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By-Law 9.6 – Standing Committees 

Purpose: A By-Law to: 

(a) identify the Standing Committees of the Branch; 

(b) confirm each Standing Committee's functions; and 

(c) confirm in respect of each Standing Committee, the 
content and form of its reports to Council. 

Applicable Reference: Clause 4.2 and Clause 6.2 of the Constitution. 

Passed by:  Council Resolution on the 19th day of March 2018 

 Council Resolution on the 18th day of January 2016 

 Council Resolution on the 19th day of October 2015 

  Council Resolution on the 28th day of September 2015 

  Council Resolution on the 15th day of June 2015 

 Council Resolution on the 20th day of October 2014 

 Ordinary Resolution on the day of 2014 

Operative Provisions 

The Branch will have the following Standing Committees: 

 Review Committee 

 Audit Committee 

 Awards Committee 

 Constitution Committee 

 Investment Committee 

 Practice Support Committee 

 Public Relations Committee 

 Recent Graduates Committee 

 
 
The terms of reference of these committees are as follows: 
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TERMS OF REFERENCE 
REVIEW COMMITTEE 

1. Establishment 

The Review Committee (‘Committee’) is established by Council and its terms of reference 
require Council’s approval.  

2. Objectives and Responsibilities 

The Committee is empowered to deal with matters relating to the professional and 
ethical conduct of members, including the investigation and review of alleged breaches 
of the ADASA Branch and ADA Inc. Codes of Ethics.  The specific roles and 
responsibilities of the Committee are attached at Annexure A. 

3. Membership 

The Committee will consist of five active, concessional, or life members of the Branch 
who are not Council members and who have been Branch members for a period of at 
least five years.  They are elected at the Branch Annual General Meeting (AGM). The 
Chair and Deputy Chair are elected annually by the members of the Committee at its 
first meeting after the AGM.  There is no limit on re-election for either members or office-
bearers of the Committee.  In the event of a vacancy occurring, Council will as soon as 
practicable appoint an eligible member to fill the vacancy.  In the event of a casual 
vacancy in the office of Chair or Deputy Chair the members of the Review Committee 
will fill such vacancy. 

4. Meetings 

The Committee will meet at least twice a year, and on an ad hoc basis as necessary to 
resolve any matters that arise.  Minutes of all meetings will be kept. 

5. Review of the Committee 

 The Committee will undertake an annual review of its terms of reference. 

6. Reporting and Communication Procedures 

The details of all Committee matters relating to complaints referred to it are confidential, 
and may only be disclosed to Council and ADASA staff at the discretion of the Committee 
Chair or President.  The minutes and reports of activity in relation to complaints will be 
tabled at Council meetings, with complaints de-identified and the names of members 
who are, or may be, the subject of review deleted.  Committee minutes will be published 
but confidential aspects of complaints dealt with “in committee” will be removed.  When 
the Review Committee recommends action by Council with respect to a member, this 
recommendation, including the name of the member, will be tabled in confidence at the 
next Council meeting.  The recommendation will not be included in the published 
Council meeting papers.  Records of confidential matters dealt with “in committee” will 
be kept as confidential files on the ADASA server, accessible by the Chair, the President 
and the Chief Executive Officer. 
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ANNEXURE A TO REVIEW COMMITTEE TERMS OF REFERENCE 

RESPONSIBILITIES OF THE REVIEW COMMITTEE 

1. General Advisory Role 

The Review Committee (‘Committee’) may provide advice relating to ethics, professional 
conduct and alleged unprofessional conduct to both ADASA members and to office staff 
members, including the Community Relation Officers. 

2. Investigation of a Member’s Conduct 

The Committee may also investigate matters at the written request of, either: 

Council, or 

Community Relations Officer(s) (CRO/s), or 

Chief Executive Officer (CEO). 

Such referrals must be dealt with according to the requirements of the Constitution, the 
Code of Ethics and relevant AHPRA codes of practice.  Investigations will follow these 
guidelines: 

(a) On receiving the request to investigate, the Committee will gather relevant 
information from sources including, but not limited to, the complainant, relevant 
AHPRA codes of practice and guidelines, scientific literature, dental specialists and 
medical practitioners in order to consider the matter. 

(b) If expert opinion is needed, the Committee Chair and the Chief Executive Officer are 
to obtain three written or recorded verbal opinions. 

(c) The Committee may then decide that the matter requires no further action on its 
part or that the member should be invited to appear. 

(d) Following a Committee decision that a member is to be invited to appear before the 
Committee, the Committee will give at least 14 days’ notice in writing to the member, 
setting out the nature of the matter and the allegations, and making specific 
reference to the particular provision or provisions of the Code of Ethics that the 
member is alleged to have breached. 

