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Section 1.
Introduction 

Health Advisory Councils (HACs) were established under the Health Care Act 2008 and each HAC has its own specific Rules or Constitution.

The purpose of this document is to provide guidance to HACs about membership and appointment matters.
This is a guideline and is intended to provide general information only. It must be read in conjunction with the HAC’s Rules or Constitution.  The HAC’s Rules or Constitution will take precedence over this guideline, and should always be referred to when considering membership and appointment matters.
A current copy of Rules and Constitutions are available on the internet.  http://www.countryhealthsa.sa.gov.au/HealthAdvisoryCouncils/HACConstitutions.aspx
The Office of the Chief Executive Officer (OCEO), Country Health SA Local Health Network (CHSALHN) is the first point of contact for all HAC issues in relation to membership and appointments and is able to assist HACs with any queries.

The Office of the Chief Executive (OCE) within the Department for Health and Ageing is responsible for preparing appropriate paperwork in relation to HAC appointments for the Minister.  CHSALHN OCEO prepares briefings for OCE and liaises over all HAC issues.
Section 2.
Membership

The constitutions/rules for each individual HAC state the required membership, including minimum and maximum numbers of community members, geographical requirements and outline the role of local government, local MP, staff and medical nominees.

Whilst constitutions/rules include the provision for resident members, Local Government, local MP, staff and medical nominees, there is some variance across HACs in the specific composition.

Referring to Section 17 (5) of the Act.  The constitutions and rules that forms the governance of the HAC, indicates that majority of members are people who are appointed on the basis of being members of the local community.  

The constitutions/rules outline which member appointments require the approval of the Minister for Health.
Terms of membership are per Annual General Meeting (AGM) term, not calendar year from appointment.

Membership terms shall not exceed a term of three years, however members are eligible for reappointment at the expiration of a term of office.
For Member Appointments example:

Member appointment in Nov 2013 at AGM meeting – term expires AGM 2016 
(AGM 2014/2015/2016)

Member appointment in March 2014 ordinary meeting- term expires AGM 2016 
(AGM 2014/2015/2016)

Member appointment in September 2014 ordinary meeting – term expires AGM 2016 (AGM 2014/2015/2016)

Presiding Member appointments

Refer to Section 5. Appointments made by the Minister for Health.

Section 3.
Member Appointments 

The constitutions/rules for each HAC contain detailed timelines and procedures for making appointments to the HACs.  When considering a nominee for appointment to the HAC, the HAC will need to consider if they fit the criteria set out in the constitution/rules i.e. a member of the community, particular skills etc.
HACs also need to consider:
· Resident (Community) Members

· Appointments are made via an election process at AGM or through filling casual vacancies.

· A member appointed to this clause will be appointed until the conclusion of the third AGM after their election; unless filling a casual vacancy, where the term will be the completion of the term of the previous incumbent.

· The constitutions/rules specify the minimum and maximum resident members that may be appointed by the HAC.

· Local Government Nominee (where provision is made for this)
· There must be a nominee appointed by the HAC. The HAC requests the local Council to provide nominees and the HAC will select one nominee for appointment pursuant to the relevant clause of the constitution/rules.  Please note there are specific requirements for HACs where there are two or more local councils (check specific clauses of constitutions/rules)
· A member appointed to this clause will be appointed until the conclusion of the third AGM after their election; unless filling a casual vacancy, where the term will be the completion of the term of the previous incumbent.

· Local MP Nominee
· There must be a nominee appointed by the HAC. The HAC requests the local Member(s) of Parliament to provide a nominee pursuant to the relevant clause of the constitution/rules.  Please note there are specific requirements for HACs where there are two or more electoral districts (check specific clauses of constitution/rules). 
· A member appointed to this clause will be appointed until the conclusion of the third AGM after their election; unless filling a casual vacancy, where the term will be the completion of the term of the previous incumbent.

