
 

[Project Name] 

 

6. The Role of the Company 
Secretary 
 

 

 

  



© Australian Access Federation Limited     Page 2 
 

 

Revision History 

Revision Date Summary of Changes Changes Marked? 

   

   

   

 

 

Approvals 

This document requires the following approvals.  A signed copy should be placed in the project files. 

Name Signature Role / Title Date  Version 

     

     

     

 

 

Distribution 

This document has been distributed to: 

  



© Australian Access Federation Limited     Page 3 
 

Contents 
1. Overview ......................................................................................................................................... 4 

2. Selection and Appointment ............................................................................................................ 4 

3. The Role and Duties of the Company Secretary ............................................................................. 5 

4. Company Secretary Performance ................................................................................................... 6 

5. Review ............................................................................................................................................. 6 

 

  



© Australian Access Federation Limited     Page 4 
 

1. Overview 
The Policy details the responsibilities the Company Secretary of the AAF.  The AAF is required to 
appoint a Company Secretary under the Corporations Act 2001 and the AAF Constitution. 

The company secretary of the AAF plays an important role in supporting the effectiveness of the 
board and its committees.  The board and particularly the Chair of the board relies, or ought to rely, 
on the Company Secretary to advise them in respect of current best practice corporate governance 
requirements and practices, directors’ duties under the law, board reporting and disclosure 
obligations, listing rule requirements and proper meetings’ procedure. 

The specialized role of the modern Company Secretary has emerged as the Chief  Governance 
Professional within the organization. 

At a high level, the role of the Company Secretary includes: 

• Advising the board and its committees on governance matters; 
• Monitoring that board and committee policy and procedures are followed; 
• Coordinating the timely completion and despatch of board and committee papers; 
• Ensuring that the business at board and committee meetings is accurately captured in the 

minutes; and 
• Helping to organise and facilitate the induction and professional development of directors. 

Each director should be able to communicate directly with the company secretary and vice versa. 

2. Selection and Appointment 
The Company Secretary is selected and appointed by the Board and reports through the Chair to the 
Board. 

Eligibility 
The Company Secretary may be any individual who meets the following criteria: 

• they must ordinarily reside in Australia; 
• they must be a natural person who is at least 18 years old; 
• they must not be a person disqualified from managing companies under Part 2D.6 of the 

Corporations Act 2001; 
• they must give their sign consent to act as secretary before being appointed and the consent 

must be retained by the AAF; and 
• they may be a Director or Employee of the AAF. 

Term 
The term of the Company Secretary: 

• shall be determined by the AAF Board, along with the conditions of the office and 
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remuneration (where applicable); 
• may be terminated prior to the conclusion of the term by either the Company Secretary or 

the AAF Board giving not less than 2 months’ notice in writing. 

Reporting Requirements 
The AAF must notify the ACNC/ASIC of any changes to the appointment of Company Secretary within 
28 days. 

Duties and Responsibilities 
Company Secretaries fall under the definition of ‘officer’ of a corporation (s 9 of the Act), so they 
have many of the same duties and obligations as Directors. 

3. The Role and Duties of the Company 
Secretary 

The role of the Company Secretary has elements of both compliance and performance. 

Compliance 
Compliance duties include: 

• To maintain a registered office, and to notify ACNC/ASIC of any change in address within 28 
days; 

• To notify ACNC/ASIC of a change to the principal place of business; 
• To notify ACNC/ASIC of changes to the member register; 
• To lodge notices with ACNC/ASIC regarding personal details of directors and secretaries; 
• To lodge financial reports with ACNC/ASIC; 
• To respond to extract of particulars, and to return of particulars; 
• Managing board processes – board and committee papers and circulation of agendas, 

minutes, discussion papers, proposals for the board and its committees; 
• Ensuring members’ and directors’ meetings are properly called and held. Note a company 

secretary cannot call a meeting without authority (for example, a delegation/instruction 
from the board); 

• Ensuring the necessary registers are established and properly maintained and ensuring that 
the company's financial records are maintained, and reports prepared in accordance with 
the requirements of the Act; 

• Ensuring records of members’ and directors’ meetings are kept in compliance with the Act 
and the organisation’s constitution (again, the company secretary cannot do this without 
authority); 

• Understanding and ensuring the company complies with its statutory obligations, ensuring 
requirements of ACNC/ASIC and other regulators are met, including continuous disclosure; 

• Providing or procuring advice for directors regarding application of the Act, company 
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constitution, and other legal and regulatory requirements; and 
• Development, implementation, communication and maintenance of compliance policies, 

processes and procedures. 

Performance 
Performance Duties include: 

• Advising the board on good practice in corporate governance, for example, giving guidance 
on the legal implications of the way it discharges its duties, runs meetings, and makes 
decisions; 

• Promoting the compliance framework to safeguard the integrity of the organisation; 
• Counselling the board on standards of ethical and corporate behaviour; 
• Ensuring the board has the information it needs to make informed decisions (for the 

business judgment rule defence); 
• Organising board performance reviews; 
• Being involved in risk management and corporate responsibility matters; 
• Policy formulation for the board; 
• Managing director induction and maintenance of a director manual; and 
• Organising directors’ & officers’ (D&O) insurance. 

4. Company Secretary Performance 
The board shall regularly evaluate the performance of the Company Secretary. 

5. Review 
This document will be reviewed by the board on an annual basis to ensure that it is current and 
reflects AAF requirements. 
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