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Purpose 
 
CRS is a community association based on volunteers providing Asylum Seeker and Refugee1 
settlement support in the Canberra region.   No members of CRS are remunerated for this work. 
 
Who we are 

Our members are concerned humanitarians. We come from all walks of life and circumstances. The 
common thread is that we care about other people and want to help them to establish themselves in 
our community.  

Aim  

Our aim is to help asylum seekers and refugees become as independent as possible as soon as possible.  

That is sometimes difficult for people who are living with the uncertainty of a temporary visa and 
those who are denied the right to work. Nevertheless our members are able to offer compassionate 
support and help to work towards a positive outcome.  
 
Good Neighbour:   
 
We often use the term “good neighbor” to describe our role and boundaries.  We try to offer options 
to our clients rather than mandating outcomes. 

Our Role 

The role of Canberra Refugee Support is to provide support to refugees including:  

• assisting refugees to settle in Canberra;  
• providing advocacy; and  
• providing policy advice.  

Each year we provide thousands of hours supporting refugees and provide financial support the many 
refugees, or former refugees in Canberra. Our funds are donated from members of the Canberra 
community and some from other parts of Australia or gathered through a variety of fund raising 
activities such as dinners, concerts and film showings. We do not receive any government program 
funding.  

Independence 
 
CRS is independent and non-aligned from a funding, political and religious perspective.  

Back to Contents 
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Trust 
 
CRS is a trusted organization and can only continue to operate if other agencies trust us.  We need to 
protect our good name and information related to our clients lest we loose our ability to work with 
Asylum Seekers and Refugees.   
 
ACT Government Registration 
 
Members who interact with Asylum Seekers, Refugees or other CRS clients, require Working With 
Vulnerable People (WWVP) registration. 

Accountability 

We are incorporated in the ACT and publicly accountable as a result. We are a not-for-profit 
organisation and all of the members work on a part-time basis in a voluntary capacity. We do not have 
an office or employees so our overheads are very low. Canberra Refugee Support is a member 
organisation of the Refugee Council of Australia.  

We are recognised by the Australian Tax Office as a charitable organisation and donations are tax 
deductible. We are not funded by government but we do raise funds to help asylum seekers and 
refugees.  

Priorities 
 
CRS needs to continually review priorities however, we normally have a “people first” outlook. 
 
Refugee Convention 
 
CRS Supports the UN 1951 Refugee Convention and its associated protocols. 

Our work with asylum seekers and refugees 

We are not formally affiliated with any other group - government, religious, social, political. But we do 
work cooperatively across the range. 

We work with a wide range of stakeholders.  

We:  
• conduct training courses;  
• conduct settlement and provide support to asylum seekers and refugees in Canberra;  
• provide advocacy services to assist refugees through the “maze” that has been created 

around visas and other Australian institutions; and  
• provide ongoing contact with policy makers and their advisors so that we can improve 

the level of equity and access for asylum seekers and refugees.  

Back to Contents 
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We also help others to make connections with refugees. This includes fostering activities and programs 
such as providing refugee scholarships and refugee mentoring programs. We provide practical support 
to assist with accommodation, the provision of furniture, linking into local services, access to 
schooling and English language training, health care, jobs and networking in the Canberra community.  
We also help to support refugees financially where we can. We make judgements as to our 
involvement with refugees on the basis of their need and our capacity to assist but not on the visa type 
that may be involved.  

Advice 
 
CRS does not provide “professional services”, nor do we provide Migration Agent of Migration 
Lawyer advice; but we use the skills of our members to help clients achieve optimum outcomes. 
 
CRS Committee 
 
The CRS Committee is responsible for the day-to-day operations and performance of the organization. 
 
Executive: 
 
The CRS Executive is formed of the following appointments: 

• President 
• Vice President 
• Secretary  
• Treasurer 

 
Fundraising 
 
We have raised money through our local community and also from our CRS Members.  Typical of our 
approach is to use dinners, campaigns, unsolicited gifts, regular deductions and direct requests.  We 
don’t rely on Government grants for our income.  Expenditure of funds is approved by a majority 
vote of the Committee.   
 
Privacy 

CRS respects the need for privacy however, CRS is unable to assist new clients unless they are able to 
give permission for CRS to exchange information with other agencies and to hold information related 
to cases.  

Conclusion 

We assist to provide the stability and security many families have been denied in their country of 
origin. This is one of the more important tasks that we undertake and it is especially important for the 
people who have been traumatised. 

Back to Contents 
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Contact Details 

By Mail:  Post Office Box 3444 
Weston Creek  ACT  2611 

By email:  actrefugee@gmail.com 
Website:  www.actrefugee.org.au 

 

 

About our Logo 

 

Designer: Fiona Cran  

The bluebell motif, the floral emblem of Canberra, is a symbol of the community in which the support 
group operates. The flowers have other significance. They are symbols of new life and happiness and 
therefore embody the idea of a new start in life for the people that CRS and the citizens of Canberra 
welcome into the community. Flowers are also a kind of shared treasure or beauty, just as cultures and 
communities can be enriched by sharing and understanding. The flower is a gift, a universal symbol 
that everyone understands and it is a simple gift that doesn't exclude people because of language or 
money or situation.  

The background colour of Navy Blue is formal without being hard. Navy Blue also is a calming colour, 
recalling the sea and the sky, linked with the idea the idea that we are all on the "blue" planet together 
under the same sky and joined by wide oceans. The block of Navy Blue represents the new city or 
structure that the refugees have been welcomed into.  

The enclosed Circle has many meanings. It is firstly a symbol of hope, in the way that the rising sun 
brings new life each day. The white circular hollow also represents the support group and community 
that support the refugees. The circle is also a symbol of the cycle of learning, sharing, and growing. It 
symbolises the world - including both a small local "world" or family and the larger global world.  

