
[image: image1.jpg]Australian Federation of Disability Organisations



247 Flinders Lane
Melbourne  VIC  3000

Phone: 03 9662 3324

TTY: 03 9662 3374

Fax: 03 9662 3325

Email: office@afdo.org.au
Web: www.afdo.org.au

External Representation Policy
Introduction

From time to time AFDO is invited to nominate a consumer representative to an external committee.  

Purpose

The purpose of this policy is to outline the processes used to nominate and appoint representatives to external committees and for representatives to consult with and report to AFDO members.

Policy

Where AFDO is invited to nominate a representative to a committee, working body, government or other community committee, the following will take place:

· the CEO will obtain electronic copies of all relevant materials;

· the CEO will email the information to Executive Officers of member organisations of AFDO with a copy to AFDO Board members;

· the message will include a closing date for nominations;

· where a member wishes to nominate an individual, a brief statement (no more than 1 page) should be sent with the name and full contact details of the person being nominated.  The statement should outline background and experience of the individual and why they would be a suitable representative for AFDO;

· the AFDO Executive will consider all nominations received by the closing date and select the most suitable person;

· the CEO will inform the department or organisation responsible for calling for nominations about the representative, giving full detailed information supplied in the nomination;

· the CEO will inform the Board and member organisations’ Executive Officers of the outcome; and,

· the CEO will ensure that, costs associated with travel and accommodation (if required) are met by the requesting organisation or department.

All positions will be reviewed each year in order to ensure that the best person is representing AFDO on external committees.

Responsibilities of Representatives of AFDO

All representatives of AFDO on external committees must adhere to the following process:

· sign the external representation agreement;
· provide AFDO with a copy of the terms of reference for the committee as soon as they become available;
· disclose if there is payment for representation and the nature of payment method;

· conscientiously attend meetings of the committee to which they are appointed;

· prior to each meeting, through the CEO, send a message to all AFDO members seeking input on issues to raise, comments etc and where possible provide a copy of the agenda for that meeting;

· following each meeting prepare a report and through the CEO distribute it to the Executive Officers of AFDO members.  If any responses or feedback is required include this in the message with all responses to be sent directly to the representative;

· liaise with other members of the committee on issues of relevance; and,

· seek information and support from AFDO and consult with other members of the community where appropriate. 

Staff Representing AFDO

Where staff members represent AFDO on external committees, the above rules also apply.

Where there is a payment to be made for the staff member’s representation, this is payable directly to AFDO.

External Representation

Terms And Conditions Agreement

The following agreement must be signed by each person who represents AFDO on any external committee:

Name of Committee:

Name of nominated person:

Address:

Home phone: 



Work phone:



Mobile:



Email:



Duration of appointment to committee:

Does the committee have written terms/purpose? 

Yes / No

If Yes - please attach a copy when returning this document to AFDO
Will you receive a payment of any kind for representation to this committee?  Yes / No

If Yes, please disclose the nature and amount of payment:

I have read the External Representation Policy which contains information on how best to represent AFDO on external committees and the reporting requirements.  I understand my responsibilities to report back on meeting events and outcomes after each meeting and agree to abide to all terms and conditions set by AFDO in this policy.

Date:







Date:

Signature:






Signature:
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