Position Description: Non-Executive Director

The Society of Hospital Pharmacists of Australia (SHPA) is the national professional organisation
representing the over 6,100 Hospital Pharmacists, hospital pharmacy interns and hospital pharmacy
technicians working across Australia’s hospitals and healthcare system. SHPA members are progressive
advocates for clinical excellence, committed to evidence-based practice and passionate about patient care.

SHPA is committed to facilitating safe and effective use of medicines, which is the core business of
pharmacists, especially in hospitals.

The Role

The role of Independent Directors within SHPA is to provide independent financial and strategic leadership to the
broader Board and give guidance to management when required. Independent Directors are also expected to
participate in some of the Board’s Sub-Committees:

e Finance and Risk Management Committee (FARM) which specifically reviews risks, monitors financial and
investment performance in addition to providing recommendations to the Board on audit processes.

e Nominations Committee which provides advice to the Board regarding appointments and manages Board
business related to succession

e Executive Committee which provides executive support to the Board through Executive Positions such as
President, Vice-President, and Treasurer

The Person

Ideal candidates will have the following attributes:
1. Commitment to the Mission, Vision, and Strategic Priorities of The Society of Hospital Pharmacists
2. Appropriate qualifications such as accounting, public health, business, law or similar

3. Understanding and experience in strategy development, leadership, and risk management in a corporate or not-for-
profit organisation

4. Good working knowledge of corporate governance principles and practice

5. A strategic focus - able to look beyond the current environment to identify new approaches that could deliver value
in the future

6. Ability to analyse information, express views and debate robustly while maintaining a professional and collegiate
manner

7. Demonstrated success in collaboration and building connections to harness the collective strengths and resources of
an organisation

8. Networks that can be leveraged to bring people together to maximise opportunities for the organisation

9. Ability to commit time in preparing and participating in board and committee meetings and activities
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Additional desirable qualifications and experience are:

1. Completion of an Australian Institute of Company Directors or comparable course
2. Experience as a director of a charity or not-for-profitorganisation

3. Experience on the board of a healthcare organisation

Other valuable skills and experience could include reputation management, information technology.

The Position

Specific responsibilities include:

1. Participating actively in governance processes of the Board to ensure that SHPA stays focused on its mission, vision
and strategic direction

2. Meeting a high standard of conduct as set out in the Constitution, Governance Charter, board policies and meeting
the expectations of the membership

3. Attending board meetings and activities well prepared and participating actively

4. Building relationships with other board members to strengthen cooperation and collaboration

5. Participating in board and director evaluations that are conducted at least every two years

6. Building and maintaining relationships with management to ensure the success of the organisation

Remuneration

Service on SHPA’s Board of Directors is remunerated in accordance with the Board of Directors Fee Policy. Out of pocket

expenses, travel and accommodation required in relation to Director duties are arranged or reimbursed in line with the
Board Policy.

Resources

SHPA Strategic Plan 2019-2023

ISHPA Governance Charter
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ABOUT SHPA

The Society of Hospital Pharmacists of Australia (SHPA) is

the national, professional, for-purpose organisation for leading
pharmacists, technicians and pharmacy assistants working across
Australia’s health system.

Embedded in multidisciplinary medical teams and equipped with
exceptional medicines management expertise, SHPA members are
progressive advocates for clinical excellence, committed to evidence-
based practice and passionate about patient care.

CONTACT SHPA

03 9486 0177
shpa.org.au
shpa@shpa.org.au
@the_shpa

the.shpa
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OUR VISION

Advancing pharmacy, advancing patient care.

OUR MISSION

Advancing pharmacy practice for the optimal care of all people
within the Australian health system

OUR ROLE

To support world-leading pharmacy practice through progressive
leadership, collaboration, workforce development, education
and advocacy

ADVANCING
PHARMACY



UUR GOAL

By 2023 we will have equipped pharmacists
and pharmacy technicians to enable Australian
health services and hospitals to deliver better
health outcomes for all Australians.




WE WILL ACHIEVE THIS THROUGH:

PRACTICE FOCUSED ON PATIENT OUTCOMES

KEY OUTCOME: Optimal patient care is provided through
excellence in collaborative pharmacy practice

A WORLD-LEADING PHARMACY WORKFORCE

KEY OUTCOME: Pharmacists and pharmacy technicians deliver
world-leading healthcare

ADVANCING COLLABORATIVE PRACTICE

KEY OUTCOME: Health services Australia-wide have increased
capability and capacity to respond to rapidly changing
healthcare needs

PROVIDING A PROGRESSIVE VOICE

KEY OUTCOME: The profession’s respected and influential voice
is sought for expertise in local and national policy issues

UNDERPINNED BY:

SUPPORTING AND
ADVANCING OUR
MEMBERS

LEADING WORKFORCE
DEVELOPMENT AND
GROWTH

EXTENDING OUR
INFLUENCE AND
REACH

RAISING OUR VOICE
FOR BEST PRACTICE
IN MEDICINES
OPTIMISATION

A HEALTHY ORGANISATION

e KEY OUTCOME: An influential and sustainable SHPA is valuable
to members

STRENGTHENING
OUR BUSINESS




BY DELIVERING OUR STRATEGIC PRIORITIES:

SUPPORTING AND ADVANCING
OUR MEMBERS

PRACTICE FOCUSED 1.1 Education, training and skills development
G ON PATIENT OUTCOMES 1.2 Professional recognition

1.3 Professional standards

1.4 Specialisation

1.5 Publications and research

LEADING WORKFORCE DEVELOPMENT
AND GROWTH

2.1 Design and delivery of innovative workforce programs

A'WORLD-LEADING 2.2 Organisational capability in health services
PHARMACY WORKFORCE

