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Guidelines for the Formation and Operation of HERDSA 
Branches, Local Groups and Special Interest Groups  

 
 
The HERDSA Constitution (Article 4d) “the Executive shall have the power to 
establish, support, encourage and disestablish branches and special interest groups 
within HERDSA and to establish by-laws for their operation”. This document serves 
as the set of by-laws for HERDSA branches and special interest groups.  
 
 
1. Definitions of Branches, Local Groups and Special 

Interest Groups (SIGs)  
 
A branch is formally constituted with executive officers responsible for reporting on 
activities and financial matters to HERDSA Executive. Branches provide a focus for 
HERDSA members within a geographical area. 
 
A local group may be formed prior to the constitution of a branch by an informal 
arrangement in a local area. A group of HERDSA members may apply for funding for 
events, and when there is sufficient long-term interest in the group they may apply to 
become a branch. 
 
A special interest group (SIG) may be formed by members who are concerned with a 
particular aspect of the activities of HERDSA. A SIG may apply for funding for a specific 
event related to the interest area. 
 
Branches/local groups and SIGs can promote inter-institutional co-operation, collegiality, 
networking and sharing of interests. They offer a forum for sharing of initiatives, 
concerns and information. This extra dimension to an individual’s HERDSA membership 
can stimulate and encourage new and ongoing support for the Society. 
 
 
2. Membership of a Branch, Local Group or SIG 
 
By-law 4b) of the HERDSA Constitution states that only HERDSA members can be 
members of branches, local groups and SIGs:  
 

All members of a branch, local group or special interest group must be financial 
members of the Society.  

 
Branch/local group membership is automatic to all HERDSA members. HERDSA 
members residing within the geographical boundaries of an active branch or local group 
can expect to receive electronic notification of branch/local group activities through any 
notices prepared by that branch’s/local group’s office bearers. 
 
SIG membership is open to members of HERDSA who are prepared to further the 
purposes of the Society with respect to the particular designated area of interest. 
Section 6 provides guidelines on founding SIGs. 
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3. Branches, Local Groups and SIGs and the HERDSA 
Constitution 

 
3.1 Constitutional prescriptions and areas of flexibility 
 
The HERDSA constitution and by-laws (published in the members’ section of the 
HERDSA website) address the following aspects of branch, local group and SIG 
activities: 
• Membership of a branch/local group or SIG (discussed in Section 2) 
• Relationship to the HERDSA Executive (discussed below) 
• Establishing and dissolving a branch or group (discussed below) 
• Financial responsibility of branches/local groups and SIGs (discussed in Section 5) 
 
Otherwise, to ensure that groups have considerable flexibility in how they conduct their 
activities, the constitution and by-laws give very little prescription concerning branches 
and interest groups.  
 
3.2 Relationship between the Executive and members of branches/local 

groups and SIGs 
 
Article 4a) 

HERDSA shall comprise all members of the Society and be governed by an Executive 
committee, hereinafter referred to as 'the Executive'. The Executive shall consist of a 
President, Vice President(s), Executive Officer and Treasurer and other elected or co-
opted committee members. The size of the Executive will not exceed 15 members and 
will include at least eight members elected by the members of the Society. The 
composition of the Executive, as regards representation of branches and special interest 
groups, will be determined in accordance with this sub-article, by the Executive, with the 
approval of a general meeting. 

 
This means that the Executive will discuss the composition of the Executive on a regular 
basis to ensure that all groups are represented as far as possible, and where possible 
will co-opt a member to fill a gap in representation. In addition, the Executive will 
consider proposals from groups seeking representation on the Executive. 
 
3.3 Establishing and dissolving branches, local group and SIGs 
 
Article 4d) of the Constitution gives the Executive the power to establish and dissolve 
HERDSA branches, local groups and SIGs. 
 

The Executive shall have the power to establish, support, encourage and 
disestablish branches and special interest groups within HERDSA and to 
establish by-laws for their operation. All such decisions must be ratified at the 
next Annual General Meeting.  

 
This means that the Executive will monitor the activity levels of branches and groups 
and then report to the next AGM concerning new or dissolved branches, local groups 
and SIGs. Information for members interested in starting a group is in Section 6 of this 
document, including details of financial assistance to new groups. 
 
 
4. Branch/Local Group and SIG Office Bearers  
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4.1 Composition and responsibilities of branch/local group and SIG 
committees 

 
Each branch/local group or SIG shall determine the composition of their own committee. 
However in the case of branches one of the branch office bearers should be the Branch 
President.  
 