 

 

Back to Contents 
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CONSTITUTION OF CANBERRA REFUGEE SUPPORT INCORPORATED 

 
Purposes and Objects of Canberra Refugee Support Incorporated  
 
Purposes 
 
Canberra Refugee Support Incorporated is a community based organisation with no political 
affiliations.    It is a not for profit organisation. 
 
The work of Canberra Refugee Support Incorporated is based on using volunteers to help settle 
refugees in Canberra.    It seeks to provide practical support to refugees such as assisting with home 
formation, linking into local services, schooling, English language training and jobs.   It also assists to 
provide the stability and security many families have been denied in their country of origin.    It makes 
judgements as to its involvement with individual refugee cases on the basis of need and its capacity to 
assist.    A refugee's type of visa is not a determinant for the involvement of Canberra Refugee Support 
Incorporated with a case. 
 
 
Objects 
 
The Objects of Canberra Refugee Support Incorporated is to provide support to refugees including 
activities to: 
 

a. establish an organisation and maintain a group of personnel who are trained and 
prepared to undertake humanitarian tasks in support of refugees; 

b. assist refugees to settle in Canberra;  
c. undertake advocacy; and 
d. provide policy advice as may be appropriate from time to time. 

 
 

The Table of Provisions and the full Constitution of Canberra Refugee Support is at Appendix 1 to 
this Chapter. 

 

 

 

 

 

 

Back to Contents 
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PART I—PRELIMINARY 

1.  Interpretation 

(1)  In these rules, unless a contrary intention appears— 
 “financial year” means the year ending on 30 June; 
 “member" means a member, however described, of the association; 
 "ordinary committee member”. means a member of the committee who is not an office-bearer of the association 

as referred to in paragraph 12 (1) (a); 
 "secretary" means the person holding office under these rules as secretary of the association or, where no 

such person holds that office, the public officer of the association; 
 "the Act" means the Associations Incorporation Act 1991; 
 “the Regulations" means the Associations Incorporation Regulations. 

(2)  In these rules— 
(a)  a reference to a function includes a reference to a power. authority and duty; and 
(b)  a reference to the exercise of a function includes, where the function is a power, authority or duty, a 

reference to the exercise of the power or authority or the performance of the duty. 

(3)  The provisions of the Interpretation Act 1967 apply to and in respect of these rules in the same manner as 
those provisions would so apply if these rules were an instrument made under the Act. 

PART II—MEMBERSHIP 

2. Membership qualifications 

 A person is qualified to be a member if— 
(a) the person is a person referred to in paragraph 21 (2) (a) or (b) of the Act and has not ceased to be a 

member of the association at any time after incorporation of the association under the Act; or 
(b) the person- 

(i)  has been nominated for membership in accordance with subrule 3 (1); and 
(ii)  has been approved for membership of the association by the committee of the association. 

3. Nomination for membership 

(1)  A nomination of a person for membership of the association– 

(a)  shall be made by a member of the association in writing in the form set out in Appendix 1 to these 
rules; and 

(b)   be lodged with the secretary of the association. 

(2)  As soon as is practicable after receiving a nomination for membership, the secretary shall refer the 
nomination to the committee which shall determine whether to approve or to reject the nomination. 

(3)  Where the committee determines to approve a nomination for membership, the secretary shall as soon as 
practicable after that determination notify the nominee of that approval and request the nominee to pay 
within 28 days after receipt of the notification the sum payable under these rules by a member as the 
entrance fee and the first year's annual subscription. 

(4)  The secretary shall, on payment by the nominee of the amounts referred to in sub-rule (3) within the period 
referred to in that subrule, enter the nominee's name in the register of members and, upon the name being 
so entered, the nominee shall become a member of the association. 

4.  Membership entitlements not transferable 

 A right, privilege or obligation which a person has by reason of being a member of the association– 

(1) is not capable of being transferred or transmitted to another person; and 
(2) terminates upon cessation of the person's membership. 
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5. Cessation of membership 

 A person ceases to be a member of the association if the person— 

(1) dies or, in the case of a body corporate, is wound up 
(2) resigns from membership of the association; 
(3) is expelled from the association; or 
(4) fails to renew membership of the association. 

6.  Resignation of membership 

(1)  A member is not entitled to resign from membership of the association except in accordance with this rule. 

(2)  A member who has paid all amounts payable by the member to the association may resign from 
membership of the association by first giving notice (being not less than 1 month or, if the committee has 
determined a shorter period, that shorter period) in writing to the secretary of the member’s intention to 
resign and, upon the expiration of the period of notice, the member ceases to be a member. 

(3)  Where a person ceases to be a member, the secretary shall make an appropriate  entry in the register of 
members recording the date on which the member ceased to be a member. 

7.  Fee, subscriptions etc. 

(1)  The entrance fee to the association is $10, or if any other amount has been determined by resolution of the 
committee, such other amount. 

(2)  The annual membership fee of the association is $10, or if any other amount has been determined by 
resolution of the committee that other amount. 

(3)  The annual membership fee is payable— 

(a)  except as provided by paragraph (b), before 1 July in each calendar year; or 

(b)  where a person becomes a member on or after 1 July in any calendar year, before 1 July in each 
succeeding calendar year. 

8. Members' liabilities 

 The liability of a member to contribute towards the payment of the debts and liabilities of the association or 
the costs, charges and expenses of the winding up of the association is limited to the amount if any, unpaid 
by the member in respect of membership of the association as required by rule 7. 

