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MODEL OPERATIONAL GUIDELINES FOR REGIONAL BRAILLE FORUMS
Adopted August 2011

Amended November 2012
Preamble

The Australian Braille Authority (ABA) is a subcommittee of the Round Table on Information Access for People with Print Disabilities Inc.  It has been established pursuant to Clause 23) of the Round Table's Rules of Association.
These Model Operational Guidelines for Regional Braille Forums were made under Clause 32 of the Australian Braille Authority's Terms of Reference (adopted August 2011) and were approved by the ABA Executive at its meeting of 10 August 2011.
This Regional Braille Forum (specify name) is therefore constituted under Clause 25 of the ABA's Terms of Reference and was established with these Operational Guidelines by the ABA Executive at its meeting of (specify date).
Definitions
In these Operational Guidelines, these words have these meanings:
ABA:  Australian Braille Authority.
Convenor:  The Leader of the Forum.
Executive:  The executive committee of the ABA.

Financial Year: The period beginning on 1 January each year.

Forum:  Regional Braille Forum.
Leadership Group:  The elected Forum members—at least a Convenor and a Secretary—responsible for the leadership of the Forum.
Model Operational Guidelines:  The set of Operational Guidelines issued by the Executive to serve as a model for the administration of Regional Braille Forums.

Operational Guidelines:  The set of rules based on the Model Operational Guidelines, tailored to meet each Forum's individual requirements and used by each Forum to guide its functioning.

RBF:  Regional Braille Forum.
Round Table:  Round Table on Information Access for People with Print Disabilities Inc, of which the ABA is a subcommittee.
Secretary:  The member of the Forum's Leadership Group responsible for administration/secretarial duties.
Name
1) The name of this ABA Regional Braille Forum is [specify], herein referred to as "the Forum".
Geographic Coverage

2) The coverage area of the Forum is [specify].
Frequency and Method of Meetings
3) The Forum members will endeavour to meet at least three times per year.  These meetings will be known as "General Meetings".  The Forum must also hold one "Annual Meeting" each year.  Meetings will normally be held in-person, at a central location.  However, it may be agreed to regularly hold them using telephone or other computerised technology.  [specify]
Purpose

4) Regional Braille Forums are an integral part of the Australian Braille Authority;  enabling their members interested in the production, teaching or use of braille to come together to promote braille and to discuss braille related issues.  They undertake to:
a) encourage consumer representation and participation in all of their activities;

b) provide a co-ordinated body for consultation and/or action on braille related matters of common concern;
c) represent the collective views of Forum members to the ABA Executive in matters pertaining to braille;
d) assist the ABA to disseminate its message about braille to the broader community;
e) promote braille as the primary literacy medium, and as a versatile communication tool, for people who are blind, deafblind, or who have a severe vision impairment; and
f) foster a spirit of co-operation and resource sharing amongst ABA members.
5) The Forum has autonomy in day-to-day matters, but must uphold the aims and objectives of the ABA and act in accord with all decisions of the ABA’s Executive.

Membership
6) Members of the Forum will be individuals interested in the production, teaching or use of braille, who choose to join the Forum and pay the annual membership fee.

7) An organisation cannot be a member of a Forum.
Fees
8) The annual membership fee is $[specify, (minimum $5)] for all members of the Forum.

9) The annual membership fee may be changed by the Forum at its Annual Meeting, but any change is subject to ratification by the ABA Executive.
Leadership Group
10) Members of the Leadership Group will be elected at the Forum's Annual Meeting for a one, or two (specify) year period.
11) To be eligible to be elected to the Leadership Group the person must have paid the annual membership fee for the current financial year.
12) The Forum shall have a Leadership Group of at least two persons, one of whom shall be convenor and another of whom shall be secretary.
13) The Forum may choose at each Annual Meeting whether to elect additional members to join its Leadership Group.
14) Casual vacancies may be filled from amongst the Forum members by the Leadership Group.

Leadership Responsibilities
15) The Convenor is the Forum's leader.  He/she will:
a) normally chair meetings of the Forum;

b) convene the Leadership Group;

c) be the main spokesperson for the Forum;

d) liaise on the Forum's behalf with the ABA Chair and other ABA Executive members;

e) ensure that there are opportunities for meaningful communication between the ABA Executive and Forum members; and
f) send a concise report each year to the ABA Executive for tabling at the ABA annual meeting.
16) The Secretary's role is to ensure that:
a) minutes are taken and kept of all Forum meetings;
b) forum correspondence is promptly and appropriately attended to;
c) forum records are kept, regularly updated and made available to the ABA Executive (within 30 days) should it request them; and
d) minutes of the Forum's Annual Meeting are sent to the ABA Secretary, as soon as practicable following the meeting.