· Staff Nominee (where provision is made for this)
· There may be one nominee appointed by the HAC. The HAC requests the local health unit(s) to elect a nominee via a ballot pursuant to the relevant clause of the constitution/rules.  The staff nominee must be an employee of CHSALHN working at a Health Site(s) relevant to the HAC.  The staff nominee must not be a medical practitioner.
· A member appointed to this clause will be appointed until the conclusion of the third AGM after their election; unless filling a casual vacancy, where the term will be the completion of the term of the previous incumbent.

· Medical Practitioner nominee
· There may be a nominee appointed by the HAC. The HAC requests the medical practitioners providing services to health site(s) relevant to the HAC to elect a nominee pursuant to the relevant clause of the constitution/rules.  There may only be one medical practitioner nominee. A medical practitioner may also be elected as a Resident Member but there must not be any more than two medical practitioners appointed to the HAC at any given time.
· A member appointed to this clause will be appointed until the conclusion of the third AGM after their election; unless filling a casual vacancy, where the term will be the completion of the term of the previous incumbent.

Section 4.
Notification of Membership Changes
HAC Key Contacts and/or Regional EAs are required to notify the OCEO, CHSALHN in writing within 14 days of any membership changes (new members nominations, changes in membership, resignations)

Following the AGM, confirmation of all HAC memberships is required, as the majority of 

membership changes happen at this time.

Letter Templates are provided in these Guidelines for Regions to use.  These letters include information required for reporting requirements and for the Boards and Committees Information System (BCIS).
Template 1 – Nomination of Presiding Member or renominated Presiding Member
Template 2 – Notification of members following AGM
Template 3 – Notification of change of membership or resignation outside AGM

Upon receipt of this membership change advice, the OCEO will check the membership appointment is constitutional and advise the Region of any inconsistencies, save documentation in relevant file, notify the OCE by “Memorandum of Membership Change”, check maintenance of CHSALHN database.  When new appointment(s) or changes are made the Department of the Premier and Cabinet (DPC), is advised to maintain the (BCIS).

If there is a vacant position that the HAC has experienced difficulty filling, they should let the OCEO know of the types of avenues explored to fill the vacancy COMMENTS   \* MERGEFORMAT . 
HAC Key Contacts and/or Regional EAs are requested to maintain the CHSALHN copy of the BCIS database with correct membership information.  Link to this document:

..\CURRENT HAC Membership Information_2014.xls
HAC Key Contacts and/or Regional EA’s are requested to update the relevant HAC website with membership and contact information.  Link to form to complete:
..\HAC web membership change request.msg
Section 5.
Appointments made by the Minister for Health
Presiding Member

· The Minister must appoint a member of a HAC to be the Presiding Member of the HAC. 
· The HAC convene to nominate a Presiding Member.  This nomination must be forwarded to the Minister for Health for appointment via the OCEO, including evidence of the current membership.  [Refer Template Letter 1]
· When a Presiding Member’s term expires, as per the constitution/rules, the HAC is required to convene after the AGM to nominate a member as Presiding Member.

· Presiding Members must hold a current term membership with the HAC to be nominated to this role.  Both membership and Presiding Member roles are held concurrently.
· The term of a Presiding Member is for their term as a member of the HAC and is not nominated annually.

· If a Presiding Member resigns as Presiding Member, but continues as a member; the HAC convenes and nominates another member as Presiding Member.  Their term as Presiding Member will then coincide with that nominated members current term.

· If a Presiding Member resigns mid term as Presiding Member and as a member, they are replaced as a member of the HAC (eg resident member) through the Casual Vacancy process. The HAC then convenes and nominates a member as Presiding Member. The term as Presiding Member will then coincide with that nominated members’ current term.
HACs are required to notify the OCEO, CHSALHN in writing within 14 days of the nomination of the Presiding Member.  
Template Letter 1 – Nomination of Presiding Member or Re-nominated Presiding Member; which includes information:
· Legal name in full  (including middle name; no nicknames)
· Preferred name (if appropriate)

· Street and postal addresses 

· Daytime contact numbers

· A brief current Curriculum Vitae
· Copy of HAC minutes confirming current membership term

HACs are also asked to provide information regarding the outgoing Presiding Member including:

· name and address

· details of tenure as Presiding Member and member of the HAC

· previous roles and tenure associated with the health service

· key achievements undertaken or overseen as Presiding Member.

