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Concrete Institute of Australia — State Committee Guidelines

Introduction

The Concrete Institute of Australia is an independent not-for-profit professional association
providing technical resources, educational seminars and courses, networking events, and industry
collaboration opportunities for the professional development of members who share a common
interest in the pursuit of excellence in research, innovation, technology, design, construction and
sustainability of concrete in Australia.

The Institute has been promoting and developing excellence in concrete for over 50 years.
CIA VISION: The Concrete Institute of Australia’s vision is for excellence in concrete.

CIA MISSION: The mission of the Concrete Institute of Australia is to promote and develop
excellence in concrete research, technology, application, design, and construction throughout
Australia.

CIA GOALS:

e To provide a forum for the sharing of knowledge and experience between members and to
disseminate this information for the benefit of the concrete and construction industry in
general.

e To increase membership to ensure representation and support from all segments of the
concrete and construction industry.

e To facilitate communications and encourage participation for all members through technical
meetings, seminars, and publications, and through the magazine Concrete in Australia.

e To raise the profile of the Institute and increase public awareness and definition of its place
in the construction industry through a clearly identified image.

e To provide industry representation on behalf of the membership through promotion of
good concrete construction, and to establish and maintain relations with appropriate local,
national, and international bodies

In order to effectively communicate with and react to the needs of its Members, the Institute operates and
supports State Committees in line with this set of Guidelines, and as governed by Council. This structure
continues to be the most effective method to provide knowledge, professional development, and networking
opportunities for members, established from the Institute's beginnings in 1970.

Purpose
The purpose of the State Committee Guidelines is to establish a framework for operations,

delegating authority within the Institute in a manner that facilitates efficiency and effectiveness and
increases the accountability of State committee members and CIA staff for their performance.

Operations & Objectives

A State Committee may be formed to represent a State or Territory (under Rule 46.1 of the
Constitution) for the general management and control of the State activities. Each State or Territory
Committee may nominate a representative to Council (under Rule 46.3 of the Constitution).
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At present the CIA has six (6) active State Committees — NSW, Queensland, South Australia,
Tasmania, Victoria and Western Australia.

Subject to the Constitution and to the directions of the Council, each State Committee will:

e Carry out its affairs at all times with consideration to the Objects of the Institute and the
Strategic Plan

e Carry out in such functions that may be delegated to it by the Council

e Forward to Council such information that may from time to time require Council review or
advice in respect of the State activities and operations.

The core objectives of CIA State Committees, in line with the Strategic Plan, is to:

e Represent CIA members in that state.

e  Work together to implement CIA strategy in that state.

e Provie support and communication to Institute Members

e Provide member benefits in that region, relevant to local needs, and that align with CIA
strategic plan.

e Develop and implement local technical and networking event program.

¢ |dentify potential members and stakeholders.

o Identify Annual State Committee and Event sponsors and sponsorship opportunities.

e Promote and support the Institute in a positive manner.

e Develop and encourage regional activities and regional committees.

e Provide support on national initiatives approved by Council.

State committee members must be financial members of the Institute (either as individuals, or as
representatives of Company or Academic members). Committee members, where possible, should
be representative of the cross section of members, including the following areas (but not exclusive
to):

e Consulting Engineers

e Government departments
e Suppliers and contractors
e Academia and Research

e Contractors

¢ Industry Associations

The state committee will also include members of CIA special focus groups such as NEXGen (young
professionals) and Women in Concrete to cover the Institute’s diverse membership needs.

Where gaps in skills and experience are found on state committees in these sectors, eligible
members may be co-opted onto the state committee to fill these voids.

Committee Structure and Appointment

Each State Committee will be structured to be able to fulfill the various roles and responsibilities as
required in accordance with the objectives of the committee. As such it will include:
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CIA State Committee Executive
o President
o Vice President
o Secretary
o Immediate Past President

e Elected and appointed state committee members (no less than 3 and no more than 15)

e CIA Focus Group representatives (where applicable)

e State based National Councillors (where applicable)

e Regional committee chair/s (where applicable)

o CIA staff support — usually an allocated Member Services Officer but can also include
support from all CIA staff.