2.3 Integration of workforce programs with practitioner
recognition

2.4 Pharmacy roles; serving students to advanced
practitioners

2.5 Evidence of professional impact

EXTENDING OUR INFLUENCE AND REACH

3.1 Increasing intersectoral collaboration through clinical
ADVANCING and consumer partnerships

e COLLABORATIVE 3.2 Harnessing the expertise of our members in:
PRACTICE

3.2.1 Reaching new markets
3.2.2 Modelling care across settings

3.2.3 Developing new products, services
and experiences




PROVIDING
A PROGRESSIVE VOICE

A HEALTHY
ORGANISATION

RAISING OUR VOICE FOR BEST PRACTICE
IN MEDICINES OPTIMISATION

4.1 Strong government relations

4.2 Public leadership on matters related to medicines
management and optimisation

4.3 Positive and regular media coverage
4.4 Increasing representation with policy-making bodies

4.5 Collaborative evidence-based positions and advocacy

UNDERPINNED BY:

STRENGTHENING OUR BUSINESS

5.1 Strong governance

5.2 Financial sustainability

5.3 Innovation and futures focus

5.4 Commercialisation of expertise




BOARD CHARTER
THE SOCIETY OF HOSPITAL PHARMACISTS OF AUSTRALIA

1. INTRODUCTION

This Charter is intended to assist Directors to fulfil their corporate responsibilities. Itis a
declaration of the Board’s understanding and acceptance of its role and responsibilities. It is also
a document designed for external stakeholders to show that the Board is clear on, and
accountable for, its corporate responsibilities.

This Board Charter (Charter) sets out the main principles governing SHPA and its Board. It
details the role and responsibilities of the Board and its delegated authority to Management.

Directors:

All Directors elected or appointed to the Board of Directors (Board) are committed to overseeing
the interests of The Society of Hospital Pharmacists of Australia (SHPA), including progressing
the organisation’s vision, mission and objectives, and the legal, financial and ethical duties that
come with being a reputable non-profit organisation.

Each Director agrees to meet their obligations to SHPA in accordance with its Values and this
Charter, and the legislation that sets out the duties of a Director.

Directors agree to uphold and honour their fiduciary duties to the best of their abilities, to
effectively serve SHPA’s members, staff and stakeholders.

Charter Context:

This Charter complements and should be read in conjunction with the Constitution and other
policies approved by the Board.

The Constitution takes precedence over this Charter in the event of inconsistency. The
Constitution sets out the following purposes of SHPA:

Purposes

The overriding purpose of the Society, to which all purposes are directed, is to improve outcomes
from medicines use within hospitals and/or other healthcare facilities or settings where
pharmacists and other health professionals practise.

The focus of the Society and the purposes is on the utilisation of the full range of skills and
expertise of the pharmacist in medicines management to improve health outcomes, whether
working independently or with other members of the healthcare team.

Context

Recognising the changing nature of healthcare, all purposes are intended to be applied in all
settings of healthcare delivery, including the home.

In view of the above matters, the Objects of the Society are:

(a) To promote the safe and effective use of medicines by individuals and the wider
community throughout all steps of the medicines management pathway and its
background processes, by contributing the expertise of pharmacists and the
membership.
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(i)

)

(k)

To support pharmacists and the membership to work ethically, responsibly, competently
and to high professional standards when delivering healthcare and providing advice to
individuals and the wider community.

To contribute to the work of government and regulatory bodies in the development of
laws, policies and practices to improve safety and the controls regarding the review,
supply and preparation of medicines used in health care.

To provide information to members of the healthcare team to use medicines safely and
to support the safe administration and use of medicines by individuals.

To provide information to others about the professional contributions that can be made
by pharmacists to improve health outcomes and to provide relevant input to improve the
systems of healthcare delivery.

To develop practice standards for the pharmacist’s role in supporting the safe and
effective use of medicines, throughout the medicines management pathway, especially
in hospitals and other healthcare settings.

To promote and develop educational opportunities for pharmacists and others involved
in medicines use to improve the quality of care delivered to individuals and/or to
improve the safe and effective use of medicines by the wider community.

To promote competency frameworks and peer review for pharmacists and others to
enable them to improve their contribution to the safe and effective use of medicines for
the individual, the wider community or by a healthcare facility.

To foster, coordinate and support research that contributes to the body of knowledge
about the use of medicines, service delivery models and the systems of healthcare to
improve health outcomes with a focus on medicines management.

To promote closer relationships and co-operation between SHPA members and other
healthcare providers, professional, consumer and carer organisations, government
bodies and others to improve the safe and effective use of medicines.

promote and develop the effective, safe and culturally appropriate use of medicines by
Aboriginal and Torres Strait Islander persons.

This Charter is subject to the Corporations Act 2001 (Cth), the Australian Charities and Not-for-
profits Commission Act 2012 (Cth) (ACNC Act) and SHPA'’s Constitution. The purpose of this
Board Charter is to:

e Formalise procedures to help ensure that the Board acts in a transparent and dutiful manner
in both its internal and external dealings.

e Ensure that appropriate checks and balances are in place to monitor SHPA’s operations of
the business, and those charged with its management.

2. REGISTRATIONS AND LEGISLATION

SHPA was incorporated on 3 August 1962 as a public company limited by guarantee under the
Corporations Act 2001 (Cth) (Corporations Act).

SHPA was registered as a not-for-profit health promotion charity under the Australian Charities
and Not-for-Profits Commission Act 2012 (Cth) (ACNC Act), with the Australian Charities and
Not-for-profits Commission (ACNC) on 3 December 2012. The ACNC is SHPA'’s primary
regulator.

SHPA maintains subsidiary company, Pharmacy Development Australia (registered with ASIC on
29 August 2017).

3. GOVERNANCE ROLES
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3.1 Board Composition

The Constitution requires that SHPA has a Board of up to ten Directors, made up of one Director
per Branch who is a Full Pharmacist Member of that Branch, elected by the voting Members from
all Branches AND

further Directors appointed by the Board in accordance with clause 7.3 (Appointed Directors) so
that the total number of Directors is 10 or less.

Branches consist of:

Australian Capital Territory Branch;

New South Wales Branch;

Queensland Branch;

South Australia and Northern Territory Branch;
Tasmania Branch;

Victoria Branch; and

Western Australia Branch.