CHSALHN will conduct the relevant checks and provide a briefing to OCE advising them of the HAC nomination. OCE will then prepare the appropriate appointment paperwork for the Minister’s consideration and approval.

Upon approval, the Minister for Health will write to the Presiding Member advising them of their appointment and confirming the date from which the appointment is made and the date of expiry. Please note that the date of appointment is according to the Minister’s letter and not the date nominated by the HAC.
The relevant CHSALHN Rural Regional Director will receive a copy of the appointment letter for their records and information.  An appointment should not be assumed to be valid without this appointment letter.
When the Minister approves an appointment, the Office of the Minister for Health will advise the DPC (who maintain the BCIS system) and CHSALHN and OCE that the appointment has been made.

Please note there is no provision in the constitution/rules for the appointment of a Deputy Presiding Member.  In the event that the appointed Presiding Member of the HAC cannot attend a meeting(s), the HAC members present may elect another member to Chair that meeting(s).  Refer 7. Miscellaneous: Nominated Officer.
Other Members

There may be up to three additional members appointed by the Minister for Health pursuant to the constitution/rules of the HAC in order to achieve a balance and level of skill and experience.
· HACs wishing to pursue this clause must write to the Minister for Health via  OCEO providing rationale for the nomination(s)  and include details on nominee(s) including:-
· Legal name in full (no nicknames)

· Preferred name (if appropriate)

· Street and postal addresses 

· Daytime contact numbers

· A brief current Curriculum Vitae

· The term for Other members is three years, and upon expiry, members must be renominated in accordance with the process outlined as above.
Section 6.
Resignations

The office of a member of a HAC becomes vacant if the member:

· Dies

· Completes a term of office and is not reappointed

· Resigns by written notice to the Minister

· Becomes an insolvent under administration

· Is convicted of an offence that is punishable by imprisonment for a term of 12 months or more 

· Is absent for 3 or more consecutive meetings of the HAC without prior written permission of the HAC

· Fails to comply with a duty imposed under the Public Sector (Honesty and Accountability) Act 1995
· Ceases to satisfy the qualification by virtue of which the member was eligible for appointment

· Is removed from office by the Minister

The Minister may remove a member from office on any ground specified in the constitution/rules of the HAC, or for:

· breach of, or non-compliance with, a condition of appointment

· neglect of duty

· mental or physical incapacity to carry out duties of office satisfactorily

· dishonourable conduct

The Minister may also remove a member from office if serious irregularities have occurred in the conduct of the HAC’s affairs or if the HAC has failed to carry out its functions satisfactorily and the Minister considers that the HAC should be reconstituted for that reason. 

If any member of a HAC chooses to resign mid-term, the Health Care Act 2008 requires that the person write to the Minister for Health. In practice, members who resign should:

· Write to the Minister, attention to the OCEO, by either via email or written letter;

· advising of their resignation

· the date it will take effect

· reason for resignation

The OCEO will advise OCE and the Minister of the resignation.  Steps to fill the vacant position cannot be made until written confirmation of a resignation from the member is received by the Minister for Health via OCEO CHSALHN and OCE.  The vacancy can then be filled according to the constitution/rules of the HAC.

All casual vacancies are to be filled in accordance with the provisions of the constitution/rules.

If a Presiding Member position becomes vacant due to a resignation or otherwise, the Minister must appoint a member of the HAC to be the new Presiding Member. For further information on this process, refer to Section 5 – Appointments made by the Minister for Health.

Refer also to 

Section 4. Notification of Membership changes and Template Letter 3.

Section 5. Appointments made by the Minister for Health

For further information, refer to Schedule 2, Clause 2 of the Health Care Act 2008.  
Section 7.
Miscellaneous

Nominated Officer

· The constitutions/rules include a provision for the appointment of a Nominated Officer.  When advising of the appointment of the Nominated Officer, please include the name and daytime contact number.