Office bearers may serve their members in the following ways: 
 

i) Coordination of activities of interest to the branch or group 
ii) Regular communication with group members regarding activities and 

meetings 
iii) Hosting and facilitation of a meeting at the HERDSA annual conference 
iv) Promotion of HERDSA membership and the annual conference at branch or 

group events, including making membership forms and conference flyers 
available 

 
Office bearers should communicate with the HERDSA Executive in the following ways: 
 

i) Providing a report  three times per year on activities to the Membership 
Coordinator via e-mail so that these can be publicised through various 
HERDSA publication avenues e.g. the website, the newsletter, listserv 

ii) Providing an Annual Report on activities to the Executive through the 
Membership Coordinator of the relevant portfolio using the HERDSA Annual 
Report template, available on the HERDSA website 

iii) Providing a report  on calls for nominations, election processes, and 
outcomes to the Membership Coordinator. 

 
4.2 Election of branch and SIG office bearers 
 
Branch and SIG elections should be held every one or two years, as decided by the 
rules of the branch or SIG.  
 
The HERDSA Office is available, if required, to coordinate the call for nominations and 
election of office bearers for each branch and SIG electronically. 
 
Elections should normally be held at least one month prior to the HERDSA AGM (which 
is held during the annual conference).  
 
All financial HERDSA members will be eligible to vote in SIG elections, and members 
within the relevant geographical region will be eligible to vote in branch elections. 
 
There is no requirement for local groups to hold elections, until their transition of status 
to a branch is approved. 
 
5. Branch and SIG Finances 
 
5.1 Australian branches and SIGs 
 
To take advantage of the administrative support on offer through the HERDSA Office 
and to ensure availability of funds for activities of Australian branches and SIGs on an 
ongoing basis regardless of changes in office bearers, all funds are now held centrally. 
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The HERDSA Office administrator will maintain records of deposits, withdrawals and 
the current balance for each of the branches. A record of recent ‘transactions’ may 
be requested by a branch office bearers at any time by e-mailing 
office@herdsa.org.au. 
 
5.2 Branches outside of Australia 
 
Branches based outside Australia such as New Zealand and Hong Kong may have 
separate constitutions and financial arrangements. These must adhere to both local 
government requirements and the HERDSA constitution. 
 
International branches may hold their funds in a local bank account. They are required 
to report annually on their income and outgoings and to provide a verified statement for 
HERDSA records.  A Treasurer should be appointed and bank account details should 
be provided to the HERDSA office for record-keeping purposes. 
 
5.3 Annual branch funding allocation 
 
Each branch (regardless of country) is entitled to an annual allocation of $5 per member 
(in the relevant geographical region) to support its activities. This allocation is held on 
behalf of the branch by the HERDSA office and released to the branch on request. Any 
unused member allocation is forfeited at the end of the HERDSA financial year. Note 
that the HERDSA financial year runs 1 June to 30 May. 
 
To claim this allocation, an office bearer should send a request in writing to 
office@herdsa.org.au.  
 
Local groups and SIGs are not eligible to claim this allocation. A separate pool of funds 
is set aside for the future development of local groups and SIGs. Local groups and SIGs 
will need to apply for funding for activities via an e-mail request to the Treasurer and 
President. This request should include a brief outline of activity planned and the 
intended benefits for members. A contribution of up to $250 can be requested from 
HERDSA for relevant activity. 
 
5.4 Income from local events and functions 
 
HERDSA branches/groups are encouraged to host events and functions to build their 
local presence. If a profit from an event is generated, it should be returned to 
HERDSA Office (Australian) or deposited (international). These funds will be 
available at any time for HERDSA activities. 
 
5.5 Conference income 
 
Branches which host a HERDSA Conference receive a 50% share of the profit as an 
allocation to support branch activities. Any unused conference profit is rolled over into 
the next year’s budget for that branch. 
 
5.6 Further funding assistance 
 
The Executive strongly encourages initiatives that benefit HERDSA members; hence if 
there are insufficient funds available to a branch after the above allocations have been 
taken into account, an office bearer of the branch should e-mail a request for additional 
funding to the Treasurer and President. This request should include a brief outline of the 
activity planned and the intended benefits for members. A contribution of up to $250 can 
be requested from HERDSA for a relevant activity. 
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Additionally one-off funding requests from any HERDSA member for the purpose of 
coordinating an event or activity primarily for the benefit of HERDSA members, 
regardless of whether or not they represent a branch/local group or SIG will be 
considered by the Executive. Requests of this nature should be emailed to the 
Treasurer and President. A contribution of up to $250 can be requested from HERDSA 
for relevant activity. 
 