Director Independence

Directors will in principle follow the ASX recommendations for independent directors whether
elected or appointed, which state a Director will be considered independent if they:

a. Have not, within the last three years, been a principal or a material professional adviser
or a material consultant to the company, or an employee materially associated with the
service provided

b. Are not a material supplier or customer of the company, or an officer of or otherwise
associated directly or indirectly with, a material supplier or customer

C. Have no material contractual relationship with the company other than as a Director,
and

d. Are free from any interest and any business or other relationship, which could, or could
reasonably be perceived to, materially interfere with the Director’s ability to act in the
best interests of the company, for example, is not the Director or Officer of a competitor.

To ensure compliance:

a) Directors are expected to advise the Chair immediately if they believe they are not or
may no longer be independent

b)  Should the Chair or any Director have concerns about the independence of a Director,
they must immediately raise the issue with that Director and, if the issue is not resolved,
with the Board

c) Should the Chair have any concern about their independence, they must immediately
raise the matter with the Board

d)  The judgement of the Directors by major vote is final on matters of Independence.

SHPA considers the length of service on the Board is not relevant to Director’s independence.

3.2 The Role of the Board
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The Board is responsible for providing leadership to the company, and overseeing the overall
strategy, governance and performance of SHPA. The key roles and responsibilities of the Board
are to:

e Establish SHPA’s mission, vision, goals and objectives.
Establish, monitor and review SHPA'’s strategic direction
Review and approve annual budgets, financial objectives, significant capital allocations and
expenditures and major initiatives.

e Set, support and embody SHPA'’s culture.

e Ensure there are adequate resources to realise SHPA’s mission, values, goals and
objectives

e Ensure the maintenance of SHPA's status as a not-for-profit entity and registered charity.

e Recruit and support the Chief Executive Officer (CEO) and constructively monitor and assess
his or her performance.

e Determine the terms of employment and remuneration of the CEO.
Ensure that there are processes in place to identify, manage and monitor risks.
Ensure SHPA’s compliance with applicable laws and regulations, including ensuring its ability
to meet its debts as and when they fall due.

e Ensure there are mechanisms for consultation with members and key stakeholders, and
continuing accountability to them.

3.3 Role of the President

The President is to be elected from the Elected Directors who are Full Pharmacist Members and
may Chair any general meeting. Therefore, as Board Chair the President is responsible for
leadership of the Board, for the efficient conduct of the Board’s function and the briefing of all
Directors in relation to issues arising at Board meetings.

The Board Chair’s role is to:

e Preside over all Board meetings and general meetings of Members to ensure the effective
conduct of these meetings.

e Provide leadership in formulating strategic direction.

e Foster a constructive governance culture and apply appropriate governance principles
among Directors and with management.

e Ensure the Board is well informed and effective, and that the Directors, individually and
collectively, can air differences, explore ideas and generate the collective views and wisdom
necessary for the proper operation of the Board and the organisation as a whole.

e Ensure there are processes and procedures in place to evaluate the performance of the
Board and its Committees.

e Contribute to advocacy activities such as in the areas of government relations and Member
and key stakeholder engagement, and act as a spokesperson for SHPA at significant events.

e Provide the CEO with regular opportunities to discuss ideas and check directions, act as a
supportive sounding board for the CEO, and provide oversight of and support CEO
performance.

The President will be elected by the whole Board from the Elected Directors who are Full
Pharmacist Members at the first meeting of the Board after any Annual General Meeting.

3.4 Role of the Vice President

The Vice-President is to be elected from the Elected Directors who are Full Pharmacist
Members. The role of the Vice President as Deputy Chair is to assist the Board Chair in
performing their role, particularly with regard to governance matters. In addition, the Deputy
Chair fulfils the responsibilities of the Board Chair in the event that the Chair has temporarily
vacated their position or is not present at a meeting of Members or the Board.
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The Vice-President will be elected by the whole Board from the Elected Directors who are Full
Pharmacist Members at the first meeting of the Board after any Annual General Meeting.

3.5 Role of Individual Directors

As a Director of the Board of a charity registered with the Australian Charities and Not-for-profits
Commission (ACNC), there are duties and responsibilities that come with the role, including
various fiduciary duties owed to SHPA, which if breached, may lead to personal liability.

The ACNC Governance Standards set core, minimum standards that all charities must meet.
Governance Standard 5 specifically requires that charities take reasonable steps to make sure
that Members of their Governing Body know and understand their legal duties and carry out
these duties accordingly. These specific duties include:

e To act with reasonable care and diligence — Directors must exercise their powers and
duties with care and diligence that a reasonable person would if they were in the Directors’
place.

o To act with good faith in the best interests of the charity and for a proper purpose —
when acting as a Director, the individual must make decisions that are in the best interest of
the charity and to further its charitable purpose.

¢ Not to improperly use information or position — any special knowledge that is gained as a
Director must only be used for the benefit of the charity and never to further personal or other
interest. Similarly, the position should not be used to improperly gain an advantage for the
Director or someone else, or cause detriment to the charity.

e To disclose conflicts of interest — if the Director’s duty to act in the best interests of the
charity conflicts with (or may conflict with) any personal interests, this responsibility must be
disclosed.

¢ To ensure that financial affairs are managed responsibly - there are systems and
processes in place that ensure the charity’s resources are being effectively put towards the
charity’s purpose and are protected from misuse.

¢ Not to allow the charity to operate while insolvent — ensure that the charity can pay its
debts as and when they are due or will become due and that it does not continue to operate if
it cannot pay its debts.

Each Director brings their own unique skills and experience. With a diversity of skills and
experience, each Director is expected to contribute to the leadership and direction provided by
the Board as a whole. The key roles and responsibilities of each Director are to:

e Contribute to the articulation of the organisations’ strategic directions and priorities.

e Scrutinise the performance of management and monitor the reporting of performance.

e Participate in Board discussions providing constructive challenge, drawing on his/her skills,
experience and background.

Act in accordance with, and contribute to, the organisation’s values and culture.

Observe the highest level of business and professional ethics.

Be independent in their judgement and actions.

Manage conflicts of interest in accordance with the requirements of the Constitution, ACNC
Governance Standards and the AHPRA/Pharmacy Board of Australia Code of Conduct and
Conflict of Interest policy and procedures.