· The Nominated Officer may call a special meeting of the Advisory Council pursuant to the constitution/rules.

· Where a HAC chooses to appoint a Nominated Officer, the HAC must advise OCEO, CHSALHN within 14 days of the appointment.
Deputy Members (or Proxies)

· The constitution/rules of a HAC allow the same appointing authority of a member to appoint deputy members. Deputy members act in place of the member if the member cannot attend a meeting. Please note that a deputy member is appointed to a particular member and not as a ‘floating’ deputy member. That is, the deputy is not able to attend when any member is unavailable, just the member to whom they have been appointed.  

· If a member has resigned from the HAC or if their term of appointment has expired, their deputy member cannot attend meetings in the member’s place after that date. A resignation or expiry of a member’s term means that the appointment of their deputy also ceases to be effective. While the deputy member may be a suitable candidate for appointment to the vacant member position, this can only come about once the person has been formally appointed by the appointing authority. 

Subcommittees
· If any committees or subcommittees are established by the HAC, details of these committees or sub-committees are required to be forwarded to the OCEO, CHSALHN, who will advise the OCE.
Section 8.
HAC Membership Database and Reporting

There are currently two database requirements for HAC membership. One is held by OCEO, CHSALHN and is a CHSALHN internal system.  The second is part of the whole of Government (DPC) (BCIS).
8.1
CHSALHN Database

· The CHSALHN Database is updated to provide details of current members, maintains historical information about past membership, HAC administrative key contact, and key information from the constitution/rules relevant for the specific HAC.
· Maintenance of the database is a dual responsibility of HAC key contacts and the OCEO. Key contacts are asked to update this database regularly when there are changes to the membership of the HAC.

· The database is located on the CHSA T:drive and can be accessed through the link:
..\CURRENT HAC Membership Information_2014.xls
8.2
Boards and Committees Information System (BCIS)

· The Department of the Premier Cabinet (DPC) operates the BCIS system, which records the membership details of all HACs.  DPC generates a BCIS report for all government boards, advisory councils and committees at the end of each financial year and this is tabled in Parliament as a true and accurate record.
· The BCIS annual release process commences in February (Round 1) each year and comprises three rounds of checking the accuracy of HAC membership information.  The OCEO, CHSALHN in liaison with the OCE will coordinate the checking of all country HACs BCIS information.

· Please note any changes to HAC membership are updated on the BCIS database as they occur. CHSALHN will facilitate this by providing the OCE with an Internal Memorandum with necessary information and from correspondence received from the HAC.
· HACs are advised that South Australia's Strategic Plan (SASP) target 30 aims to have 50 percent of government board positions held by women by 2014. Target 31 seeks to have 50 percent of government board chair positions held by women by the end of 2014. As the HAC members are recorded and are counted towards the government's statistics  [awaiting confirmation from Gareth]
Section 9.

Other Issues / Irregularities

The OCEO, CHSALHN needs to be advised if the HAC become aware of any irregularities or issues/problems with membership or appointments.  CHSALHN will liaise with the OCE who will be able to advise directly or seek advice from the Crown Solicitor’s Office if necessary.
Section 10.
Correspondence and Contact Details for HAC 



matters
Please address correspondence as follows:

Manager, Office of the Chief Executive Officer

Country Health SA LHN
Level 2, 22 King William Street

Adelaide SA 5000

Postal address:

PO Box 287

Rundle Mall

Adelaide SA 5000

 

The current contacts for assistance and notification of these matters are: 

Manager, Office of the Chief Executive Officer, CHSALHN
Jeanette Brown

Tel:
 08 8204 9423

Email
Jeanette.Brown@health.sa.gov.au
Administration Project Officers, Office of the Chief Executive Officer, CHSALHN
Jacqui Possingham