9.  Disciplining of members 

(1)  Where the committee is of the opinion that a member— 
(a)  has persistently refused or neglected to comply with a provision of these rules: or 
(b)  has persistently and wilfully acted in a manner prejudicial to the interests of the association, 

 the committee may, by resolution— 
(c)  expel the member from the association; or 
(d)  suspend the member from such rights and privileges of membership of the association as the 

committee may determine for a specified period. 

(2)  A resolution of the committee under subrule (1) is of no effect unless the committee, at a meeting held not 
earlier than 14 days and not later than 28 days after service on the member of a notice under subrule (3), 
confirms the resolution in accordance with this rule. 

(3)  Where the committee passes a resolution under subrule (1), the secretary shall, as soon as practicable, cause 
a notice in writing to be served on the member— 

(a)  setting out the resolution of the committee and the grounds on which it is based; 
(b) stating that the member may address the committee at a meeting to be held not earlier than 14 days 

and not later than 28 days after service of the notice; 
(c) stating the date, place and time of that meeting: and 
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(d)  informing the member that the member may do either or both of the following: 
(i)  attend and speak at that meeting; 
(ii)  submit to the committee at or prior to the date of that meeting wntten representations relating 

to the resolution. 

(4)  Subject to section 50 of the Act, at a meeting of the committee mentioned in subrule (2). the committee 
shall– 
(a)  give to the member mentioned in subrule (1) an opportunity to make ora1 representations; 
(b)  give due consideration to any written representations submitted to the committee by that member at 

or prior to the meeting; and 
(c)  by resolution determine whether to confirm or to revoke the resolution of the committee made under 

subrule (1). 

(5)  Where the committee confirms a resolution under subrule (4), the secretary shall, within 7 days after that 
confirmation, by notice in writing inform the member of that confirmation and of the member's right of 
appeal under rule 10. 

(6)  A resolution confirmed by the committee under subrule (4) does not take effect— 
(1) until the expiration of the period within which the member is entitled to appeal against the resolution 

where the member does not exercise the right of appeal within that period; or 
(2) where within that period the member exercises the right of appeal, unless and until the association 

confirms the resolution in accordance with subrule 10 (4). 

10  Right of Appeal of Disciplined Member 

 (1)  A member may appeal to the association in general meeting against a resolution of the committee which is 
confirmed under subrule 9 (4), within 7 days after notice of the resolution is served on the member, by 
lodging with the secretary a notice to that effect. 

(2)  Upon receipt of a notice under subrule (1), the secretary shall notify the committee which shall convene a 
general meeting of the association to be held within 21 days after the date on which the secretary received 
the notice or as soon as possible after that date. 

(3)  Subject to section 50 of the Act, at a general meeting of the association convened under subrule (2)– 
(a)  no business other than the question of the appeal shall be transacted; 
(b)  the committee and the member shall be given the opportunity to make representations in relation to 

the appeal orally or in writing, or both; and 
(c)  the members present shall vote by secret ballot on the question of whether the resolution made under 

subrule 9 (4) should be confirmed or revoked. 

(4)  If the meeting passes a special resolution in favour of the confirmation of the resolution made under 
subrule 9 (4), that resolution is confirmed. 

PART III—THE COMMITTEE 

11  Powers of the committee 

 The committee, subject to the Act, the Regulations, these rules, and to any resolution passed by the 
association in general meeting— 
(a)  shall control and manage the affairs of the association: 
(b)  may exercise all such functions as may be exercised by the association other than those functions that 

are required by these rules to be exercised by the association in general meetings; and 
(c)  has power to perform all such acts and do all such things as appear to the committee to be necessary 

or desirable for the proper management of the affairs of the association. 

12.  Constitution and membership 

(1)  The committee shall consist of— 
(a)  the office-bearers of the association; and 
(b)  3 ordinary committee members; 
each of whom shall be elected pursuant to rule 13 or appointed in accordance with subrule (4). 
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(2)  The office-bearers of the association shall be— 
a) the president 
b) the vice-president;  
c) the treasurer, and  
d) the secretary. 

(3)  Each member of the committee shall, subject to these rules, hold office until the conclusion of the annual 
general meeting following the date of the member's election, but is eligible for re-election. 

(4)  In the event of a vacancy in the membership of the committee, the committee may appoint a member of 
the association to fill the vacancy and the member so appointed shall hold office, subject to these rules, until 
the conclusion of the annual general meeting next following the date of the appointment. 

13.  Election of committee members 
(1)  Nominations of candidates for election as office-bearers of the association or as ordinary committee 

members 
(a)  shall be made in writing, signed by 2 members of the association and accompanied by the written 

consent of the candidate (which may be endorsed on the nomination form), and 
(b)  shall be delivered to the secretary of the association not less than 7 days before the date fixed for the 

annual general meeting at which the election is to take place. 

(2)  If insufficient nominations are received to fill all vacancies on the committee, the candidate nominated shall 
be deemed to be elected and further nominations shall be received at the annual general meeting 

(3)  If insufficient further nominations are received, any vacant positions remaining on the committee shall be 
deemed to be vacancies. 

(4)  If the number of nominations received is equal to the number of vacancies to be filled, the persons 
nominated shall be taken to be elected. 

(5)  If the number of nominations received exceeds the number of vacancies to be filled, a ballot shall be held. 

(6)  The ballot for the election of office-bearers and ordinary committee members shall be conducted at the 
annual general meeting in such manner as the committee may direct. 

(7)  A person is not eligible to simultaneously hold more than 1 position on the committee. 

14.  Secretary 
 (1)  The secretary of the association shall, as soon as practicable after being appointed as secretary, notify the 

association of his or her address. 

(2)  The secretary shall keep minutes of— 
e) all elections and appointments of office bearers and ordinary committee members; 
f) the names of members of the committee present at a committee meeting or a general meeting, and 
g) all proceedings at committee meetings and genera1 meetings. 