Represent SHPA to Members, stakeholders and in the public arena, as required

Serve on Board Committees, where required.

o Participate in Board induction, evaluation and training.

3.6 Appointment of Directors
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The appointment and removal of Directors is subject to the Constitution. The Nominations
Committee supports the Board by making recommendations on the appointment of
Appointed/Independent Directors.

3.7 Role of the Company Secretary

The Company Secretary is appointed and removed by the Board and is accountable directly to
the Board, through the Board Chair, on all matters to do with the proper functioning of the Board
and all governance matters. The Company Secretary is responsible for advising the Board on
governance matters and ensuring there is a system of corporate governance and compliance in
place.

The value of company secretaries is recognised in the ASX Corporate Governance Council’s
Corporate Governance Principles and Recommendations which state in the commentary to
Recommendation 2.5:

‘The company secretary plays an important role in supporting the effectiveness of the board by
monitoring that board policy and procedures are followed, and coordinating the timely completion
and despatch of board agenda and briefing material. It is important that all directors have access
to the company secretary. The appointment and removal of the company secretary should be a
matter for decision by the board as a whole. The company secretary should be accountable to
the board, through the chair, on all governance matters.’

The Company Secretary ensures that the Board meets its statutory and regulatory corporate
governance obligations and provides advice to Directors on matters including, but not limited to,
risk management, corporate ethics, governance, compliance and insurance.

3.8 Role of the Chief Executive Officer

Through the Board’s delegation of authority, the CEO is responsible for the operational
management of the organisation. The key roles and responsibilities of the CEO, with the support
of the executive management team, are to:

e Develop and recommend to the Board the strategy, goals, and key performance Indicators
for the organisation, and to implement these to ensure the operational success of the
organisation.

o Develop and recommend to the Board the annual budgets that support the organisational
strategy.

e Strive to achieve SHPA'’s key performance indicators and ensure that the day to day
business affairs of the organisation are appropriately monitored and managed within the
values, budget and risk appetite set by the Board.

e Ensure that SHPA has an effective management team and to effectively participate in the
development and succession management of that team.

e Maintain a positive and ethical work climate that is conducive to attracting, retaining and
motivating a diverse group of quality employees at all levels of the organisation.

o Formulate and oversee the implementation of operational policies.

e Provide the Board with accurate, timely and clear information on SHPA’s operations to
enable the Board to perform its responsibilities.

e Within the delegations of the Chair, serve as chief spokesperson for SHPA.

3.9 Relationship between the Board and the CEO

Day to day management of the organisation is conducted by, or under the supervision of, the
CEO as appointed by the Board.

Enquiries by Directors of management and by management of individual Directors should
primarily be channelled via the Board Chair and CEO. Where there is any direct material contact
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between individual Directors and executive management, the Board Chair and CEO should be
kept informed by way of courtesy.

4. KEY BOARD FUNCTIONS

The Board is responsible for protecting SHPA's rights and interests and is accountable to the
Members for the overall management of SHPA.

41 Setting Strategy
The Board will:

e Formulate, authorise and monitor SHPA's vision, mission and strategic objectives.

e Provide input that assists in identifying and understanding emerging trends and issues likely
to affect the well-being of SHPA’s Members and stakeholders.

e Agree the broad framework within which the strategic and business plans will be prepared

each year.

Recommend significant shifts in the broad strategic direction of SHPA to stakeholders.

Ensure there are adequate internal controls and ethical standards of behaviour.

Ensure the development of medium term and annual business plans.

Review and approve SHPA'’s financial objectives, plans and actions, including significant

capital allocations and expenditures; and

e Monitor the effectiveness of the governance policies under which it operates and make
changes are required.

4.2 Making Decisions and Delegating Authority

The Board may delegate any of its powers to any Committee (except to Advisory Committees),
Director, Employee or other persons for any period and on any terms (including the power to
further delegate), as permitted in the Constitution and the Corporations Act. Matters reserved for
the Board and those delegated to management are dealt with in the Board Delegations Policy.

Generally, matters that are of material, strategic or reputational importance, or which are either
critical or potentially catastrophic in nature must be referred to the Board within appropriate
timeframes. Operational matters will routinely be dealt with by management.

4.3 CEO Authority

As long as the CEO applies any reasonable interpretation of the Board’s policies, they are
authorised to establish all operational policies, make all operational decisions and design,
implement and manage all operational practices and activities within his/her delegated authority.
4.4 CEO Performance Assessment

The Board will set and agree annual performance indicators with the CEO at the commencement
of the performance year.

The CEQ’s performance will be evaluated annually by the Board against the achievement of
agreed goals and performance indicators.

4.5 Risk Management, Monitoring and Compliance
The Board will:

o Establish and approve the organisation’s risk appetite statement, risk framework and risk
management strategy
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e Review, challenge and provide oversight of the Company’s risk management system and
internal control systems.

e Review Management’s implementation of those frameworks and systems in accordance with
regulatory requirements.

The Board will ensure ethical behaviour and compliance with the SHPA's policies and statutes
and regulations, audit and accounting principles, and SHPA'’s stated values and its governance
documents. The Board will also ensure the integrity of SHPA'’s internal control and management
information systems so that its decision-making capability and the accuracy of its reporting are
maintained at a high level at all times.

4.6 Policy Framework

Where the Board sets governance policies and establishes the strategic direction including the
development of SHPA'’s purpose, goals and objectives, the CEO designs and manages the day
to day operational processes.

A Policy Framework is to be established to provide a register of each SHPA policy and shall
detail (a) when each document was created and updated (b) when it requires review (c) who is
responsible for it and (d) who administers it. A review of this register should occur at least once
a year to ensure all policies are accurate, current and relevant.

Governance policies include (but are not limited to): Code of Conduct, Delegation of Authority,
Financial Management, Investment Policy and Accounting Principles.

4.7 Stakeholders and Partnerships

It is recognised that SHPA would not be able to operate successfully without effective key
stakeholder relationships, collaborations and partnerships.

