DIRECTOR’S
WORKBOOK
A guide to the role and responsibilities
of a housing co-operative director
October 2017

CONTENTS
WELCOME TO THE DIRECTOR’S WORKBOOK

1

PART ONE: ROLES AND RESPONSIBILITIES OF A CO-OPERATIVE DIRECTOR

3

PART TWO: THE WOMBAT CO-OPERATIVE CASE STUDY

13

PART THREE: TERMS AND DEFINITIONS

21

PART FOUR: FURTHER INFORMATION

28

DIRECTOR’S WORKBOOK OCTOBER 2017

WELCOME TO THE
DIRECTOR’S WORKBOOK
This workbook has been developed by CEHL in consultation with the Training Advisory
Committee (TAC) to provide a practical guide for co-operatives and individual members.
It incorporates content from the ‘Role and Responsibilities of Directors’ training sessions
held in February 2017 and feedback from those who attended the training and suggestions
by TAC members.
This workbook provides guidance to CEHL Housing Co-operatives about the roles and general responsibilities
of directors of all co-operatives in our program. It does not detail the role of Office Bearers.
The information provided in this workbook is not to be considered as legal advice. Any co-operative needing
legal advice should contact Consumer Affairs Victoria or their CEHL Co-operative Development Coordinator
for further information or referral.
THE OBJECTIVES OF THIS WORKBOOK ARE TO
1. Describe directors role, responsibilities, obligations, and conduct
2. Provide practical models for how a co-operative can manage succession planning
3. Introduce the characteristics of ‘good governance’ and demonstrate how co-operatives can use them to
improve their effectiveness
4. Provide a practical learning tool that can be used by co-operatives and members.
STRUCTURE OF THE WORKBOOK
This workbook is divided into four sections:
PART ONE: Roles and Responsibilities of a Co-operative Director
This section has information about specific areas of responsibility co-operative directors hold and their
relationship with members, the CEHL Program and other authorities.
PART TWO: The Wombat Co-operative Case Study
This section looks at how the information provided in Part One might apply in a year in the life of a housing
co-operative. It demonstrates how a co-operative can create a positive culture by looking for solutions
using the characteristics of good governance.
PART THREE: Terms and Definitions
This section explains key terms and definitions used in the workbook.
PART FOUR: Further Information
This section lists organisations that provide useful resources for co-operative directors.
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How to use this workbook
This workbook includes tasks that can be completed at any time and in any particular
order, according to what an individual or group wants to learn about. TAC suggest the
following ways for groups and individuals to use this Workbook.
AS A GROUP
•• Use the workbook at co-operative meetings as an ‘icebreaking’ activity; or plan to complete one
section at a time at each co-operative meeting
•• Schedule a training meeting for your co-operative and complete the whole workbook together
•• Ask a small group to read through the workbook and find questions, examples, and activities that
might be particularly relevant to your co-operative
•• Ask everyone in the co-operative to complete the workbook individually and schedule time at a
meeting to compare everyone’s responses
•• Each member completes different sections and then reports back to a co-operative meeting to explain
their section to everyone else.
AS AN INDIVIDUAL
•• Ask new directors to complete as an induction activity
•• Suggest new members complete the workbook as part of their active membership commitments
along with mentoring from an experienced director.
Remember to use the Terms and Definitions section at the end of this workbook
Organisations and websites that offer more information can also be found on the final page.
AFTER COMPLETING THIS WORKBOOK YOU WILL BE:
✓ more confident in understanding a director’s role, responsibilities, obligations and conduct
✓ able to identify succession planning options within your co-operative
✓ able to apply good governance practices within your co-operative.
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PART ONE
ROLE AND
RESPONSIBILITIES
OF A CO-OPERATIVE
DIRECTOR
Co-operative and Program goals:
CO-OPERATIVES ARE:
•• Run by and for their members, through democratic control
•• Open to all people who are willing to accept the responsibilities of membership.
THE CORE VALUES OF ALL CO-OPERATIVES
••
••
••
••

Openness and honesty
Caring for others and social responsibility
Self-responsibility and self-help
Democracy; equity and equality; and solidarity.