Where a relatively large event is planned a branch/local group or SIG may seek 
support in the form of a refundable seed grant. A detailed proposal, including a 
funding plan, should be submitted to the HERDSA Executive for consideration. Up to 
$1000 may be loaned to support a major event but these funds must be repaid at the 
conclusion of the event.  
 
The HERDSA Links Scheme is a source of funding available to bring key speakers or 
scholars to branch/local group or SIG events. More information about this scheme is 
available on the HERDSA website. 
 
5.7 Accessing branch funds 
 
To access allocated funds, a branch office bearer should contact the HERDSA Office 
via e-mail, office@herdsa.org.au, to arrange for reimbursement following provision of 
receipts. In some cases, a cash advance may be arranged. 
 
A branch office bearer may check the balance of funds available to their group at any 
time by e-mailing the HERDSA Office, office@herdsa.org.au.  
 
 
6. Establishing a Branch, Local Group or SIG 
 
HERDSA members from the same geographical area interested in establishing a branch 
should apply to the Executive for support in establishing a local group. A written request 
for funding that gives a brief outline of the activities planned over a one year period, the 
names of the proposers and initial office bearers, and the intended benefits for members 
should be emailed to the President and Treasurer. 
 
HERDSA members with a common area of interest who wish to establish a SIG should 
apply to the Executive for support. A written request for funding that gives a brief outline 
of the activities planned over a one year period, the names of the proposers and initial 
office bearers, and the intended benefits for members should be emailed to the 
President. 
 
When members of a local group are reasonably sure of the group’s ongoing viability as 
indicated by several successful activities, the office bearers may wish to submit a 
proposal for the establishment of a new branch by email to the President. This proposal 
should be no longer than two pages and include the following elements: 
 
• Name of the new branch  
• Contact details of the proposers 
• Nominations for the initial office bearers 
• Evidence of successful initial activities with names of interested members 
• Plan of activities for the first two years of operation, with suggested dates and 

locations 
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The Executive will consider all proposals. New branches will be allocated a $500 
seeding grant, which will roll over into the next financial year if some funds remain 
unspent in the first year of operation.  
 
 
7. Executive support for Branches, Local Groups and SIGs 
 
One member of the HERDSA Executive is responsible for the ongoing liaison with and 
support for branches, local groups and SIGs, and overall development of interaction 
between members. Branch/local group and SIG office bearers will be contacted on a 
few occasions through the year, and are welcome to initiate contact at any time. Contact 
details for the current Executive member with this portfolio can be found on the 
HERDSA website. 
 
One member of the HERDSA Executive is responsible for the coordination of visiting 
scholars, and is expected that branch/local group and SIG office bearers will work with 
this person in organising events and hosting scholars. 
 
 
8. HERDSA Office Assistance for Branches, Local Groups 
and SIGs 
 
8.1 Contacting branch/local group or SIG members by email 
 
The HERDSA Office can provide an updated list of branch, local group and SIG 
members to coordinators. E-mail office@herdsa.org.au with this request.  
 
HERDSA does not have sufficient funds for postal mail outs by branches or groups. All 
communication with members should be electronic. 
 
8.2 Promotional and publicity material  
 
On request, the HERDSA Office provides HERDSA brochures, a list of HERDSA 
publications and a HERDSA pack which contains these and other relevant materials at 
no cost.  
 
8.3 The HERDSA website 
 
The HERDSA website provides information about branches/local groups and SIGs. 
Branches and groups that wish to provide information to members and to advertise and 
report on activities may email the relevant HERDSA Executive member responsible for 
membership.  
 
 
9. Effective Branch, Local Group and SIG Operation 
 
Branches, local groups and SIGs should seek support and involvement from all of the 
higher education institutions in their geographic area. To address the broad aims of 
HERDSA it is probably best to have active involvement of at least some higher 
education teachers, researchers and staff developers in the group.   
 
Activities might include visiting speakers, workshops, seminars, debates, forums, and 
locally sponsored conferences.  Branches and groups are encouraged to invite award 
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winners (e.g. recipients of excellence in teaching awards) and other local key individuals 
to attend meetings.  
 
In addition to updates on the HERDSA website, all branch/local group and SIG activities 
should be advertised through the weekly HERDSA e-mail list (via the list moderator: 
landbeck@ozemail.com.au) as well as through various institutional avenues. 
 
 
Version 2 
Approved by HERDSA Executive, Sydney, NSW. 
Dated 07/04/09 
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