The Board is responsible for ensuring that these relationships, collaborations and partnerships
are established with the appropriate people and groups, and that they are well managed. The
Board Chair and CEO play a significant role in the relationship management of partnerships that
the Board sees as particularly important.

4.8 Authority to Communicate

The President is authorised by the Board as the spokesperson of the Board and may delegate
that authority to the Deputy Chair, another Director or the CEO.

The CEO is delegated as the primary media contact for SHPA. Where appropriate, the CEO
may delegate a media contact.

5. MEMBERSHIP

Members serve an essential role in good governance and hold the Board accountable for
delivering on the purpose and objectives of the organisation.

Membership of the Company will consist of eligible people who comprise the categories of
Membership with the eligibility and rights set out in the Constitution.

A full list of Members maintained by Company Secretary in accordance with corporations’ law.
6. IMPROVING BOARD PROCESSES

6.1 Board Meetings

Adopted December 2021



Board meetings will be held in accordance with the Company’s Constitution and the Corporations
Act.

Frequency

The Board must meet at least six times per year. Additional meetings may be scheduled as
directed by the Board Chair or otherwise as necessary to discharge the duties and functions of
the Board.

In addition to Board meetings, the Board will ensure that the meetings of Board Committees are
regularly convened (and attended by Directors where appropriate) and that the Committees
provide reports to the Board.

The Company Secretary will provide to the Board each year a proposed schedule of meeting
dates (including the proposed location) and accompanying work plan for the next calendar year
for all Board Meetings and Board Committees meetings to ensure an even workflow throughout
the year.

Attendance and voting

Meetings may be held either face-to-face or via electronic means (for example, teleconference or
videoconference), with the adoption of this Board Charter recording the Directors’ consent as a
standing consent to hold meetings entirely by electronic means.

Directors are expected to attend all meetings of the Board unless there is valid reason for non-
attendance and the Director’'s apology has been prospectively tendered to either the Board Chair
or the Company Secretary.

A directorship automatically ceases if the Director is absent without permission of the Board from
three consecutive Board meetings (excluding urgent meetings), becomes a bankrupt or makes
any arrangement or composition with personal creditors generally; or becomes of unsound mind
or a person whose person or estate is liable to be dealt with in any way under the law relating to
mental health.

All Board decisions will be determined by a majority of Directors present and entitled to vote.
Each Director has one vote. In the event of an equality of votes the meeting chair does not have
a second or casting vote.

Attendance by non-Directors

Only Directors have the right to attend Board meetings, with the Company Secretary/CEO invited
to attend all Board meetings as a standing invitee.

Other individuals, such as members of management and external advisors, may be invited to
attend all or part of any meeting as and when appropriate and necessary.

A non-Director who attends a Board Meeting may only participate in Board discussions to the
extent determined by the Board and may not take part in or vote on any Board decision.

Quorum

The number of Directors whose presence is necessary to constitute a quorum for a meeting of
the Board is five.

Notice of meeting and agenda
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Generally, at least one week’s notice will be given to Directors of all Board meetings. If an urgent
meeting is required, notice of such meeting will be given to each Director at least 24 hours in
advance, except where Directors have waived the required notice period.

The Company Secretary will finalise the agenda with the Board Chair. Any Directors may submit
an agenda item to the Board Chair and Company Secretary, together with any associated
papers, within 21 working days prior to the scheduled meeting. Any late or additional agenda
items will be accepted at the discretion of the Board Chair.

In setting the agenda, the Board Chair will ensure that enough time is allocated to appropriately
consider all agenda items.

The Company Secretary will distribute the agenda and all associated meeting papers no less
than one week prior to the meeting date.

In Camera Discussions

The Board Chair may direct that all, or a portion of the meeting is held “in camera” taking place
with only Directors present. Should substantive decisions be made in camera, these are to be
recorded in the minutes, as well as any actions arising to ensure they are monitored for
completion.

Record Keeping and Note Taking by Directors
The Company Secretary will maintain a complete set of Board papers on the SHPA system.

Directors may choose at their discretion to keep their own personal notes or comments on Board
papers. Personal notes and comments Directors choose to make are discoverable under the
law.

Minutes

Minutes of Board meetings are documented evidence of decisions, and decision-making
processes. The Governance Institute of Australia and the Australian Institute of Company
Directors have issued a Joint statement on Board Minutes that outlines the following key
principles on minute-taking:

e Board minutes are a record of Board decisions and the process by which decisions are
made. They should capture the key points of the discussion and the rationale for decisions.
This may help establish that Directors have exercised their powers and discharged their
duties to act with care and diligence in good faith.

¢ Minutes record the resolutions of the Board as a whole. It is not advisable to record
contributions of individual Directors, or to transcribe every detail of the discussion or debate
during the meeting.

e Minutes can demonstrate how the Board challenges management. The minutes should
record significant issues that Directors have raised with management, and the responses
received, or action promised. Recording challenges helps show that the Board as a whole,
as well as individual Directors, are discharging their duties. Challenges may be a simple
request to management for clarification or further information, or an expression of
dissatisfaction with information provided/omitted, with dissent recorded in the minutes.

e The quality of Board papers plays a crucial role in ensuring meetings run smoothly and
facilitating drafting of minutes. The content of the Board papers should also support the
Board decisions made. Directors should clearly specify their expectations of management
and regularly provide feedback in relation to the quality and adequacy of the Board papers.

Minutes are prepared in draft form and provided to the CEO and Board Chair for review within
seven working days of the meeting.
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As agreed by the Board, Board meetings are recorded. Minutes of meetings are confirmed and
signed at the next subsequent Board meeting. Once confirmed, the Board Chair will sign the file
copy of the minutes as a true and accurate record of proceedings. At this time, any recordings of
Board meetings are deleted.

The proceedings of all Board meeting are confidential, and the distribution of Board papers and
minutes of Board meetings is restricted to Directors, the Company Secretary/Minute Taker and
the CEO.

Board Action List

It is important to have a tracking and prioritisation process in place to ensure that action items
are completed in a timely manner. Actions can be noted directly in the meeting minutes and/or
summarised in a separate table that outlines what the action item is, who is responsible for
completing it, the date that it was created, and the proposed completion date for that task.