(3)  Minutes of proceedings at a meeting shall be signed by the person presiding at the meeting or by the person 
presiding at the next succeeding meeting. 

15.  Treasurer 

(1)  The treasurer of the association shall– 
(a)  collect and receive all moneys due to the association and make all payments authorised by the 

association; and 
(b)  keep correct accounts and books showing the financial affairs of the association with full details of all 

receipts and expenditure connected with the activities of the association. 

16.  Vacancies 

(1)  For the purposes of these rules, a vacancy in the office of a member of the committee occurs if the 
member— 
(a)  dies; 
(b)  ceases to be a member of the association; 
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(3) resigns the office, 
(4) is removed from office pursuant to rule 17; 
(5) becomes an insolvent under administration within the meaning of the Corporations Law; 
(6) suffers from mental or physical incapacity; 
(7) is disqualified from office under subsection 63 (1) of the Act; or 
(8) is absent without the consent of the committee from all meetings of the committee held during a 

period of 6 months. 

17.  Removal of committee members 

 The association in general meeting may by resolution, subject to section 50 of the Act, remove any member 
of the committee from the office of member of the committee before the expiration of the member's term 
of office. 

18.  Committee meetings and quorum 

(1)  the committee shall meet at least 3 times in each calendar year at such place and time as the committee may 
determine. 

(1) Additional meetings of the committee may be convened by any member of the committee. 

(2) Oral or written notice of a meeting. of the committee shall be given by the secretary to each member of the 
committee at least 48 hours (or such other period as may be unanimously agreed upon by the members of 
the committee) before the time appointed for the holding of the meeting. 

(4)  Notice of a meeting given under subrule (3) shall specify the genera1 nature of the business to be transacted 
at the meeting and no business other than that business shall be transacted at the meeting except business 
which the committee members present at the meeting unanimously agree to treat as urgent business. 

(5)  Any 3 members of the committee constitute a quorum for the transaction of the business of a meeting of 
the committee. 

(6)  No business shall be transacted by the committee unless a quorum is present and if within half an hour after 
the time appointed for the meeting a quorum is not present the meeting stands adjourned to the same place 
and at the same hour of the same day in the following week 

(7)  If at the adjourned meeting a quorum is not present within half an hour after the time appointed for the 
meeting, the meeting shall be dissolved. 

(8)  At meetings of the committee– 
(a)  the president or in the absence of the president, the vice-president shall preside; 
(b)  if the president and the vice-president are absent one of the remaining members of the committee 

may be chosen by the members present to preside. 

 

19.  Delegation by committee to sub-committee 

(1)  The committee may, by instrument in writing, delegate to 1 or more sub-committees (consisting of such 
member or members of the association as the committee thinks fit) the exercise of such of the functions of 
the committee as are specified in the instrument other than– 
(a)  this power of delegation; and 
(b)  a function which is a function imposed on the committee by the Act by any other law of the 

Territory, or by resolution of the association in general meeting. 

(2)  A function, the exercise of which has been delegated to a sub-committee under this rule may, while the 
delegation remains unrevoked, be exercised from time to time by the sub-committee in accordance with the 
terms of the delegation. 

(3)  A delegation under this rule may be made subject to such conditions or limitations as to the exercise of any 
function, or as to time or circumstances, as may be specified in the instrument of delegation. 
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(4)  Notwithstanding any delegation under this rule, the committee may continue to exercise any function 
delegated 

(5)  Any act or thing done or suffered by a sub-committee acting in the exercise of a delegation under this rule 
has the same force and effect as it would have if it had been done or suffered by the committee. 

(6)  The committee may, by instrument in writing, revoke wholly or in part any delegation under this rule. 

(7) A sub-committee may meet and adjourn as it thinks proper. 

 

20.  Voting and decisions 

(1)  Questions arising at a meeting of the committee or of any sub-committee appointed by the committee shall 
be determined by a majority of the votes of members of the committee or sub-committee present at the 
meeting. 

(2)  Each member present at a meeting of the committee or of any sub-committee appointed by the committee 
(including the person presiding at the meeting) is entitled to 1 vote but, in the event of an equality of votes 
on any question, the person presiding may exercise a second or casting vote. 

(3)  Subject to subrule 18 (5), the committee may act notwithstanding any vacancy on the committee. 

(4)  Any act or thing done or suffered, or purporting to have been done or suffered, by the committee or by a 
sub-committee appointed by the committee, is valid and effectual notwithstanding any defect that may 
afterwards be discovered in the appointment or qualification of any member of the committee or sub-
committee. 

 

PART IV–GENERAL MEETINGS 

21.  Annual general meetings—holding of 

(1)  With the exception of the first annual general meeting of the association, the association shall, at least once 
in each calendar year and within the period of  months after the expiration of each financial year of the 
association, convene an annual general meeting of its members. 

(2)  The association shall hold its first annual general meeting— 
(a)  within the period of 18 months after its incorporation under the Act; and 
(b)  within the period of 5 months after the expiration of the first financial year of the association. 

(3)  Subrules (1) and (2) have effect subject to the powers of the Registrar-General under section 120 of the Act 
in relation to extensions of time. 

22.  Annual general meetings–calling of and business at 

(1)  The annual general meeting of the association shall, subject to the Act, be convened on such date and at 
such place and time as the committee thinks fit. 

(2)  In addition to any other business which may be transacted at an annual general meeting, the business of an 
annual general meeting shall be— 
(a)  to confirm the minutes of the last preceding annual general meeting and of any general meeting held 

since that meeting; 
(b)  to receive from the committee reports on the activities of the association during, the last preceding 

financial year, 
(c)  to elect members of the committee, including office-bearers; and 
(d)  to receive and consider the statement of accounts and the reports that are required to be submitted to 

members pursuant to subsection 73 (1) of the Act. 

