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[bookmark: _Toc236731600][bookmark: _Toc241758349]Explanatory notes
[bookmark: _Toc223421449][bookmark: _Toc227328784][bookmark: _Toc236731601][bookmark: _Toc241758350]When should I use this form?
This form is to be used by the Governing Body to notify the Director General, Department of Education, of a change of governing body membership or its constitution. 

Note: The transfer of a school to a new governing body requires submission of an Application for registration change.
[bookmark: _Toc223421450][bookmark: _Toc227328785][bookmark: _Toc236731602][bookmark: _Toc241758351]Relevant legislation
Section 156B of the School Education Act 1999 (WA) requires you to notify the Director General, Department of Education, about the following:
· a change to the constitution of the governing body by amendment or substitution
· a change to the membership of the governing body.

This notice is to be given no later than 30 calendar days after the change is made or, in the case of a change to the constitution, within 30 days of you fulfilling your obligation to notify the appropriate regulatory body.
[bookmark: _Toc241758352]Collection notice for non-government school regulation
We collect personal information for the purpose of administering key clauses of the School Education Act 1999 (WA) and the School Education Regulations 2000 and make recommendations to the Director General about school registration and compliance. 

We use the information to register, assess and monitor your application and ongoing responsibilities. Information may be shared with authorised Department staff and, where necessary, other agencies or parties as permitted or required by law. Your information will be stored securely within Australia with access restricted to authorised staff. Personal information is retained and disposed of following the Department’s Records Management policy and the State Records Act 2000. 

If the information is not collected, we cannot assess your application. You may request access to, or correction of, your information. Email the Non-Government School Regulation directorate at (ngsregulation@education.wa.edu.au). For further information about how we handle personal information, refer to the Collection notice for non-government school regulation and our Privacy statement.
[bookmark: _Toc223421451][bookmark: _Toc227328786][bookmark: _Toc236731603][bookmark: _Toc241758353]Submission
Submit the completed notification by email to NGSRegulation@education.wa.edu.au.

[bookmark: _Toc223421452][bookmark: _Toc227328787][bookmark: _Toc236731604][bookmark: _Toc241758354]Enquiries
Email: NGSRegulation@education.wa.edu.au. 
Telephone: 9441 1900
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[bookmark: _Toc223421453][bookmark: _Toc236731605][bookmark: _Toc241758355]Governing body details
	Governing body name
	Click or tap to enter.

	Governing body street address
	Click or tap to enter.

	Suburb
	Click or tap to enter.

	Postcode
	Click or tap to enter.

	Governing body postal address
	Click or tap to enter.

	Suburb
	Click or tap to enter.

	Postcode
	Click or tap to enter.

	Australian Business Number (ABN) or Australian Company Number (ACN)
	Click or tap to enter.

	[bookmark: _Hlk198030787]Name of governing body chair
	Click or tap to enter.

	Chair’s email address[footnoteRef:1] [1:  Ensure that these are direct contact details for the chair and current principal.] 

	Click or tap to enter.

	Chair’s mobile number1 
	Click or tap to enter.

	Name of current Principal
	 

	Principal’s email address1
	Click or tap to enter.

	Principal’s mobile number1
	Click or tap to enter.



[bookmark: _Toc223421454][bookmark: _Toc227328789][bookmark: _Toc236731606][bookmark: _Toc241758356]Indicate the nature of the change
	Type of change
	    Complete

	☐	Change of Governing Body Membership 
	Page 5-8

	☐	Change of Constitution 
	Page 9-10
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[bookmark: _Register_of_new][bookmark: _Toc236731607][bookmark: _Toc241758357]Change of governing body membership
	New, Retired or Role Change
	Start or End date
as applicable
	Title
(Dr, Mr, 
Ms)
	Full legal name
	Role
(Chair, Treasurer, 
Member)
	Experience and qualifications relevant to role
New or replaced members only
	Voting (V) or non-voting (NV)

	Choose an item.
	Click or tap to enter date.
	Choose an item.
	Click or tap.
	Click or tap.
	Click or tap.
	Choose an item.

	Choose an item.
	Click or tap to enter date.
	Choose an item.
	Click or tap.
	Click or tap.
	Click or tap.
	Choose an item.

	Choose an item.
	Click or tap to enter date.
	Choose an item.
	Click or tap.
	Click or tap.
	Click or tap.
	Choose an item.

	Choose an item.
	Click or tap to enter date.
	Choose an item.
	Click or tap.
	Click or tap.
	Click or tap.
	Choose an item.

	Choose an item.
	Click or tap to enter date.
	Choose an item.
	Click or tap.
	Click or tap.
	Click or tap.
	Choose an item.

	Choose an item.
	Click or tap to enter date.
	Choose an item.
	Click or tap.
	Click or tap.
	Click or tap.
	Choose an item.

	Choose an item.
	Click or tap to enter date.
	Choose an item.
	Click or tap.
	Click or tap.
	Click or tap.
	Choose an item.