At the beginning of every Board meeting, this list is tabled.
6.2 Board Committees

The Board may establish one or more Committees to provide advice and recommendations to
the Board on specified matters (among any other function determined by the Board), which may
include the exercise of power delegated by the Board.

The Board has established two standing Committees — the Nominations Committee and the
Finance, Audit and Risk Management Committee.

The composition, role and function of both the Nominations Committee and Finance, Audit and
Risk Management Committee are set out in their respective Terms of Reference - included as
Attachments 1 and 2 to this Board Charter.

The Minute Taker will maintain minutes of each Committee meeting, which will be made
available at the next Board meeting, or earliest practicable Board meeting following the
Committee meeting.

6.3 Out of Session Decisions or Circular Resolutions

Matters requiring review, approval or endorsement by the Board or Board Committees, including
matters requiring a vote between scheduled meetings may be submitted to the Board or Board
Committee out of session.

The Board Chair will determine matters to be considered by the Board out of session and may
approve all information and the form of any motion prior to it being sent to Directors for
consideration. Any Director has the right to request an out of session consideration of a matter.
A meeting of the Board may decide to defer a matter for out of session consideration following
initial discussion in session. Matters to be considered out of session will:

e Only be approved for consideration by Directors based on urgency, necessity or at the Board
Chair’s reasonable discretion.

e Be provided to Directors with all relevant information.

¢ At the discretion of the Board Chair, be deferred and dealt with in-session should
consideration require discussion or debate by Directors.

e Be dealt with or resolved after enough opportunity has been given to all Directors to provide
a response.
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A Director can request that the Board Chair consider whether the matter should be brought to the
next Board meeting or to seek a special meeting of the Board.

An out of session resolution shall:

Be approved by all Directors entitled to vote on the resolution; and
Be regarded as approved by a Director if the document containing the terms of the resolution
has been signed by the Director either physically or by affixing a signature by electronic
means, and the document has been given to the Company

e Berecorded in the Circular Resolution Register

7. BOARD EFFECTIVENESS
71 Remuneration Principles

Directors are permitted to be paid by way of fees for their services, with the amounts, if any,
determined from time to time by the Board.

Directors’ fees are determined having regard to the need to maintain appropriately experienced
and qualified Directors, the organisation’s financial position and needs, and, the competitive
pressures in the marketplace.

Directors Fees are set out in the Directors Fees Policy.

7.2 Induction and Development of Directors
Induction of Directors

The Company Secretary will provide each new Director with a letter of appointment outlining his
or her appointment terms.

The Board Chair, with the support of the Chair of the Nominations Committee and CEO wiill
ensure all new Directors receive a comprehensive, structured and tailored induction on joining
the Board.

The induction is aimed to ensure new Directors are properly informed, supported and welcomed
to the Board from the time of their appointment, and to enable them to participate effectively in
the governance of the company. The induction program shall include (but not be limited to):

¢ An overview of the Organisation’s culture, external environment, strategic directions,
operations, financial position, and regulatory environment

Directors’ roles and responsibilities

Director remuneration

Directors indemnity and insurance cover

Identifying the new Director’s training needs

Relevant policies and governance documents, including the Company’s Constitution; and
Meeting protocol and dates of Board and Board Committee meetings.

Director Development

SHPA is committed to organisational learning and to the professional development of all its staff
and Directors. The Company promotes Board development in which all Directors are
encouraged to participate. Individual director development is to be designed to meet the needs
of the director and may include:
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. Participation in the Australian Institute of Company Directors (AICD) Company Directors

Course

. Ongoing AICD Membership

. Participation in specific AICD or other relevant governance or professional development
courses.

Activities which address a knowledge or skill need identified in a Board evaluation process
Activities which introduce or update the director’s knowledge of the organisation, its core
business and the environment within which it operates

. Activities and events which have the potential for networking which is deemed of strategic
importance for SHPA

For all Director Development activity:

a. The Director is to provide an application to the Chair of the Nominations Committee
outlining the rationale for participation in accordance with the principles listed above.

b. The Nominations Committee will consider an application as soon as practical, either at its
next scheduled meeting or out of session.

C. In general, the Director is to book and pay for the activity.

d. In such cases, the Director is to submit an expense claim (for Directors paid through the
payroll) or Tax Invoice (for Directors paid by invoice) for reimbursement, which will be
authorised for payment in accordance with the decision of the Nominations Committee.

e. Where this is not practical, for example where a group of Directors attend an approved
conference, SHPA will manage the group booking and registration processes. Directors
will be required to provide relevant receipts/documentation following the event.

Directors are generally expected to provide an oral or written report to the Board outlining the
learnings from professional development activities.

SHPA'’s Chief Financial Officer will report the amount spent on each Director’s professional
development activity to the Nominations Committee, which will report annually to the Board on an
aggregated basis.

These amounts available for professional development are to be reviewed annually within
SHPA'’s budgetary environment and may be suspended or reduced should financial
circumstances indicate.

7.3 Board Evaluation

Directors are encouraged to participate in annual Board appraisal exercises.

At regular intervals, the Board and Director appraisal should be undertaken by an external
consultant albeit with any findings in relation to individual Directors being kept confidential by the
consultant and fed back only to the individual concerned, and with the Board receiving
aggregated, anonymised results.

Each Director is expected to actively participate in the Board evaluation process.

7.4 Declaration and Management of Conflicts of Interest

Directors have a duty to avoid personal interests that conflict with the interests of the Company
and, where a conflict is thought to exist, to identify and disclose any potential, perceived or actual
conflicts of interest or related party transaction. The Board will consider and carefully manage
any conflicts of interest, determine whether the Director is entitled to discuss and/or vote on a
matter. The Board will immediately respond to any breaches.

A conflict of interest occurs when a Director’s personal interest/s conflict with their responsibility

to act in the best interests of the company. Personal interests include direct interests, as well as
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those of family, friends or other companies a Director may be involved with or have an interest in
(for example, as a shareholder). It also includes a conflict between a Director’s duty to the
Company and another duty that the Director has (for example, to another company). A conflict of
interest may be actual, potential or perceived and may be financial or non-financial.