Tel:
08 8226 8452





Email
Jacqui.possingham@health.sa.gov.au
Felicity Lellow

Tel:
08 8226 8452





Email
felicity.lellow@health.sa.gov.au

Template – Nomination of Presiding Member or Renominated Presiding Member Nomination

Manager
Office of the Chief Executive Officer

Country Health SA Local Health Network
PO Box 287

RUNDLE MALL  SA  5000

Dear 

I write to advise you that following the Annual General Meeting for the [Name of HAC] Health Advisory Council, held on [Date], [Salutation] [First Name] [Middle Name(s)] [Surname] was nominated by the members for the position of Presiding Member and agreed to be considered for appointment as Presiding Member.

Other details relating to the Presiding Member include:

Their term as a [Type of member eg resident] member will expire on [Date]. 

The address is [Residential and Postal]
[Preferred Name] can be contacted on: [Phone number(s)]
[Attached supporting documentation required]
Included in this letter as required for the Office of the Chief Executive is:
· A copy of [incoming Presiding Members]’s current Curriculum Vitae.

· A copy of evidence of [incoming Presiding Member] current term as member of this HAC.  (ie copy of minutes indicating appointment or approved nomination form)
I understand the Office of the Chief Executive, SA Health will be provided with this detail so that BCIS records may be updated and a briefing for the Minister for Health can be finalised and a letter forwarded to the Presiding Member as soon as possible.

[Section Relevant if an outgoing Presiding Member]

In addition, I advise that [Salutation] [First Name] [Middle Name(s)] [Surname] of [Address] has completed their tenure as Presiding Member.

[Salutation] [Surname] was Presiding Member of the [Name of HAC] Health Advisory Council from [Date] to [Date]. [If relevant include previous roles and tenure associated with the health service]

During this time the following key achievements were undertaken or overseen by [Salutation] [Surname] :

· [include key dot points]
Regards

NAME

RURAL REGIONAL DIRECTOR

…/…/….

Template – Notification of Members following AGM

Manager

Office of the Chief Executive Officer

Country Health SA Local Health Network
PO Box 287

RUNDLE MALL  SA  5000

Dear Manager

I write to advise you that the [Name of HAC] Health Advisory Council Annual General Meeting for [Year] was held on [Date].

	New Appointments, including members renominating for a new term
[add additional columns if required]

	
	[Member 1]
	[Member 2]
	[Member 3]

	Surname 1
	
	
	

	First Name
	
	
	

	Middle Name(s)
	
	
	

	Preferred Name
	
	
	

	Type of member

(Resident, Staff, local govt, MP etc)
	
	
	

	AGM Term Expiry Date
	
	
	

	Gender
	M/F
	M/F
	M/F

	Member Over 65 years2
	Y/N
	Y/N
	Y/N

	Employment Status

(Government employee, Private Citizen, Parliamentary employee, Statutory employee or Judge/Magistrate) 
	
	
	

	Identifies as Aboriginal or Torres Strait Islander descent 
	Y/N
	Y/N
	Y/N

	Medical Practitioner
	Y/N
	Y/N
	Y/N

	Filling specific constitution / rule requirement (if applicable)
	
	
	


1 Full legal name required for BCIS and please ensure correct spelling

2 Required for insurance services
	Ongoing Memberships



	Members Name
	Membership

(ie Resident, Local MP Rep)
	Current Term


	
	
	Appointment
	Expiry

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Outgoing Memberships via Resignation


	Members Name
	Date Resigned
	Reason
	Has a copy of resignation letter been attached?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Outgoing Memberships via Term expiry


	Members Name
	Date of Term Expiry
	Replacement obtained
	Name of replacement

	
	Ie 30/11/13
	Yes / No
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Change of Member Position on HAC



	Member Name
	Previous position
	Term dates
	New Position
	New Term dates

	ie Peter Citizen
	Staff 
	23/11/2011 – 30/11/2014
	Resident – 3 AGM Term
	15/11/2012 – 30/11/2014

	
	
	
	
	


I understand the Office of the Chief Executive will be provided with this detail so that BCIS records may be updated and a briefing for the Minister for Health can be finalised.