(e) The notification will be sent from the ADASA staff on behalf of the Chair of the 
Committee and will state the date, place and time of the meeting. 

(f) The notification will detail who will be in attendance.  This will usually be the 
Committee members and the Chief Executive Officer and/or the Minute Secretary. 

(g) The member may have a colleague attend with him/her, but that person will not be 
allowed to address the Committee on behalf of the member. 

(h) The member may submit written representations to the Committee at, or before, the 
date of the meeting and may present their case at the meeting. 

(i) At the meeting, each member of the Committee, Chief Executive Officer and Minute 
Secretary should be introduced by the Chair.  The seating should be such that all 
members of the Committee are facing the member. 

(j) Wherever possible, the meeting will be recorded and a copy offered to the member.  
The member is to be asked if he/she objects to the recording.  If he/she objects, the 
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meeting will not be recorded but the member will not be able to amend any 
transcript of the meeting. 

(k) Should the member not attend, the matter can be considered in his/her absence 
and he/she will be informed of the outcome. 

(l) Following the meeting, the Committee will adjourn and consider its decision.  
Should the Committee require further information, the decision can be postponed 
until such time as all required information is to hand and has been considered. 

(m) The member will be informed of any decision that is made at the time of the meeting 
or if no decision can be made at that time, he/she will be informed that further 
consideration is necessary and that he/she will be informed once all information is 
to hand. 

(n) Should the Committee decide that the matter will be referred to the ADASA Council, 
the member will be informed that that is the case, together with any 
recommendation by the Committee for any action to be taken. 

(o) The Committee must, as soon as is reasonably practicable after the conclusion of 
the meeting and after giving due consideration to any representations, make a 
written recommendation to the Council summarising the relevant facts and any 
other matters the Committee regards as significant. 

(p) Actions available to Council include, but are not limited, to facilitating further 
mediation with the CROs, recommending counselling of the member, forwarding 
the matter to the Australian Health Practitioner Regulation Agency (AHPRA) for 
further investigation, suspending or cancelling the member’s membership of the 
ADA referring the matter to the member’s indemnifier, and cautioning the member. 

3. Counselling of Members after the Receipt of a Complaint or Enquiry 

On request of a member, the Committee may offer counselling after a complaint or 
enquiry has been received by ADASA staff.  The member who is the subject of that 
complaint will be offered the opportunity of discussing the matter with the Committee 
member who is on call for the month and ADASA staff will notify the on-call member. 

The on-call member should contact the subject member in a timely fashion, given that 
the member may be distressed.  The on-call Committee member should first explain to 
the member the obligations of mandatory reporting under Section 140(d) of the National 
Health Practitioner Regulation Act (‘National Law’) and receive the member’s consent to 
continue the conversation, knowing that the Committee member may be under an 
obligation to make a mandatory notification to AHPRA.  

If, during the course of that conversation, the Committee member feels that the conduct 
in question could be the subject of a mandatory notification, the Committee member is 
to notify the member to that effect and terminate the conversation. 

4. Counselling of Members involved with Investigations or Legal Proceedings 

Members who have been or still remain the subject of legal proceedings, or investigation 
by the Dental Board of Australia/AHPRA, will be offered an opportunity for clinical and 
professional advice limited to the experience and expertise of the Review Committee 
member.  There is no obligation on the member to accept such an offer, which would be 
subject to any mandatory notification obligations of the National Law, which would be 
explained to the member beforehand, as detailed above. 
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5. Provision of Clinical Advice 

The Committee and its individual members may provide general clinical advice to 
Branch staff members and the CROs on request.  In providing such advice, the members 
must pay heed to their own expertise and experience in deciding the extent to which 
they have the capacity to provide such advice.  The staff member must present 
information relating to the request for clinical advice in de-identified form so that any 
future investigation of a member involved in the request for clinical advice shall not be 
compromised.  This section recognises that office staff at the ADASA are lay personnel 
and that the CROs are generally retired dentists so their professional knowledge may 
not be contemporary. 

6. Monitoring of Enquiries/Complaints 

The Committee should monitor the frequency and nature of enquiries and complaints 
received by the Branch.  Such information should be provided to each meeting of the 
Committee and must be de-identified and in statistical and graphical form.  This 
information should also be provided to Council and may be the subject of articles in the 
Branch newsletter. 

7. Provision of Articles for the Branch Newsletter 

The Committee may provide articles relating to ethics, professional conduct and clinical 
matters for the Branch newsletter and for other publications as requested. 