Finance
17) The Forum's Financial Year begins on 1 January.
18) The Convenor is responsible to ensure that if the Forum engages in any financial transactions, proper records are kept and accountability is maintained. In particular, a written financial report must be provided to each Annual Meeting. The Round Table reserves the right to request that a report of Forum financial transactions be provided to the ABA Chair to form part of the annual report.

19) The Forum is discouraged from holding large amounts of cash, and if the amount exceeds $500 then the Convenor must consult the ABA Chair, about the safe custody of these funds.

Fundraising
20) The Forum is entitled to raise whatever funds it needs, however it chooses, and hereby takes responsibility for complying with any local, state, territory or federal government laws. However, Regional Braille Forums must not use the Round Table’s name on their  accounts, must not raise money by saying it is for the Round Table, and must not accept donations on the basis that they can give a tax deductible receipt.  The Forum acknowledges that the Round table's incorporation does not protect Forum members if they engage in unlawful acts in the name of the Forum and the Round Table accepts no responsibility for Forum debts, or other financial liability risks.  
21) All Forum fundraising must portray blind, deafblind and vision impaired people in a positive way.

Annual Meeting
22) The Forum must hold an Annual Meeting in the first quarter of each calendar year.

23) Forum members must receive fourteen days notice of the Annual Meeting in an accessible format.

24) The Annual Meeting must:

a) adopt the minutes of the previous Annual Meeting, if not already adopted by a General Meeting;

b) receive an Annual Report from the Convenor;
c) receive the Financial Report for the previous year;
d) elect the Convenor and other members of the Leadership Group; and
e) appoint the Forum's delegate to represent it at the next ABA Annual Meeting. This delegate must be able to demonstrate proficiency in braille, for example by being a regular user of braille and/or through the attainment of the Trans-Tasman Braille Proficiency Certificate as per Clause 9 of the ABA Terms of Reference.

25) The Forum may adopt the minutes of its Annual Meeting either at its next General Meeting or at its next Annual Meeting.

26) A quorum for the purpose of making decisions at an Annual meeting is 25% of members or three, whichever is the greater.

General Meetings
27) The Forum will endeavour to meet at least three times per year.  These meetings may be informal, but minutes must be kept and correspondence and financial matters must be dealt with properly.

28) A quorum for the purpose of making decisions at General Meetings is 25% of members or three, whichever is the greater.

Voting
29) Only members of the Forum who have paid the annual Membership fee for the current or previous year can vote.

30) At a meeting of the Forum:
a) voting will normally be by voices;
b) if requested by at least one member, voting will be by roll call;
c) only in the case of elections for Convenor and other members of the Leadership Group, may voting be by secret ballot.

Use of Logo and Letterhead
31) The Logo and Letterhead of ABA and its Forums are the property of the Round Table and are only to be used by the ABA and its Forums in pursuit of ABA related activities.

32) Each Forum will be provided with individualised ABA letterhead which should be used only for correspondence about its Braille-related Forum activities.
Dissolution
33) A Forum may recommend to the ABA Executive that it be dissolved, or it may be wound up by the Executive.

34) The ABA Executive may wind up a Forum if there are not at least four people wishing to continue as active members of the Forum.
35) Where the ABA Executive deems it necessary to dissolve a Forum, for any reason other than that its membership has fallen below four, it will give twenty-one days written notice to this effect to the members of the Leadership Group.
If the Forum dissolves, its assets must pass to the ABA via the ABA Executive.

Amendment
37) A Forum’s Bylaws may only be amended at an Annual Meeting of the Forum.  Amendments must be passed by a two-thirds majority of votes.

38) Any amendment must first be considered by the Leadership Group and circulated as part of the notice of the Annual Meeting.  The Chair of the Annual Meeting may accept changes to proposed amendments during the meeting.

39) The Secretary or Convenor must advise the ABA Secretary of the adoption or amendment of the Forum’s Bylaws, and any changes will not take formal effect until their ratification by the ABA Executive.
Amendments Approved – November 2012:

Preamble  The reference to Clause "20(8)" has been updated to Clause "23" to reflect the change caused by the revised Round Table constitution.

6)  The term “annual subscription fee” has been changed to “annual membership fee”.
18)  The following wording has been added to Clause 18.  “The Round Table reserves the right to request that a report of Forum financial transactions be provided to the ABA Chair to form part of the annual report”.

20)  Have added to Clause 20 so it now reads:  . “However, Regional Braille Forums must not use the Round Table’s name on their  accounts, must not raise money by saying it is for the Round Table, and must not accept donations on the basis that they can give a tax deductible receipt.  The Forum acknowledges that the Round table's incorporation does not protect Forum members if they engage in unlawful acts in the name of the Forum and the Round Table accepts no responsibility for Forum debts, or other financial liability risks.”    
29)  The word “subscription” has been changed to “Membership”.   
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