(3)  An annual general meeting shall be specified as such in the notice convening it in accordance with rule 24. 

(4)  An annual general meeting shall be conducted in accordance with the provisions of this Part. 

23.  General meetings–calling of 
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(1)  The committee may, whenever it thinks fit, convene a general meeting of the association. 

(2)  The committee shall, on the requisition in writing of not less than 5 per cent of the total number of 
members, convene a general meeting of the association. 

(3)  A requisition of members for a general meeting_ 
a) shall state the purpose or purposes of the meeting; 
b) shall be signed by the members making the requisition; 
c) shall be lodged with the secretary; and 
d) (d)  may consist of several documents in a similar form, each signed by 1 or more of the 

members making the requisition. 

(4)  If the committee fails to convene a general meeting within 1 month after the date on which a requisition of 
members for the meeting is lodged with the secretary, any 1 or more of the members who made the 
requisition may convene a general meeting to be held not later than 3 months after that date. 

(5)  A general meeting convened by a member or members referred to in subrule (4) shall be convened as nearly 
as is practicable in the same manner as general meetings are convened by the committee and any member 
who thereby incurs expense is entitled to be reimbursed by the association for any reasonable expense so 
incurred. 

24.  Notice 

(1)  Except where the nature of the business proposed to be dealt with at a general meeting requires a special 
resolution of the association, the Secretary shall, at least 14 days before the date fixed for the holding of the 
general meeting, cause to be sent by pre-paid post to each member at the member's address appearing in the 
register of members, a notice specifying the place, date and time of the meeting and the nature of the 
business proposed to be transacted at the meeting 

(2)  Where the nature of the business proposed to be dealt with at a general meeting requires a special resolution 
of the association, the secretary shall, at least 21 days before the date fixed for the holding of the general 
meeting, cause notice to be sent to each member in the manner provided in subrule (l) specifying, in 
addition to the matter required under that subrule, the intention to propose the resolution as a special 
resolution. 

(3)  No business other than that specified in the notice convening a general meeting shall be transacted at the 
meeting except, in the case of an annual general meeting, business which may be transacted pursuant to 
subrule 22 (2). 

(4)  A member desiring to bring any business before a general meeting may give notice in writing, of that 
business to the secretary who shall include that business in the next notice calling a general meeting, given 
after receipt of the notice from the member. 

 

 

25.  General meetings–procedure and quorum 

(1)  No item of business shall be transacted at a general meeting unless a quorum of members entitled under 
these rules to vote is present during the time the meeting is considering that item. 

(2)  5 members present in person (being members entitled under these rules to vote at a general meeting,) 
constitute a quorum for the transaction of the business of a general meeting. 

(3)  If within half an hour after the appointed time for the commencement of a general meeting a quorum is not 
present, the meeting if convened upon the requisition of members shall be dissolved and in any other case 
shall stand adjourned to the same day in the following week at the same time and (unless another place is 
specified at the time of adjournment by the person presiding at the meeting or communicated by written 
notice to members given before the day to which the meeting is adjourned) at the same place. 

(3) If at the adjourned meeting a quorum is not present within half an hour after the time appointed for the 
commencement of the meeting, the members present (being not less than 3) shall constitute a quorum. 
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26.  Presiding member 

(1)  The president, or in the absence of the president, the vice-president, shall preside at each general meeting of 
the association. 

(2)  If the president and the vice-president are absent from a general meeting, the members present shall elect 1 
of their number to preside at the meeting. 

27.  Adjournment 

(1)  The person presiding at a general meeting at which a quorum is present may, with the consent of the 
majority of members present at the meeting, adjourn the meeting from time to time and place to place, but 
no business shall be transacted at an adjourned meeting other than the business left unfinished at the 
meeting at which the adjournment took place. 

(2)  Where a general meeting is adjourned for 14 days or more, the secretary shall give written or oral notice of 
the adjourned meeting to each member of the association stating the place, date and time of the meeting 
and the nature of the business to be transacted at the meeting. 

(3)  Except as provided in subrules (1) and (2), notice of an adjournment of a general meeting or of the business 
to be transacted at an adjourned meeting is not required to be given. 

28.  Making of decisions 

(1)  A question arising at a general meeting of the association shall be determined on a show of hands and, 
unless before or on the declaration of the show of hands a poll is demanded, a declaration by the person 
presiding that a resolution has, on a show of hands, been carried or carried unanimously or carried by a 
particular majority or lost, or an entry to that effect in the minute book of the association, is evidence of the 
fact without proof of the number or proportion of the votes recorded in favour of or against that 
resolution. 

(2)  At a general meeting of the association, a poll may be demanded by the person presiding or by not less than 
3 members present in person or by proxy at the meeting. 

(3)  Where the poll is demanded at a general meeting, the poll shall be taken— 
(a)  immediately in the case of a poll which relates to the election of the person to preside at the meeting 

or to the question of an adjournment; or 
(b)  in any other case, in such manner and at such time before the close of the meeting as the person 

presiding directs, and the resolution of the poll on the matter shall be deemed to be the resolution of 
the meeting on that matter. 

29.  Voting 

(1)  Subject to subrule (3), upon any question arising at a general meeting of the association a member has 1 
vote only. 

(2)  All votes shall be given personally or by proxy but no member may hold more than 5 proxies. 

(3)  In the case of an equality of votes on a question at a general meeting, the person presiding is entitled to 
exercise a second or casting vote. 

(4)  A member or proxy is not entitled to vote at any general meeting of the association unless all money due 
and payable by the member or proxy to the association has been paid, other than the amount of the annual 
subscription payable in respect of the then current year. 