	Choose an item.
	Click/tap to enter date.
	Choose an item.
	Click or tap.
	Click or tap.
	Click or tap.
	Choose an item.

	Choose an item.
	Click/tap to enter date.
	Choose an item.
	Click or tap.
	Click or tap.
	Click or tap.
	Choose an item.

	Choose an item.
	Click/tap to enter date.
	Choose an item.
	Click or tap.
	Click or tap.
	Click or tap.
	Choose an item.




Chairperson, notifications relating to new members must be accompanied by a Statutory Declaration, complete the below document (page 5 to 7) and submission of notice (page 9).
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[bookmark: _Toc241758358]Statutory declaration
[bookmark: _Oaths,_Affidavits_and][bookmark: _Toc223421456][bookmark: _Toc236731608][bookmark: _Toc241758359]Oaths, Affidavits and Statutory Declarations Act 2005
This Statutory Declaration must be completed by the Chair of the school’s governing body and authorised witness. Enter or select information in the highlighted fields then print the document. Have your signature witnessed by an authorised witness.

I, Click or tap to enter full name of Click or tap to enter address, Click or tap to enter occupation, sincerely declare as follows: 

1. I am the chair of Click or tap to enter governing body name, the governing body of Click or tap to enter school name and make this declaration in that capacity concerning the members of the management committee, council or board of directors of Click or tap to enter governing body name herein referred to as “the members”.

2. In this declaration, as required by School Education Act 1999, section 160(5), a relevant relationship refers to a relationship between a board member and another person, or between 2 or more board members, which fits one of the following:
· employer and employee
· business partners
· director of a body corporate and the body corporate
· involved in the control or management of a body corporate and the body corporate
· holds an interest in at least 5% of the share capital of a body corporate and the body corporate
· joint trustee or joint beneficiary.

[bookmark: _Toc223421457][bookmark: _Toc227328792][bookmark: _Toc236731609][bookmark: _Toc241758360]Chair’s assessment of members’ fitness and propriety
3. The members are required to provide evidence of their eligibility, fitness and propriety to serve as members to me as chair and I have assessed the evidence so provided.

4. On the basis of my assessment, I am satisfied that all of the members are eligible to serve, and are not disqualified from serving, on a management committee, council or board of directors in accordance with (select one that applies): 

	☐ ☐
	Associations Incorporation Act 2015 (WA) sections 39 and 40

	☒ ☐
	Corporations Act 2001 (Cth) Part 2D.6

	☐ ☐
	Corporations (Aboriginal and Torres Strait Islander) Act 2006 (Cth) Division 279

	☐ ☐
	Other (specify)
Click or tap to specify if ‘other’ legislation selected



5. On the basis of my assessment, I am satisfied that none of the members have:
(a) ever been refused a Working With Children Card or its equivalent in Australia or any other country, except on the basis that they were not engaged in child-related work (Note: in WA this refusal includes being issued with an interim negative notice or a negative notice under the Working with Children (Criminal Record Checking) Act 2004)
(b) a conflict of interest that cannot be effectively managed by the governing body in accordance with established policies and procedures.



6. I have obtained a statement from each member as to their knowledge of the past conduct of the persons and companies with whom they have a relevant relationship (as defined in 
clause 2) and I am of the opinion that (select one that applies):
☐	none of the members is aware of having a relevant relationship with a person or company who has been convicted within the last 5 years or, if convicted and imprisoned, released within the last 5 years, in respect of an offence involving fraud, theft or breach of a fiduciary relationship, however described, whether committed in Australia or elsewhere.

☐	in each case of a member who is aware of having a relevant relationship with a person or company who has been convicted within the last 5 years or, if convicted and imprisoned, released within the last 5 years, in respect of an offence involving fraud, theft or breach of a fiduciary relationship, however described, whether committed in Australia or elsewhere, the relationship should not preclude that member from membership of the governing body for reasons I have documented.
[bookmark: _Toc223421458][bookmark: _Toc227328793][bookmark: _Toc236731610][bookmark: _Toc241758361]Chair’s fitness and propriety
7. I am eligible to serve and am not disqualified from serving as both member and chair of the management committee, council or board of directors of Click or tap to enter governing body name in accordance with (select one that applies): 

	☐ ☐
	Associations Incorporation Act 2015 (WA) sections 39 and 40

	☒ ☐
	Corporations Act 2001 (Cth) Part 2D.6

	☐ ☐
	Corporations (Aboriginal and Torres Strait Islander) Act 2006 (Cth) Division 279

	☐ ☐
	Other (specify)
Click or tap to specify if ‘other’ legislation selected



8. I:
(a) have never been refused a Working With Children Card or its equivalent in Australia or any other country, except on the basis that I was not engaged in child-related work (Note: in WA this refusal includes being issued with an interim negative notice or a negative notice under the Working with Children (Criminal Record Checking) Act 2004)
(b) have no conflict of interest that cannot be effectively managed by the governing body in accordance with established policies and procedures.

