Securities and Investment Commission (ASIC) Register of persons prohibited/disqualified
by ASIC under the provisions of the Corporations Act 2001

▪ I acknowledge that I will advise the DIAA if my circumstance in relation to the above change during my
term as Director.

▪ I have been a financial member of the DIAA for a minimum period of 2 years

NOMINEE'S CONSENT AND DECLARATION 

I,  __________________________________________________________________________________ 
(please print nominee's name) 

consent to my nomination for the position of Director of the Dairy Industry Association of Australia Ltd and 
declare that I meet the requirements of the Australian Securities and Investment Commission to accept the 
position if duly elected. 

 _____________________________________  ___________________________________  
Signature of nominee Date 

Please send completed form to: DIAA Company Secretary 

Email: carl.partridge@diaa.asn.au 

To be received no later than Wednesday 16th August 
2023 @ 5.00pm AEST
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FORM 3 
BIOGRAPHICAL DETAILS – NOMINEE FOR DIRECTOR 

The submission of this form with the "Nomination of member for position as director" and “Nominee’s 
consent and declaration” forms will assist the DIAA in the preparation of a list of candidates with supporting 
information for distribution to DIAA members.  In the event of an election in the category of directorship for 
which this nomination applies, the information provided in this form will be published to assist voting 
members in their ballot deliberations.  The information below is required to register new directors as 
‘company officeholder’ with the ASIC. 

1. Full name of nominee

2. Former name of nominee
(if applicable, changed by deed poll, marriage, etc)

3. Date of birth

4. Place of birth

5. Current status
(BoM/CEO/Senior Exec)

Duration 

6. Qualifications

7. Professional background

8. Other Board/committee
appointments

9. Additional details



Dairy Industry Association of Australia 

Ltd   

10. Nomination statement

Nominees may make a brief statement (not exceeding 150 words) in support of their nomination and
only include statements in relation to the applicant.

11. Photograph

Nominees are requested to send an electronic jpg photograph (headshot, passport/portrait style) by
email to carl.partridge@diaa.asn.au.

Please send completed form to: DIAA Company Secretary 

 Email: carl.partridge@diaa.asn.au 

To be received no later than Wednesday 16th August 
2023 @ 5.00pm AEST 



Non Executive Director 

2023 

POSITION DESCRIPTION 

DAIRY INDUSTRY ASSOCIATION OF AUSTRALIA 
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Company overview: The Dairy Industry Association of Australia (DIAA) is a professional association 
for people working in dairy product manufacturing and allied trades

Reports DIAA National President 

Australia - Various 
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The role: 
• The Dairy Industry Association of Australia seeks 

to appoint a non-executive director. This role is 
vacant due to the end of term as defined in the 
constitution.

• The role requires attending approximately
5 board meetings and serving on at least one 
board committee per year – and associated 
preparation – and some interstate travel is 
anticipated. It is anticipated 10 hours a month 
should be allowed for in support of the role.

• The role may require attendance in monthly 
conference calls for management, financial 
reporting, and general compliance issues.

Organisational values and code of conduct: 
• The role includes being a culture custodian

of the organisation, which includes setting,
promoting, and monitoring the tone of the
organisation’s culture.

Competencies and skills (role related): 
• Knowledge of a director’s responsibilities –

includes an understanding of the role as well
as the legal, ethical, fiduciary, and financial
responsibilities;

• Strategic expertise – the ability to review the
strategy through constructive questioning
and suggestion and contribute to the effective
decision making of the board;

• Accounting and finance – the ability to read
and comprehend the company’s accounts,
financial material presented to the board,
financial reporting requirements and some
understanding of corporate finance;

• Legal – the board’s responsibility involves
overseeing compliance with numerous laws 
as well as understanding the individual 
director’s legal duties and responsibilities; 

• Risk Management – experience in managing areas
of major risk management to the organisation;

• Managing people and achieving change –
experience in current management thinking on
employment, branding, engagement, strategic
vision and stakeholder communication; experience
in executive remuneration and compensation.

• Industry knowledge – experience in similar
organisations or industries;

Competencies (personal attributes): 
• Integrity – fulfilling a director’s duties and

responsibilities, acting ethically, appropriate
independence, putting the organisation’s interests
before personal interests;

• Collaborative yet curious and courageous –
a director must be able to function as an effective
team member but also must have the curiosity
to ask questions and the courage to persist in
robust discussions with management and fellow
board members where necessary;

• Emotional intelligence – as well as self-awareness
and self-management, a director needs to
demonstrate empathy manifested through
strong interpersonal skills. A director must work
well in a group, listen well, be tactful yet able to
communicate in a cogent and candid viewpoint;

• Commercial judgement and instinct – a director
needs to demonstrate good business instinct
and acumen, and be able to assimilate and
synthesise complex information;

• Meaningful engagement – a director needs to
be an active contributor with genuine interest
in the company and its business.