30.  Appointment of proxies 

(1)  Each member shall be entitled to appoint another member as proxy by notice given to the secretary no later 
than 24 hours before the time of the meeting in respect of which the proxy is appointed. 

(2)  The notice appointing the proxy shall be in the form set out in Appendix 2 to these rules. 
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PART V—MISCELLANEOUS 

31.  Funds—source 

(1) The funds of the association shall be derived from entrance fees and annual subscriptions of members, 
donations and, subject to any resolution passed by the association in general meeting and subject to section 
114 of the Act, such other sources as the committee determines. 

(2) All money received by the association shall be deposited as soon as practicable and without deduction to the 
credit of the association's bank account. 

(3) The association shall, as soon as practicable after receiving any money, issue an appropriate receipt. 

32. Funds–management 

(1) Subject to any resolution passed by the association in general meeting, the funds of the association shall be 
used in pursuance of the objects of the association in such manner as the committee determines. 

(2) All cheques, drafts, bills of exchange, promissory notes and other negotiable instruments shall be signed by 
any 2 members of the committee or employees of the association, being members of the committee or 
employees authorised to do so by the committee. 

(3) The assets and income of the association shall be applied solely in furtherance of its above-mentioned 
objects and no portion shall be distributed directly or indirectly to the members of the association except as 
bona fide compensation for services rendered or expenses incurred on behalf of the association. 

 

 

33.  Alteration of Objects and Rules 

 Neither the objects of the association referred to in section 29 of the Act nor these rules shall be altered 
except in accordance with the Act 

34.  Common seal 

(1)  The common seal of the association shall be kept in the custody of the secretary. 

(2)  The common seal shall not be affixed to any instrument except by the authority of the committee and the 
affixing of the common seal shall be attested by the signatures either of 2 members of the committee or of 
1 member of the committee and of the secretary. 

35.  Custody of books 

 Subject to the Act, the Regulations and these rules, the secretary shall keep in his or her custody or under 
his or her control all records, books, and other documents relating to the association. 

36.  Inspection of books 

 The records, books and other documents of the association shall be open to inspection at a place in the 
Territory, free of charge, by a member of the association at any reasonable hour. 

37.  Service of notice 

(1)  For the purpose of these rules, a notice may be served by or on behalf of the association upon any member 
either personally or by sending it by post to the member at the member’s address shown in the register of 
members. 

(2)  Where a document is sent to a person by properly addressing, prepaying and posting to the person a letter 
containing the document, the document shall, unless the contrary is proved, be deemed for the purposes of 
these rules to have been served on the person at the time at which the letter would have been delivered in 
the ordinary course of post. 

38.  Surplus property 
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(1)  At the first general meeting of the association, the association shall pass a special resolution nominating  
(a)  another association for the purpose of paragraph 92 (1) (a) of the Act; or  
(b)  a fund, authority or institution for the purpose of paragraph 92 (1) (b) of the Act, 

 in which it is to vest its surplus property in the event of the dissolution or winding up of the association. 

(2)  An association nominated under paragraph (1) (a) must fulfil the requirements specified in subsection 92 (2) 
of the Act.  

39.  Winding up of Gift Fund  

(1)  If the Gift Fund is wound up or if the endorsement (if any) of the association as a deductible gift recipient 
is revoked, any surplus assets of the Gift Fund remaining after payment of liabilities attributable to it shall 
be transferred to a fund, authority or institution to which income tax deductible gifts can be made.  

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Contents 



20 

©    This Manual is the property of Canberra Refugee Support Inc and is not to be used or copied without prior approval. 
Version 15 Dated 1 December 2015 

APPENDIX 1 

APPLICATION FOR MEMBERSHIP OF ASSOCIATION 

 

Canberra Refugee Support Incorporated 

(incorporated under the Associations Incorporation Act 1991) 

 

I, .....................................................................................................................  
(full name of applicant) 

 

of ................................................................................................................  
(address) 

 

.........................................................................................hereby apply to become 
(occupation) 

a member of the abovenamed incorporated association. In the event of my admission as a member, I agree to be 
bound by the rules of the association for the time being in force. 

…………………………………………… 

(Signature of applicant) 

 

Date ................................ 

 

I, ..................................................................................................................... 
(fu11 name) 

a member of the association, nominate the applicant, who is personally known to me, for the membership of the 
association. 

…………………………………………… 

(Signature of proposer) 

 

Date ................................ 

I, ..................................................................................................................... 

(fu11 name) 

a member of the association, second the nomination of the applicant, who is personally known to me, for 
membership of the association. 

…………………………………………… 

(Signature of seconder) 

 

Date ................................ 

 

Back to Contents 
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APPENDIX 2 

      Subrule 30 (2) 

FORM OF APPOINTMENT OF PROXY 

 

I,    ……………………………………………………………………………………… 

(full name) 

of   …………………………………………………………………………………………. 

(address) 

being a member of   …………………………………………………………………………. 

(name of incorporated association) 

 

hereby  appoint    ……………………………………………   ………………………. 

(full name of proxy) 

of   ……………………………………………………………………………………… 

(address) 

being a member of that incorporated association  as my proxy to vote for me on my behalf at the general meeting 
of the association (annual general meeting or other genera1 meeting,  as the case may be) to be held on the 
………………………………………………..day of ……………………….…..19 ………… and at any 
adjournment of that meeting. 

*My proxy is aurhorised to vote in favour of/against (delete as appropriate) the resolution (insert details). 

…………………………………………… 

(Signature of member 

(*To be inserted if desired)                                                                                appointing proxy) 

 

Date ................................ 