9. I: (select one that applies)
☐	am not aware of having a relevant relationship with a person or company who has been convicted within the last 5 years or, if convicted and imprisoned, released within the last 5 years, in respect of an offence involving fraud, theft or breach of a fiduciary relationship, however described, whether committed in Australia or elsewhere.

☐	am aware of having a relevant relationship with a person or company who has been convicted within the last 5 years or, if convicted and imprisoned, released within the last 5 years, in respect of an offence involving fraud, theft or breach of a fiduciary relationship, however described, whether committed in Australia or elsewhere, and attach a statement as to the nature of that relationship in a sealed envelope addressed to the Director General, Department of Education, and marked “confidential”. Further, I have made the members aware of this relationship.



[bookmark: _Toc223421459][bookmark: _Toc227328794][bookmark: _Toc236731611][bookmark: _Toc241758362]Declaration
This declaration is true and I know that it is an offence to make a declaration knowing that it is false in a material particular.

This declaration is made under the Oaths, Affidavits and Statutory Declarations Act 2005 (WA) at Click or tap to enter full name on Click or tap to enter date.
 by:


	(signature)

	Click or tap to enter full name



in the presence of:
	(signature of authorised witness)

	Click or tap to enter full name of authorised witness and their qualification



	[bookmark: _Hlk198030410]Information regarding authorised witnesses is available at:
Oaths, Affidavits and Statutory Declarations Act 2005 (WA)
Statutory Declarations Act 1959 (Commonwealth)
Statutory Declarations Regulations 2023 (Commonwealth)
 





[bookmark: _Change_to_constitution][bookmark: _Toc236731612][bookmark: _Toc241758363]Change to constitution
	Provide a brief overview of the:
· nature of the amendments to the governing body’s constitution
· reasons for the amendments or substitution of a new constitution
· effective date of the changes 
· date the new constitution was approved at the General Meeting.

	Click or tap to enter.

	The governing body’s constitution must be satisfactory for the purposes of the Act. These purposes as they apply to non-government schools are:
· to acknowledge the importance of the involvement and participation of a child’s parents in their child’s education
· to ensure that a certain minimum standard is maintained for students who attend 
non-government schools
· [to require] governing bodies to account for the quality of educational programmes which they provide.

How does the constitution, rule book or other complementary documents such as governance handbook or charter, make explicit reference to the above objects of the association or company, as well as the operation of the school.



	Which of the following does the governing body have of the school? (check all that apply)

	☐	Ownership 

	☐	Management 

	☐	Control 




	How are conflicts of interest managed by the governing body? (check all that apply) 
☐	The constitution or associated policy specifies how conflicts of interest are to be managed. 	
☐	Conflicts of interest are a standing item for governing body meeting minutes. 	

	☐	A member is required to withdraw from discussion where a conflict of interest exists.


	☐	The governing body maintains a register of members’ conflicts of interest.


	☐	Other (specify) Click or tap to enter text.




	What are the quorum requirements for a governing body meeting?
Click or tap to enter text.




	Have the quorum requirements been met for each governing body meeting in the past 2 years? If not, what has the governing body done to address this?



	The Governing body has an obligation to notify the appropriate regulatory body of the change of constitution: 

Australian Securities & Investments Commission Date of Receipt Click/tap to enter date.
	☐	Attached receipt of lodgement 



or

Department of Local Government, Industry Regulation and Safety Date of Receipt Click/tap to enter date.
	☐	Attached receipt of lodgement 



or

Office of the Registrar of Indigenous Corporations Date of Receipt Click or tap to enter date
	☐	Attached receipt of lodgement 



and (if applicable)

Australian Charities and Not-for-profits Commission Date of Receipt Click or tap to enter date
	☐	Attached receipt of lodgement




	Attach the following (tick when attached)

☐ New or amended constitution with changes clearly indicated by supporting annotations.
☐ Minutes of meeting demonstrating governing body endorsement of constitution change.
☐ Governing body organisation structure including sub committees and school executive.
☐ Delegation schedule. 
☐ Conflicts of interest policy (if not outlined in the constitution). 
☐ Governance handbook, charter or similar.
☐ Schedule of completed and proposed training (new members only).



Sign the submission of notice


[bookmark: _Submission_of_notice][bookmark: _Toc236731613][bookmark: _Toc241758364]Submission of notice

This notice is submitted by me on behalf of Click or tap to enter text.
 governing body name.

I certify that, to the best of my knowledge and belief, all the information provided in and with this notice is true and correct and that the school complies with the requirements of the School Education Act 1999 and all other State and Australian Government legal requirements associated with its operation.

Signed for and on behalf of the governing body * by:

	Click or tap to enter text.
	
	Click or tap to enter text.
	
	
	
	Click or tap to enter date.

	Name
	
	Position
	
	Signature
	
	Date




* A signatory who is not the chair of the governing body must attach evidence of authority to make this application on behalf of the governing body.
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