Regards

[Name]

RURAL REGIONAL DIRECTOR
…/…/…..


Template – Notification of Change of Membership or Resignation outside AGM
Manager

Office of the Chief Executive Officer

Country Health SA LHN
PO Box 287

RUNDLE MALL  SA  5000

Dear 

I write to advise you of change of membership of the [Name of HAC]
	New Appointments

[add additional columns if required]

	
	[Member 1]
	[Member 2]
	[Member 3]

	Surname 1
	
	
	

	First Name
	
	
	

	Middle Name(s)
	
	
	

	Preferred Name
	
	
	

	Type of member

(Resident, Staff, local govt, MP etc)
	
	
	

	AGM Term Expiry Date
	
	
	

	Gender
	M/F
	M/F
	M/F

	Member Over 65 years2
	Y/N
	Y/N
	Y/N

	Employment Status

(Government employee, Private Citizen, Parliamentary employee, Statutory employee or Judge/Magistrate) 
	
	
	

	Identifies as Aboriginal or Torres Strait Islander descent 
	Y/N
	Y/N
	Y/N

	Medical Practitioner
	Y/N
	Y/N
	Y/N

	Filling specific constitution / rule requirement (if applicable)
	
	
	

	Filling a Casual Vacancy ?

If so, which member
	
	
	


1 Full legal name required for BCIS and please ensure correct spelling

2 Required for insurance services
Option ii)
[REMOVE AS NECESSARY]

Resignation from HAC

	Member Name
	Position
	Date Resigned
	Reason

	ie Peter Citizen
	Staff 
	
	Work commitments


This resignation was noted in the minutes of meeting [date] and we attach a copy of the resignation letter for [Member Name].
Note: steps to fill vacant positions cannot be made until written confirmation of a resignation from the member is received by the Minister for Health, via OCEO.

Option iii)
[REMOVE AS NECESSARY]

Change of Member Position on HAC

	Member Name
	Previous position
	Term dates
	New Position
	New Term dates

	ie Peter Citizen
	Staff 
	23/11/2011 – 30/11/2014
	Resident – 3 AGM Term
	15/11/2012 – 30/11/2014


I understand the Office of the Chief Executive, SA Health will be provided with this detail so that BCIS records may be updated and a briefing for the Minister for Health can be finalised.

Regards

[Name]

RURAL REGIONAL DIRECTOR
…/…/…..
Section 11.
Other Administrative Responsibilities

Please refer to Health Care Act 2008, Part 4 – Health Advisory Councils – Division 3
The OCEO will notify HACs regarding responsibilities for Annual Reports and accounting responsibilities when these requirements are due.
In this Guideline, also

· Refer Section 4. Notification of Membership Changes
· Refer Section 8. HAC Membership Database and Reporting

11.1

Induction and Information for New Members

HAC Key Contacts and/or Regional EAs are requested to advise new members of a resource pack that is available to them for their HAC information. http://www.countryhealthsa.sa.gov.au/HealthAdvisoryCouncils/HACResources.aspx
11.2

Individual HAC websites and maintenance
Link to websites:  http://www.countryhealthsa.sa.gov.au/HealthAdvisoryCouncils.aspx 

Each Health Advisory Council has a website that contains names of nominated members, contact information, copies of Annual Reports and Constitutions.  Other relevant information can be updated as preferred by the HAC.  Some suggestions are:

· Meeting dates

· Meeting venues

· Specific meeting information ie… light meal provided, tea, etc.

· Publications ie. Fact Sheets, local services, feedback forms

· Surveys
This website information needs to be maintained, and it is the administrative responsibility of the HAC to ensure this website information is correct.  It is suggested that each HAC add this as an agenda item at least once per year
Any changes to member information is required to be updated following the AGM.  
Email website information corrections to the CHSA Web Administrator at Health.CHSAWebAdministrator@health.sa.gov.au
Template Letter 1





Template Letter 2





Template Letter 3
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