On appointment, and at any time during their term of office that a new interest arises, a Director
must inform the Company Secretary whereupon the interest will be entered on the Register of
Interests and communicated to the Board.

Management of conflicts of interest

There will be a standing item on the agenda of each Board meeting prompting Directors to
consider and declare conflicts of interest as they arise.

Once a conflict of interest has been declared, the Board (excluding the Director disclosing and
any other conflicted Director) must decide whether the conflicted Director/s should:

e Be present in the room during discussion and/or debate of the matter
e Participate in any discussion and/or debate
e Vote on the matter

In exceptional circumstances, such as where the conflict is very significant or likely to prevent a
Director from regularly participating in discussions, the Board may need to consider whether it is
appropriate for the conflicted Director to resign from the Board.

The minutes of a Board meeting at which a Director declares or is identified by the meeting as
having a conflict of interest, must record the declaration and the way the conflict was managed.

If a Director is concerned about the existence, or potential existence of a conflict of interest in
relation to another Director that has not been declared, the concerned Director should discuss
the matter in confidence with the Board Chair in the first instance, or otherwise with the Chair of
the Nominations Committee if the conflict relates to the Board Chair. The matter should then be
discussed with the conflicted (or potentially conflicted) Director to determine how the matter
should best be resolved.

Register of Interests

The Company Secretary will maintain a Register of Interests that will act as the central repository
for all Directors’ declared interests.

The Register of Interests and declaration of Conflicts of Interest will remain a standing agenda
item for each Board and Committee meeting.

7.5 Confidentiality

All non-public information that Directors acquire in the course of performing their duties should be
treated as confidential: an obligation that continues to apply when a Director no longer serves on
the Board.

Other than as authorised by SHPA, as required by law, or in accordance with SHPA'’s legal or
financial advisors for the purpose of obtaining professional advice, or to the extent necessary to
perform their duties as a Director of SHPA, Directors shall not divulge such confidential
information, use or appear to use such confidential information for personal advantage of a third
person.

7.6 Insurance
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SHPA indemnifies Directors and Officers to the maximum extent permitted by law against liability
incurred in or arising out of the discharge of their duties.

The company seeks appropriate Directors’ and Officers’ (D&QO) insurance cover, where possible,
for all potential liabilities flowing from the indemnities. The Company Secretary holds a copy of
the insurance policy and can supply on request.

The Company maintains each Director's D&O insurance for seven years from the date at which
they cease to be a Director.

7.7 Independent Professional Advice

The Board and individual Directors have access to independent professional advice, at the
Company’s expense, where they deem it necessary to discharge their responsibilities as
Directors.

Prior to seeking professional advice, a Director must inform the Board Chair about the nature of
the opinion or information sought, the reason for the advice, the terms of reference for the advice
and the estimated cost of the advice. Where more than one Director is seeking advice about a
single issue, the Board Chair will endeavour to coordinate the provision of the advice.

The Board must be the recipient of such advice.

Independent professional advice for these purposes may include legal advice and advice of
accountants and other professional financial advisors on matters of law, accounting and other
regulatory matters but shall exclude advice concerning the personal interests of the Director
concerned (such as the Director’s service contract with the Company).

8. REVIEW

This Board Charter shall be reviewed annually at the first Board meeting of the calendar year.
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DIRECTOR REMUNERATION REGULATIONS OF
THE SOCIETY OF HOSPITAL PHARMACISTS OF AUSTRALIA LIMITED

ACN 004 553 806
ABN 54 004 553 806
PRELIMINARIES
R1 Basis for Regulations

These regulations have been made by the Board pursuant to Clause 8.5 for the purposes of
documenting the approved amounts that the Company may:

R1.1 pay by way of “reasonable remuneration for undertaking the ordinary duties of a
Director” under Clause 7.11.1; and

R1.2 reimburse to Directors for “reasonable travel and other expenses incurred by them
when engaged in the Society’'s business, attending meetings or otherwise in
carrying out the duties of a Director”.

R2 Definitions and Interpretation

In these regulations:

(a) “ATO Guidelines” means Taxation Determination TD 2012/17;

(b) “Clause” means a clause of the Constitution;

(c) “Constitution” means the Constitution of the Society;

(d) “Board Committee” means any formal Sub-Committee of the Board e.g. Finance,
Audit and Risk Management (FARM) Committee, Nominations Committee, Board
Executive;

(e) terms which are defined in the Constitution have the meanings given to them in the
Constitution.

R3 Remuneration

Having regard to:
R3.1 the nature and complexity of the Society’s activities;

R3.2 the Society being a not-for-profit organisation and registered health promotion
charity under the ACNC Act;

The Board approves that Directors will be entitled to be paid as follows:
R3.3  the daily fee is set at $600 for a Director and $1,000 for a Director who is also the
Chairperson of the meeting. Based on the expected number of meetings per annum,

directors are entitled to an annual fee calculated as per the table in R3.6, paid
quarterly;
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R3.4

Board Board FARM Nominations
Executive Committee Committee
Committee
Chairperson $5,000 $4,000 $4,000 $3,000
Member $3,000 $2,400 $2,400 $1,800

R3.5

R3.6

For example, a Director who is also the Chairperson of the FARM Committee and
member of the Nominations Committee would be entitled to an annual fee of $3,000
plus $4,000 plus $1,800 totalling $8,800 paid in equal quarterly payments.

the above fees are inclusive of the Director’'s performance of all his or her duties on
all other days when the Board or Board Committee neither meets face-to-face nor
via teleconference or other technological means. No further fees are payable for any
additional meetings which may be held from time-to-time.

Directors are expected to attend all meetings wherever possible, with a minimum of
80%. The raw number will be rounded up to the next whole number. A Director who
attends less than 80% of scheduled Board and Board Committee meetings will be
entitled to 80% of their scheduled fee. Board can resolve to pay 100% of the fee
where extenuating circumstances prevail, such as illness, bereavement etc.