Note: The need for other personal competencies 
will be consistent with the composition of the 
board and its preferred working style. 



Educational requirements: 
• Tertiary education

• Ideally Completion of the Australian Institute
of Company Directors’ Company Directors
Course

• Other related education/experience

. 

Remuneration and benefits: 
• No remuneration

• Travel and other expenses.
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1 Overview 
The purpose of the Charter is to define the rights and responsibilities of the Directors 
of the association to assist them in fulfilling their duties and obligations. The Board is 
bound by the Constitution and the law. It also works to the policies of the 
organisation that are largely reflected in this Charter, which the Board can change as 
and when it needs. The Directors must bear in mind that other documents as 
referred to in this Charter may need to be read in conjunction with this Charter in 
order to gain a full understanding of how the Board may operate and of Directors' 
responsibilities. 

The policies in this Charter should be adopted by the Board and apply from the date 
shown on the document and as reviewed from time to time. 

All policies in this Charter are to be read in the context of the Constitution and the 
relevant Acts and Regulations. 

The Charter will be reviewed by the Board as required and at least once every three 
years to ensure currency of content and consistency with the Constitution, Laws and 
current policies of the Association. 

2 Role of the Board 
The Directors jointly as the Board provide leadership, set strategic and policy 
direction; and oversee the business and affairs of the association for the purpose for 
which the association is established. The Board is accountable to the members of the 
association for the overall performance of the association. 

The Board does not manage the day-to-day operations of the association.  This is 
delegated to the CEO or senior member of staff, whatever their title.  

3 Responsibilities and functions  
The Board in performing its role has a range of responsibilities that generally include:  

3.1 Strategic Direction 

• Overseeing the development, approval and periodic review of the mission, 
objectives/goals and ensuring consistency with the Purposes – rule 6 of the 
Constitution. 

• Overseeing the development and approval of the strategic plan. 

• Ensuring that the association has appropriate processes for regular (at least 
annual) review of the strategic plan, alternative strategies, 

• Monitoring and assessing achievements and performance against strategic 
and business plans. 

• Identifying and acting on any impediments, structural or otherwise, that are 
impeding achievement of the strategic plan. 

• Approving the association’s annual budget. 
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3.2 Policy setting 

• To facilitate the efficient working of the association the Board considers and 
approves broad policies developed by management. 

• Such policies should follow a standard format, be as short as reasonable, be 
clear as to meaning and be readily available. 

3.3 Finance and Accounting 

• Assessing the Board’s capability and financial knowledge and whether it has 
the necessary capacity to oversee the business and affairs of the association. 

• Taking steps needed to ensure the Board addresses any shortfall in its 
financial knowledge and capacity to oversee the business and affairs of the 
association. 

• Providing direction to management on financial matters. 

• Reviewing routine management financial reports. 

• Approving annual accounts and reports in accordance with the constitution 
and Chapter 2M of the Corporations Act. 

• Ensuring appropriate financial policies and procedures are in place to 
safeguard the cash and finances of the association. 

3.4 Risk Management 

• Ensuring relevant and suitable risk assessment and management strategies 
are in place and reviewing risk management at least annually.   

• Ensuring relevant insurance cover is in place and reviewing the adequacy of 
that cover annually.   

• Considering the social, ethical and environmental impact of the association’s 
activities and modifying policies as appropriate. 

• Ensuring there is continuing education and information provided to Directors 
regarding: 

o the business of the association;  
o the role of the Board and its functions and obligations; and 
o other relevant corporate governance issues. 

3.5 Reporting and Monitoring 

• Overseeing the association's financial position including approving financial 
statements and monitoring financial performance at each Board meeting. 

• Monitoring the application of the association's financial control procedures 
to ensure internal compliance with established policies. 

• Monitoring the procedures to ensure internal compliance with all current 
legislation. 

3.6 Compliance 

• The Board is responsible for meeting specific statutory obligations: 
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o Review of tax status – completed annually with the financial 
statements 

o Meeting the reporting requirements of s285A of the Corporations Act 
by approving and signing those requirements at the next Board 
meeting following the end of the financial year. 

o In accordance with rule 16.1 of the Constitution, and s250N of the 
Corporations Act authorising the calling and holding of the AGM 
within 5 months of the end of the financial year. 