8. Offering Advice and Contributing to ADASA Educational Programmes 

The Committee may offer advice or make contributions to the Branch’s educational 
programme, including to risk management seminars, at the invitation of either the 
Branch Chief Executive Officer or the Branch Council. 
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TERMS OF REFERENCE 
AUDIT COMMITTEE 

1. Establishment 

The Audit Committee (‘Committee’) is established by Council and its Terms of Reference require Council's 
approval. 

2. Objectives and Responsibilities 

The objective of the Committee is to assist Council in carrying out its duties in the areas 
of financial management and reporting, risk management and legal compliance. 

The responsibilities of the committee are as follows: 
 

 liaison with external auditors; 
 development of an internal audit plan; 
 review of the annual audit plan with the external auditors; 
 assessment of the performance of financial management; 
 review of audit findings and the annual financial statements; 
 review of interim financial information; 
 review of accounting policies; 
 oversight of compliance with statutory responsibilities relating to financial and 

other requirements; 
 review of the appointment of the external auditors and their fees; 
 review of the internal audit process; 
 ensuring that there are appropriate responses to internal and external audit 

recommendations; 
 monitoring and periodic assessment of corporate risk and the internal controls 

instituted; and 
 supervision of special investigations when requested by Council. 

In addition, the Committee will examine any other matters referred to it by Council. 

3. Membership 

The Committee will have at least three members, at least one of whom will not be a 
member of ADASA.  Neither the Chief Executive Officer nor any other employee of ADASA 
will be a member of the Committee.  The Branch Treasurer must be a member of the 
Committee. 

4. Meetings 

The Committee will meet at least three times a year having regard to ADASA’s reporting 
and audit cycle.  Any member of Council, the Chief Executive Officer or the external 
auditors may request a meeting at any time if they consider it necessary.  

The Committee may invite: 

 employees of ADASA, including the CEO; 
 the external auditors; or 
 any other person it considers necessary to provide appropriate information and 

advice. 
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Reasonable notice of meetings and the business to be conducted will be given to the 
members of the committee, all other members of Council, the Chief Executive Officer and 
the external auditors. 

Minutes of all meetings will be kept and will be distributed to members of the committee 
within two weeks of the meeting. 

5. Review of the Committee 

The Committee will undertake an annual review of its objectives and responsibilities.  
Such objectives and responsibilities will also be reviewed by Council, the Chief Executive 
Officer and any other person Council considers appropriate. 

6. Reporting Procedures 

The Chief Executive Officer is responsible for drawing to the Committee's immediate 
attention any material matter that relates to the financial condition of ADASA, any 
material breakdown in internal controls and any material event of fraud or malpractice. 

After each committee meeting the Chair will report the committee's findings and 
recommendations to Council. 

Copies of Committee’s minutes will be made available to members of Council, to the Chief 
Executive Officer, to the external auditors and to such other persons as Council directs.  
Any matters requiring a decision or authorisation by Council will be placed on the Council 
agenda. 

The Chair will present an annual report to council summarising the committee's activities 
during the year and any related significant results and findings. 

7. Authority 

The Committee is authorised by Council to investigate any activity within its Terms of 
Reference.  It is authorised to seek any information it requires from any employee and all 
employees will be directed to co-operate with any request made by the Committee. 

The Committee is authorised, subject to the approval of Council to obtain, at the expense 
of ADASA, outside legal or other independent professional advice and to arrange for the 
attendance at meetings, at the expense of ADASA, of outside parties with relevant 
experience and expertise if it considers this necessary. 
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TERMS OF REFERENCE 
AWARDS COMMITTEE 

1. Establishment 

The Awards Committee (‘Committee’) is established by Council and its Terms of Reference 
require Council's approval. 

2. Objectives and Responsibilities 

The Committee’s role is to make recommendations to Council of suitable persons for Life 
Membership, Distinguished Service Award and such other Awards as may be considered 
appropriate. 

Any person may be proposed to the Committee for a suitable Award by any Full or 
Honorary Life Member.  Any such proposal must be treated in the strictest confidence 
and under no circumstances should the proposed person be aware of such proposal. 

3. Membership 

The Committee consists of five Members, one of whom must be the Chief Executive 
Officer.   

The remaining four must be members of the Branch who are appointed every two years 
by Council.  

Of these four:   

 one must be a member with between 15 to 25 cumulative years of ADASA 
membership; 

 one must be a member of 25 cumulative years of ADASA membership; 
 one must be a current ADASA Councillor; and 
 the remaining member will be the Chair, appointed by Council, who must be a 

member with at least 15 cumulative years of ADASA membership.    