State Committee Executive

The State Committee will by 30 June every second year (odd numbered), elect from amongst the
existing members of the Committee, a State Executive, including:

e State President,
e State Vice-President
e Secretary

The Immediate Past State President is also entitled to remain on Committee for a further two-year
term and as part of the State Executive.

The election and appointment of these positions should take place at any general State Committee
meeting in April, May or June leading up to the end of the committee cycle on 30 June.

Anyone seeking to be appointed to these positions should be nominated by a current committee
member and be willing to stand. If there are no other nominations for any position, the nominated
committee member is appointed.

If more than one person is nominated, a vote amongst the attending committee members should be
conducted in confidence. The person with the most votes is appointed to the position. In the event
of a tie, the presiding State President, or Chair in their absence, has the casting vote.

State Committee Members

A State Committee will not have less than three and not more than fifteen elected members, or
such number as approved by the National Council from time to time.

A State Committee may co-opt or appoint other Institute Members to the Committee to fulfil
specific functional responsibilities or fill voids in expertise or sector knowledge. On certain specific
occasions, as approved by the National Council, co-opted members may be non-Institute Members.

Institute Members resident in the State may elect amongst their number, Members to represent on

the State Committee. Unless otherwise stated, representatives of the State Committee will be
elected for a two year term.
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Elections and appointment of representatives to State Committees will be completed every second
year (odd numbered), by 30 June. Elected/appointed representatives will take office on | July every
second year (odd numbered) for a two-year term.

A call for nominations will be made electronically to all members in the state not less than (21)
twenty one days prior to the election date of 3|1 May (or next available business day) every second
year (odd numbered).

Nominations for representation on State Committees can be presented electronically at least two
days prior to the election.

If the numbers of nominations are equal to or less than the number of vacant positions then the
nominated candidates are automatically elected and appointed to the State Committee.

If the number of nominations are more than the number of positions vacant then;

e The State Committee may request the Council to approve an extension of the number of
representatives for that State; or

e Give notice to members of the state for a vote by electronic means. Notice will be not less
than (21) twenty one days prior to the voting date. Voting must be completed and
representatives elected prior to the 30 June, every second year (odd numbered).

A person elected to a State Committee shall hold office unless:

e their appointment is revoked by the National Council

e they resign

e they cease to be a Member of the Institute

e their two year term has expired

e they are absent for more than three meetings in a row without appropriate explanation or
permission.

CIA Special Focus Group Representatives

Each CIA State Committee should have a representative who is part of a CIA Special Focus Group
that may be relevant at the time. These representatives can be elected in their own right as a State
Committee member, or they can be co-opted from the relevant focus group.

National Councillors

Elected members of the National Council are entitled to become members and actively participate
with the State Committee of the State in which they reside.

Committee Meetings

State Committees meetings should be held on a regularly basis, preferably monthly, under the
following general structure:

® Notice of meeting and minutes should be provided to all Committee members by the State
Committee Secretary (or CIA Support Staff).
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e An update of activities and event performance should be provided to committee members
prior to the meeting for consideration.

At committee meetings the agenda should include:

e Record of attendance, apologies and absences.

e A reminder of the CIA Code of Conduct

e Report on budget, finance and event performance.

e Membership and sponsorship updates.

e Updates and reviews of all seminars, events and activities being administered by the
committee.

e A review of the program of forward activities and events.
e Updates from representatives of regional committees, focus groups, and national task groups
and Council.

Meetings should be conducted in an orderly and efficient manner, taking no longer than 60 to 90
minutes.