• Each Director is responsible for advising the company secretary within 1 
week of any changes occurring in their name, address or other details on the 
Director’s Consent and Declaration form (the company secretary is then 
responsible under s188 (1) of the Corporations Act for advising ASIC of 
changes in required information within 28 days of the change). 

• The Board is responsible for ensuring the Association meets the 
requirements of the Constitution. 

3.7 Corporate Governance 

• The Board plays a pivotal role in the corporate governance of the association, 
predominantly overseeing, reviewing and updating corporate governance 
practices and procedures as necessary to support the association to good 
practice corporate governance. 

3.8 Appointments 

• Appointing resources as necessary and as per the organisation’s structure 

• In accordance with rule 46 of the Constitution and Part 2D.4 of the 
Corporations Act appointing and removing the Company Secretary/ies and 
determining their terms of engagement. 

3.9 Communication 

The Board  will instigate a system to provide communication to all members and 
stakeholders 

4 Board composition  
The Board is structured according to rule 26 of the Constitution with at least 5 and 
up to 8 Directors.  

5 Role of President and Company Secretary 

5.1 President or Chair 

The President is elected to the position in accordance with rule 40.1 of the 
Constitution that says “The Board must elect, from amongst its number, 1 Director to 
the position of President and 1 Director to the position of Vice President at least 
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annually and in any event at the first meeting of the Board following the 1st 
September. Subject to this rule, the Board may determine the period of which a 
Director is to be President or Vice President.” 

The President is the official representative and spokesperson for the Board. 

5.2 Company Secretary 

The Company Secretary supports the effectiveness of the Board and as an officer 
under the Corporations Act has a role as chief governance officer to: 

• Monitor Board actions to ensure that policy and procedures are followed and 
to draw the attention of the Chair for failures to follow requirements; and 

• Monitor legal obligations and to draw the attention of the Chair when legal 
responsibilities of the association are at risk of not being met. 

The Company Secretary has specific obligations in accordance with s188 (1) of the 
Corporations Act regarding regulatory obligations. 

All Directors have direct and confidential access to the Company Secretary for advice 
or assistance on governance matters. 

6 Board processes 

6.1 Board induction 

All new Directors appointed to the Board must be provided with information that 
covers Directors’ roles and responsibilities, Board operations and overview of the 
association.   

The Board conducts an annual review of the Board induction process to ensure that 
it is relevant and effective. 

6.2 Board records 

Directors have rights of access to books and records of the Association to allow them 
to fulfil their statutory obligations as Directors. Directors, as a right, do not have 
access carte blanche to all records of the Association. 

Privacy, conflict of interest, commercial-in-confidence, contractual and service 
obligation issues all impinge on the rights of a Director to access to the books and 
records of the Association.  

Directors do have some statutory rights under the Corporations Act. Section 198F 
gives a Director access to books other than financial records for the purposes of legal 
proceedings against them while they are a Director and for 7 years after they cease 
to be a Director. Section 290 gives a Director a right of access to the financial records 
at all reasonable times. 
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7 Association obligation to Directors 

7.1 Protections 

Apart from as indicated elsewhere, in support of their role as Directors the 
Association will: 

• Indemnify Directors to the full extent permitted by law. The Association 
cannot provide indemnity for a: 

o liability owed to the Association; 
o liability for a pecuniary penalty order; 
o liability arising out of conduct that is not in good faith 
o legal costs in defending criminal proceedings or actions if liability is 

established. 

• Provide Directors’ and Officers’ Liability Insurance. 

8 Review of Board performance 
Boards that review their performance perform better. There are various ways to 
review performance – jointly/individually, every meeting/periodically, 
internally/externally. 

The Board is to undertake a formal review of its performance, policies and practices 
at least every 2 years.  The Board’s performance is based on agreed performance 
criteria including how it performs against this charter. 

9 Review of Charter 
The Board will review the Charter halfway through the Board year to allow new 
Directors time after the AGM to assess processes before reviewing them to ensure 
that it meet the needs of the Association and the Board.  

 



Dairy Industry Association of Australia Ltd 

CONSTITUTION 

ACN 635 171 603 

ABN 98 549 642 932 

Public company limited by guarantee 

First incorporated on 24 March 1986 as Victorian incorporated association (registration number 
A000B622E) 

Transferred to a company limited by guarantee on (insert date when known) 

Adopted this constitution on (insert date when known) to apply from (insert date when known) 
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