4. Meetings 

The Committee will meet at least annually, in the first half of the year. Minutes of all 
meetings will be kept and be distributed to members of the Committee within two weeks 
of the meeting. 

5. Review of the Committee 

The Committee will undertake an annual review of its objectives and responsibilities.  
Such objectives and responsibilities will also be reviewed by Council, the Chief Executive 
Officer and any other person Council considers appropriate. 

6. Reporting Procedures 

Copies of the Committee’s minutes will be made available to all Council members.  Any 
matters requiring a decision or authorisation by Council will be placed on the Council 
agenda. 

Recommendations must be presented to Council before May of each year. 
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7. Criteria for Awards 

To be eligible for Life Membership a member or former member of the Branch must 
have given longstanding and meritorious service to the Branch or the Association or to 
the art and science of dentistry. 

To be eligible for the Distinguished Service Award a member or former member of the 
Branch must have given distinguished service to the dental profession or to the art 
and science of dentistry. 

  



Australian Dental Association South Australian Branch Inc  

ADASA Constitution By-Laws Page 40 

TERMS OF REFERENCE 
CONSTITUTION COMMITTEE 

1. Establishment 

The Constitution Committee (‘Committee’) is established by Council and its terms of 
reference require Council’s approval. 

2. Objectives and Responsibilities 

a) The objective of the Committee is to provide Council with advice about the 
necessity for changes to the Constitution and By-Laws and the form those 
changes should take. 

b) Submit a draft of any proposed changes to the Constitution and By-Laws to 
Council for discussion. 

c) To prepare all notices of motion in regard to any prepared amendments.  

d) To draw the attention of Council or the Chief Executive Officer to any procedure 
in the conduct of the Branch which is not in accordance with the Constitution 
and By-Laws. 

e) To carry out such other functions as may be referred to it by Council or the Chief 
Executive Officer. 

3. Membership 

The Committee will have up to six members, appointed by Council. 

4. Meetings 

The Committee will meet at least once a year.  Reasonable notice of meetings and the 
business to be conducted will be given to the members of the Committee. 

Minutes of all meetings will be kept. 

5. Review of the Committee 

The Committee will undertake an annual review of its objectives and responsibilities. 

6. Reporting Procedures 

Copies of the Committee’s minutes will be made available to all Council members.  Any 
matters requiring a decision or authorisation by Council will be placed on the Council 
agenda. 
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TERMS OF REFERENCE 
INVESTMENT COMMITTEE 

1. Establishment 

The Investment Committee (‘Committee’) is established by the Australian Dental Association 
(ADASA) Branch Council and its terms of reference require Council’s approval. 

2. Objectives and Responsibilities 
The Committee, on behalf of the Council, will oversee management of funds surplus to the 
day-to-day cash flow requirements of the ADASA.  Primary responsibility for control of 
investments rests with the Council.  The day-to-day responsibility rests with the Chief 
Executive Officer. 
 

General objectives - To ensure that the Council’s duties and powers are performed and 
exercised in the best interests of the ADASA Branch, the following general objectives have 
been formulated.  The Committee will: 
 

 Act primarily to pursue maximum rates of return subject to acceptable risk 
parameters and achievable diversification. 

 Ensure sufficient liquidity is retained to meet liabilities as they fall due. 
 Amend specific objectives in accordance with the ADASA’s changing requirements 

over time. 

Specific objectives - The Committee has the following specific objectives for the investment 
of capital of the ADASA Branch: 

 

 To achieve a net (after related costs) rate of return of at least 3 per cent per annum 
above CPI over a rolling 5-year period. 

 To have a realistic expectation that there may be periods where the portfolio has 
negative short-term returns in order to achieve the rates of return objectives. 

3. Membership 

The Committee will have three members, appointed by Council. 

4. Meetings 

The Committee will meet at least four times a year.  Reasonable notice of meetings and the 
business to be conducted will be given to members of the committee.  Minutes of all meetings 
will be kept. 

5. Authority 
Subject to prior approval by Council the Committee is authorised to obtain, at the expense 
of the ADASA Branch, outside independent professional financial advice. 

6. Review of the Committee 
The Committee will review the objectives and responsibilities of the ADASA Branch 
investment strategy annually and at any such other time as may be deemed necessary. 

7. Reporting Procedures 

Copies of the Committee’s minutes will be made available to all Council members. Any 
matters requiring a decision or authorisation by the Council will be placed on the Council 
agenda.  
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TERMS OF REFERENCE 
PRACTICE SUPPORT COMMITTEE 

1. Establishment 

The Practice Support Committee (‘Committee’) is established by Council and its terms 
of reference require Council’s approval. 