R4 Reimbursement
The Society will pay reasonable reimbursements for travel expenses, accommodation and
meal allowances in accordance with the ATO Guidelines.

Distribution Responsibility Date

CEO Review & Recommend for Board Approval September 2017

SHPA Board Approved September 2017

Version control:

Version Date Updated by Description

1.0 2017 CEO Initial draft

2.0 2019 Emily Opray (HR/Operations) No changes following review by CEO

3.0 2023 CEO & President of SHPA Changes to remuneration & eligibility (Board Sub-

Committees and % of attendance)
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1. Personal Details

Application for Appointment to the Board of Directors of The
Society of Hospital Pharmacists of Australia

Title:

Given names:

Family name:

2. Contact Details
Please only provide details

at which you are happy to be contacted in relation to this position.

Home phone:

Work phone:

Mobile phone:

E-mail address:

Postal address:

3. Current Employment Details (if applicable)

Occupation:

Employer:

Address:

4. Tertiary and Other Relevant Academic or Professional Qualifications

Qualification

University / Institute

Date awarded

5. Committee or Board Experience

Please list any experience on Boards, Board committees or Advisory Committees.

Position / Title

Organisation

Start Date End Date

6. Memberships

Please list memberships of any professional or industry bodies.

Membership level

Body

Start Date
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7. Conflicts of Interest

Do you have any interests in a contract or proposed contract with

SHPA? ] Yes O No
If yes, please provide details:
Do you hold an office or have an interest, whereby whether
directly or indirectly, a conflict could arise with your duties and 1 Yes ] No
interest as a Director of SHPA?
If yes, please provide details:
8. Time Commitment
Do you have sufficient time available to meet the commitment
required of Directors? Over the course of the next 12 months,
each Director is expected to:
e Prepare, travel and attend a minimum of 4 face-to-face meetings
per year.
e Prepare and attend a minimum of 6 teleconference meetings per ] Yes 1 No
year
e Attendance at a Strategic Planning Workshop (one-day).
e Attendance at the Annual General Meeting
e Attend to all other matters including any such attendances as
are necessary to fulfil the role of Director
9. Director Pre-Appointment Checks
The following background checks may be undertaken in respect of a
potential director who is selected for interview. Do you give permission for
the following pre-appointment checks to be undertaken:
e Referees
Potential directors nominate referees who can comment on their
suitability for service as a director
e Bankruptcy
A person who has been, or who becomes, bankrupt will typically be
disqualified from appointment, or continued membership of a
board. The following two checks are undertaken:
- Australian Security and Investment Commission Register of
Persons Prohibited or Disqualified by ASIC under provision of
the Corporations Act 2001 (Cwlth)
L] Yes 0 No

- Insolvency and Trustee Service Australia National Personal
Insolvency Index

Police Check

A person convicted of an offence, unless it is very minor, may not

be suitable for service on a board.

A declaration of private of interest provided by the potential

director

This discloses actual or potential conflicts of interest.

Disqualification from acting as a director

A person who has ever been disqualified by a court or the

Australian Securities and Investments Commission from acting as a

director or manager may not be suitable as a director.
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10. References

Provide the names and contact details of two people who are prepared to provide a reference about
you.

Please only provide contact details at which your referees are happy to be contacted.

Referee 1

Name:

Relationship to
Applicant:

Home phone: Work phone:

Mobile phone:

E-mail address:

Referee 2

Name:

Relationship to
Applicant:

Home phone: Work phone:

Mobile phone:

E-mail address:

Why are you interested in being on the SHPA Board?
Please provide details (up to 250 words):

Skills Self-Assessment

Please note: It is not expected that each individual Director will hold all relevant professional and
industry skills. However, it is expected these skills will collectively be held by the Board.

Please provide relevant details against your 3 key skills from the list below (please note word limit of
250 words per skill).

Any further relevant information may be provided in the '‘Other’ section listed below.

Skills List:

Strategy: Ability to think strategically, identify and critically assess strategic opportunities and
threats, and to develop effective strategies in the context of the objectives of the SHPA and relevant
national policies and priorities.

Financial Performance: Suitable experience in accounting and/or finance and the ability to analyse
key financial statements, critically assess financial viability and performance, contribute to strategic
financial planning, oversee budgets and efficient use of resources and oversee funding arrangements
and accountability.

Corporate Governance: Knowledge and experience in best practice corporate governance including
the fiduciary and legislative frameworks that underpin the organisation in the not-for-profit context.
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Information Technology and Digital Disruption: Knowledge and experience in the strategic use
and governance of information management and information technology including transformation
caused by emerging digital technologies.

Communications: Knowledge and experience in strategic and corporate communications, with an
ability to apply this in a non-profit or healthcare context.

Commercial/Executive Management: A broad range of commercial/business experience,
preferably in the small to medium enterprise context. Example skills may include set-up of
businesses, business systems, practices and improvement.

Health Care: Experience in health care, for example, general practice, nursing, allied health,
pharmacy or aged care.

Understanding of the Pharmacy sector: Knowledge and experience in respect of the delivery of
pharmacy services, in hospital or community settings, including contemporary issues and the policy
environment.

Legal: Knowledge, experience and understanding of legal issues relevant to a not for profit
organisation.

Advocacy: Experience and understanding of representing an organisation to key stakeholders and
sectors such as government, funding agencies and the health workforce sector.

Strategic Partnerships: Experience and networks with pharmacy stakeholders including pharmacy
organisations, government, primary and tertiary health care providers and the ability to effectively
engage and communicate with those stakeholders.

Risk and Compliance Oversight: Ability to identify key risks to the organisation in a wide range of
areas including legal and regulatory compliance, and monitor risk and compliance management
frameworks and systems.

Not for Profit Organisation: Knowledge and experience of the organisational management of a
not for profit/government funded organisation.

Skillset #1: Strategy

Skillset #2: Health Care

Skillset #3: Advocacy
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Other (if required)

Please submit your completed APPLICATION and CV to:
SUBMIT TO: eopray@shpa.org.au

CLOSING DATE: Sunday 6™ August 2023
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