State Sub Committees

As determined by the State Committees from time to time, committee members may be appointed
to sub committees for activities and initiatives such as:

e Annual program - for the ensuing year, this should be prepared and approved by the State
Committee by 3| October annually.

e Technical events - seminars and site visits

e Networking events — gala dinners, industry breakfasts, golf days, lawn bowls events etc.

e Awards and recognition initiatives

e University and Graduate initiatives

All sub committee meetings will be held under the auspice of the CIA Code of Conduct with
appropriate minute taking and actions recorded.

All sub committees must report back any actions or recommendations to the state committee
through the President and the CIA support staff.

Regional Committees

As approved by the National Council, State Committees may establish Regional Committees in
regional areas. Regional Committees will be established as follows:

e A Regional Committee will be formed from co-opted Institute Members within the regional
area, as required from time to time.

e The State Committee will appoint a Chair and Deputy Chair.

e The Regional Committee Chair will report to the State Committee President.

e Budgets and financial control will remain the responsibility of the State Committee.
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At present the CIA has four (4) active Regional Committees — Newcastle and ACT (NSW), Gold
Coast and North Queensland (Queensland).

For further information on Regional Committees refer to the CIA Policy and Procedure — Regional
Committee Guidelines.

Committee Expectations
Participation Expectations

In accordance with expectations outlined in the Charter of the Concrete Institute of Australia (CIA), Committee
members for all CIA committees are expected to:

e Attend meetings having read all relevant papers prior, to allow for effective debate on matters as
required.

e Act in a business-like manner and demonstrate commercial reasonableness in their decisions.

e Make reasonable enquiries to ensure CIA is operating efficiently, effectively and legally in line with its
objectives.

e  Undertake diligent analysis of all proposals placed before the Committee and use judgment, common
sense, and tact when discussing issues.

o  Give of their specific expertise as freely and generously as appropriate to the CIA.

o  Ensure that others are given a reasonable opportunity to put forward their views.

e Respect opinions of all committee members and participants regardless of experience, gender, race and
religion.

e Address issues politely and as directed by the President or Chair and respect any request or indication
from the President or Chair that aims to ensure the orderly and good-spirited conduct of the meeting.

Behaviour Expectations

In accordance with legal requirements and good ethical standards, Concrete Institute of Australia (CIA)
Committee members at all CIA committee meetings or CIA related business will:

e Observe the provisions of the Constitution, policies, and rules of the CIA, and act in the best interests,
and for the benefit, of the CIA at all times.

e Actin accordance with appropriate legal requirements (Trade Practices Act, Corporations Act etc).

e Treat participants of the Committee, staff, office-bearers, members, and clients of the CIA with respect.

e Treat all stakeholders regardless of experience, gender, race, or religion with respect.

¢ Not make improper use of information gained, nor take improper advantage through their position on a
particular CIA Committee.

e Not allow personal interests, or the interest of any associated person, to conflict with the interests of
the CIA.

¢ Not engage in conduct likely to bring discredit upon the CIA.

¢ Not misrepresent the interests or actions of the CIA, and comply with the spirit and the letter of the
law.
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Delegations

State Committee members have no authority to approve expenditure of Institute funds for any reason that
does not fall under budgeted expenditure for events and activities. Approval for non-budgeted items must be
presented by the State Committee President to the CEO and/or Company Secretary in all circumstances.

CIA State Committee Resources

There are a number of CIA resources, policies and procedures available for State Committee
members to review and become familiar with. At present these include:

e CIA Constitution

e CIA Charter of Governance

e CIA Code of Conduct

e CIA Strategic Plan

o CIA State Committee Executive Guideline
o CIA State Committee Member Guideline
o CIA Regional Committee Guideline

o CIA NEXGen Committee Guideline

e CIA Women in Concrete Committee Guideline
e CIA Guide for Chairing Meetings

e CIA Guide for MC'’s

e CIA Guide for Event Organisation

All of these resources can be found on CIA website, or on request from the Institute.
Authorised by:

David Millar

Chief Executive Officer

Concrete Institute of Australia

Updated: May 2025
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