2. Objectives and Responsibilities 

The objective of the Committee is to prepare information – clinical or administrative - 
that will assist ADASA members in the practice of dentistry, and make 
recommendations to Council for the dissemation of such information to members. 

The range of topics will include, but is not limited to: 

 State and Federal legislative changes 
 Employment law 
 Health and safety 
 ATO rulings 

 AHPRA and the Dental Board of Australia 
 Regulatory standards 

 Third party influences on dentistry 
 Health insurance companies 
 Government departments 
 Government dental schemes 
 Finance companies 

 Continuing professional development 
 progress of the Dental Board’s three year CPD cycle 
 availability of CPD opportunities 

 Practice Management 
 Records 
 Practice accreditation 
 Insurance 
 Billing 
 Profitability 
 Staff 
 WorkCover 
 Benchmarking 
 Fees 
 Maintaining and expanding checklist 

 Clinical issues 
 Materials and techniques 
 Infection control 
 Practice accreditation 
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 Policy index 
 Create schedule of Branch policies 
 Maintain schedule of Federal policies 
 Check compatibility of Branch and Federal policies 

3. Membership 

The Committee will have up to eight members, appointed by Council. 

4. Meetings 

The Committee will meet at least five times a year.  Reasonable notice of meetings and 
the business to be conducted will be given to the members of the committee. 

Minutes of all meetings will be kept.  

5. Review of the Committee 

The Committee will undertake an annual review of its objectives and responsibilities. 

6. Reporting Procedures 

Copies of the Committee’s minutes will be made available to all Council members.  Any 
matters requiring a decision or authorisation by Council will be placed on the Council 
agenda. 
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TERMS OF REFERENCE 
PUBLIC RELATIONS COMMITTEE 

1. Establishment 

The Public Relations Committee (‘Committee’) is established by Council and its terms of 
reference require Council’s approval. 

2. Objectives and Responsibilities 

The objective of the Committee is to provide a constant and regular source of Oral Health 
Education throughout the year in an effort to establish and maintain the ADASA as the 
first point of contact and authority on dental matters in this state.  This will further 
enhance the exposure of the ADASA profile to both the South Australian community 
and our ADASA membership. 

The responsibilities of the Committee are to evaluate public attitudes, identify the 
policies and procedures of the Association with the public interest, and plan and execute 
a program of action to earn public understanding and acceptance. 

The Committee liaises with the Federal ADA Oral Health Promoter to ensure a timely 
and collaborative approach to our Oral Health campaigns. 

The Committee also continually monitors all media relating to Oral Health and our 
profession, and works closely with Council to ensure that the ADASA is responsive to 
all issues raised such as those related to government and our industry. 

3. Membership 

The Committee will have up to eight members, appointed by Council. 

4. Meetings 

The Committee will meet at least five times a year.  Reasonable notice of meetings and 
the business to be conducted will be given to the members of the Committee. Minutes 
of all meetings will be kept. 

5. Review of the Committee 

The Committee will undertake an annual review of its objectives and responsibilities. 

6. Reporting Procedures 

Copies of the Committee’s minutes will be made available to all Council members.  Any 
matters requiring a decision or authorisation by Council will be placed on the Council 
agenda. 
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TERMS OF REFERENCE  
RECENT GRADUATES COMMITTEE 

1. Establishment 

The Recent Graduates Committee (‘Committee’) is appointed by the ADASA Council.  
The Committee will be providing reports together with any recommendations to Council.  
Council will also refer items to the committee. 

2. Objectives and Responsibilities 

The Committee encourages the transition from student to a professional member of the 
dental community. 

The Committee’s main goals are: 

 To introduce new graduates to ADASA and ADA Inc; 

 To provide a framework for formal and informal interaction between students, 
graduates and the wider dental community; 

3. Membership 

The Committee consists of no fewer than five members with a maximum of nine 
members who are within 10 years of qualification, plus a member of Council who may 
have been qualified more than 10 years. 

In addition, two ADASA Student Members may be invited to attend meetings on a non-
voting basis. 

4. Meetings 

The Committee will meet at least five times a year (February to December).  Reasonable 
notice of meetings and the business to be conducted will be given to the members of the 
Committee. Minutes of all meetings will be kept. 

5. Review of the Committee 

The Committee will undertake an annual review of its objectives and responsibilities. 

6. Reporting Procedures 

Copies of the committee’s minutes will be made available to Council.  Any matters 
requiring a decision or authorisation by Council will be placed on the Council agenda. 

 

  