NOTE: A proxy vote may not be given to a person who is not a member of the association. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Back to Contents 
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CHAPTER 2 
 

MEMBERSHIP APPLICATION 
 
Purpose. The expanded membership application at Appendix 1 to this Chapter provides the information 
required to register new members and to initially assess the contribution they can, and wish, to make to CRS 
activities. 
 
Membership Application Process. The criteria for membership are outlined in Part II of the CRS Constitution. 
All membership applications are to be on the form at Appendix 1, available on the CRS website.  The form may 
be submitted either in hard copy or electronically to the CRS email address at actrefugee@gmail.com.  
 
All membership forms are to be retained by the Treasurer, who maintains the Membership Register. The 
Treasurer will issue receipts to new members for the Joining Fee and ten year subscription. 
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Appendix 1 to 
Chapter 2 
Back to Chapter 2 

 

  Application for Membership  
  Canberra Refugee Support Incorporated 
  PO Box 3444, Weston Creek ACT 2611 
 

I wish to become a member. Here are my details: 
 

Name: 
Address:                                                                                             State             Postcode 
 

Telephone Home:  
                   Mobile:     

Email:   

 

I would like to help with the following: 
  [  ]  Assisting with settlement* 
  [  ]  Coordinating the settlement of refugees*   
  [  ]  Fundraising 
  [  ]  Assisting with finances 
  [  ]  Membership 
  [  ]  Privacy matters 
  

 [  ]  Welfare 
  [  ]  Scholarships 
  [  ]  Training 
  [  ]  Communications  
  [  ]  Developing Refugee or Asylum Seeker Policy  
  [  ]  Executive Committee  
  [  ]  Teaching English*  
  [  ]  Other - please specify __________________ 
      

 
* Volunteers working with refugees should register with the ACT Government using the form “ Working With Vulnerable People”  
 

I can be available to help: 
  [  ]  Days 
  [  ]  Evenings 

  [  ]  Weekends 
  [  ]  By appointment 
  [  ]  Other. Please specify ___________________ 

Enclosed: 
 

  [  ]  $10 joining fee and 
  [  ]  $10 annual fee for 10 years membership 

The total of $20 covers the Joining Fee and Membership for 10 
years.  

 

[  ]  Donation of: $......... 

 

Signature Date 
 

Please complete and send, with payment to: 
Canberra Refugee Support,  PO Box 3444,  Weston Creek  ACT  2611 

Or pay by direct debit to our account, with your name as the reference, to 
                        Canberra Refugee Support Inc 
                        Westpac 
                        BSB 032-719 
                        Account no 555919  
                        and also please send this form by post, or email to actrefugee@gmail.com 
 

For Office Use Only  
[ ] Induction Training.                                     Date completed:  
[ ] WWVP. Registration Number:                      Date:                Remarks:  
 

 



24 

©    This Manual is the property of Canberra Refugee Support Inc and is not to be used or copied without prior 
approval. 

Version 15 Dated 1 December 2015 

Intentionally Blank



25 

©    This Manual is the property of Canberra Refugee Support Inc and is not to be used or copied without prior 
approval. 

Version 15 Dated 1 December 2015 

Back to Contents 
CHAPTER 3 

 
GOOD PRACTICE GUIDE 

 
Purpose.    This Good Practice Guide is to provide a point of reference and checklist for 
members of Canberra Refugee Support in their dealings with Asylum Seekers and Refugees.    It 
forms part of the training regime and is complemented by Induction Training, Periodic Update 
Briefings, Team Interaction and Supervision. 
 
Item Topic Guidance 

1.  Role of Canberra 
Refugee Support 

The role of Canberra Refugee Support is to provide support to 
refugees including: 

a. assisting refugees to settle in Canberra;  
b. providing advocacy; and 
c. providing policy advice. 

2.  Role of Members Our role is to provide support to refugees.    We do not provide 
"advice" on legal or migration issues nor do we offer Migration 
Agent services. 

3.  Aim Our aim is to help settle refugees in Canberra and assist them to 
become independent members of the community as quickly as 
possible. Nevertheless, we offer ongoing contact and support 
whenever required. This support might be taken up years after 
initial contact. 

4.  Use of 
Interpreters 

When using an interpreter we ask that the actual words we used 
be interpreted and that the words used by the client be 
interpreted.    We also ask that questions put by or to the client 
are interpreted and not answered by the interpreter. 

5.  Financial 
Commitments 

We don't make financial commitments without the prior 
agreement of the Treasurer. 

6.  Client 
Confidentiality 

The personal details and information related to the families and 
individuals we support is confidential.    It is not passed on to 
other persons or agencies without informed consent or reasonable 
cause and should be safeguarded so that it is not passed to others 
inadvertently. 

7.  Canberra 
Refugee Support 
Inc Privacy 
Policy 

The personal details of our membership is confidential.    It is not 
normally available to others without the approval of the person 
concerned (except as required by the Associations Incorporation 
Act 1991 or other legislation).    Similarly, the content of 
information related to our activities is normally not intended for 
distribution to others.  

8.  Trauma and 
Torture 

Many of the people we support are the victims of torture and 
trauma.    We encourage awareness of the issues related to this 
and offer access to professional support.    Where there is 
reluctance on the part of our client to access professional support 
we must respect their decision. 

9.  Respect for the 
Wishes of the 
People we 
Support 
 

Our role is to support refugees.    We always respect the wishes of 
those we support.    We need to suggest alternatives but then 
support the choice taken by the person concerned. 
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Item Topic Guidance 
10.  Cultural 

Sensitivity 
We always respect and acknowledge the cultural preferences of 
the people we support.   In addition, we inform them of the 
standards, laws and common practices that apply in Australia.    
We never endorse illegal activity even if it is common practice in 
the home culture of our supported families.    We need to make 
sure that our clients are briefed by us on Australian expectations 
and customs especially concerning the privacy of information, 
care of children, the use of physical violence and schooling 
obligations. 

11.  Client Decision 
Making 

The ideal that we aim for is that we provide information and our 
clients make decisions.    We might then assist with 
implementation.    When greater levels of intervention are 
required by us, we should always seek to redress the decision-
making balance back towards the client as soon as possible. 

12.  Exploitation We never exploit or take advantage of the people we support.     
It is also important that we avoid placing ourselves or our group 
in a position where it might appear that we are taking advantage 
of our clients. 

13.  Reporting It is important that support teams and members are kept 
informed on issues and the general progress of those we support.     
All of the members of the group are encouraged to use email to 
keep everyone informed.     

14.  Independence 
and Dependence 

When we assist with the settlement of clients we need to strive for 
a balance towards “independence” rather than “dependence”.    A 
common example is that we should show a client how to use the 
local bus system rather than habitually offer to provide transport 
to appointments.    Our success can be measured in part, by the 
degree of independence the client achieves. 

15.  Mentoring We value the wellbeing of our members and need to look after 
one another.    We all have a responsibility to look for the signs of 
exhaustion and over commitment in ourselves and in others.    
We need to mentor one another. 

16.  Committee 
Meetings 

Committee meetings are open to all members.    Participation is 
encouraged and members are welcome to sit in occasionally or 
attend regularly.    Members are also encouraged to participate in 
discussion. 

 
 
 
 
 
 
 
 
 
 
 

Back to Contents  
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CHAPTER 4 
 

THE PRIVACY POLICY OF CANBERRA REFUGEE SUPPORT 
 
Purpose. This policy has been adopted by Canberra Refugee Support in order to comply with 
the requirements of the Privacy Amendment (Private Sector) Act No 155 of 2000. The policy 
should be read together with the National Privacy Principles (NPPs) set out in the Privacy Act.  
An overview of the NPPs is at Appendix 1 to this Chapter. 

 
1. In this policy, a reference to CRS means Canberra Refugee Support (Incorporated). 
 

2.  CRS will comply with the NPPs. If there is any inconsistency between this policy and the 
NPPs, then the NPPs prevail. 

 
3. Subject to paragraph 4, CRS will only use personal information for the primary purpose for 

which it is collected. In most cases, the purpose will relate to the refugee support, advocacy, 
social, educational/training and administrative functions of CRS. 

 
4. CRS will only use personal information about an individual for a secondary purpose (i.e. 

something beyond the scope of the primary purpose) if that individual has consented or the 
use is otherwise permitted by the NPPs. 

 
5. CRS will take reasonable steps to keep personal information secure and will, subject to the 

NPPs, comply with any request from a person to correct or remove his or her information. 
CRS will appoint a Privacy Officer who will be responsible for storing, correcting and giving 
people access to personal information collected about them. 

 
6. Personal information collected by CRS may be sensitive information for the purpose of the 

NPPs (e.g. information about a person’s religious beliefs). As a non-profit organisation, CRS 
is permitted to collect sensitive information without a person’s express consent. However, 
CRS will seek consent from a person if sensitive information is sought for something other 
than the primary functions of the CRS described in paragraph 3. 

 
7. The operating procedures (whether or not they are formalised in a manual) of CRS will 

comply with this policy and the NPPs. 
 
8. CRS will appoint a Privacy Officer who will be empowered to receive and deal with any 

complaint that the Organisation has not complied with this policy or the NPP’s. 
 
         2003 
 

 
 
 
 
 
 
Back to Contents 
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Appendix 1 to  
Chapter 4 
Back to Chapter 4 

 
An Overview of the Privacy Principles 

 
In December 2000, the Federal Parliament passed the Privacy Amendment (Private Sector) Act 
2000. This legislation amended the Privacy Act 1988. The Amendment Act sets out how we 
should collect, use, keep, secure and disclose personal information. It also gives individuals the 
right to know what information an organisation holds about him or her and the right to correct it 
if it is wrong. The Act has ten National Privacy Principles (NPPs) under the following headings: 
 
1. 1. Collection  
 
Collection of personal information must be fair, lawful and not intrusive. A person must be told 
CRS' name; the purpose of collection; and how to get access to their personal information; and 
what happens if the person chooses not to give the information. 
 
2. 2. Use and disclosure  
 
CRS should only use or disclose information for the purpose it was collected (primary purpose) 
unless the person has consented, or the secondary purpose is related to the primary purpose and 
a person would reasonably expect such use or disclosure. 
 
3. 3. Data quality  
 
CRS will take reasonable steps to make sure that the personal information it collects, uses or 
discloses is accurate, complete and up-to date. 
 
4. 4. Data security  
 
CRS will take reasonable steps to protect the personal information it holds from misuse, loss and 
from unauthorised access modification or disclosure. 
 
5. 5. Openness  
 
CRS must have a document outlining its information handling practices and make this available 
to anyone who asks for it. 
 
6. 6. Access and correction  
 
An individual has the right to access the personal information that CRS holds about them 
(although there are some exceptions). 
 
7. 7. Identifiers  
 

CRS must not adopt, use or disclose, an identifier that has been assigned by a Commonwealth 
government agency (eg Tax file number, Medicare number). 
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8. 8. Anonymity  
Organisations must give people the option to interact anonymously whenever it is lawful and 
practicable to do. 
 
9. 9. Transborder data flows 
CRS can only transfer personal information to a recipient in a foreign country in circumstances 
where the information will have appropriate protection. 

 

10. 10. Sensitive Information 
 
An organisation must not collect sensitive information unless the individual has consented, it is 
required to do so by law or the collection is necessary to prevent or lessen a serious and 
imminent threat to the life or health of any individual. 
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