These values guide the role of directors of CEHL Housing Co-operatives, ensuring they are accountable to
co-operative members and make decisions in the best interest of their co-operative as a whole.
Directors must also ensure that they and co-operative members work consistently with the International
Co-operative Principles and CEHL Program Principles.
TASKS:
•• Obtain a copy of the International Co-operative Principles for Housing Co-operatives.
Research what they say about Education, Training and Information
•• Obtain a copy of the CEHL Program Principles. Research what they say about
‘Working Together’.

HINT: Check the CEHL website for these resources

DIRECTOR’S WORKBOOK OCTOBER 2017

3

Eligibility
A director is a member of the co-operative’s Board that manages or oversees the affairs of
the co-operative. The Board is a group of directors entrusted with the overall direction of
the co-operative and must be accountable to all members of the co-operative.
WHO CAN BE A DIRECTOR?
•• Any current eligible co-operative member may nominate to be a director
•• Co-operative members must be nominated as per your co-operative’s registered rules
•• Some CEHL Housing Co-operatives have an ‘all directors model’ with their registered rules stating that
every member is automatically a director (so they are not nominated to become a director).
WHO CANNOT BE A DIRECTOR?
•• A member who is a current bankrupt or director of a company that has been declared insolvent, or those
convicted of fraud cannot nominate for the Board as specified by Co-operatives National Application Act
(2013) (known as the Co-operatives National Law)
•• This includes any member of an ‘all directors’ co-operative, please refer to your co-operative’s registered
rules for how to resolve what role such a member would hold
•• A director who owes more than 21 days in rent arrears must stand down until the arrears are resolved, as
stated in the CEHL Program Directives.
TASKS:
•• Obtain a copy of your registered co-operative rules. Check what they say about
nominating directors
•• Obtain a copy of the CEHL Program Directives. Check what they say about how to
address directors being more than 21 days in rental arrears.

HINT: Check the CEHL website for this type of resource
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Directors responsibilities
WHAT ARE THE OVERALL RESPONSIBILITIES OF DIRECTORS?
•• Be responsible for the Board’s functioning and ensure that decisions are made in accordance with the
co-operative’s own rules and policies
•• Be accountable to co-operative members and act in the best interests of the co-operative as a whole
•• Ensure the co-operative operates according to relevant laws and program requirements including:
–– the Co-operatives National Law
–– the Residential Tenancies Act (when acting as a landlord)
–– Housing Registrar Performance Standards
–– CEHL Program Policy
–– the Co-operative/CEHL Agreement (CCA)
•• Ensure the operational responsibilities of the co-operative are well managed including: financial management;
member selection (and tenancy management and property maintenance when acting as a landlord)
•• Conduct long term, strategic planning for the co-operative
•• Keep informed about Program developments and maintain regular communication with CEHL, working in
partnership with CEHL to plan for the co-operative and the CEHL Program overall
•• Report about their activities to the co-operative and provide written reports and copies of Meeting Minutes
to all members
•• Consult with members to review rules and policies as needed.
WHAT ARE THE MAIN FINANCIAL RESPONSIBILITIES OF A DIRECTOR?
•• Ensure the co-operative remains financially viable and financial plans and practices are in accordance with
the co-operative’s policies and goals
•• Regularly monitor all income and expenditure and investigate any unexpected changes to the amounts
budgeted and that two or more directors approve expenditure in accordance with the approved budget
•• Maintain a cash reserve that is enough to cover the usual monthly bills and ensure the co-operative does not
operate as insolvent
•• Ensure financial records are true, accurate and kept up to date(with all monies accounted for_ and tax and
auditing requirements are met
•• Develop procedures to prevent theft or misuse of co-operative funds and to ensure that financial decisions
are made in the best interests of the co-operative
•• Issue financial reports regularly to all members.
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WHAT RECORDS MUST DIRECTORS KEEP?
•• All records of a co-operative are owned by the co-operative and (except where confidential) should be
available to all members. Delegated directors are responsible for managing co-op records during their term.
The following records must be present at every co-op meeting:
–– the Members Register and Share Register (can be combined)
–– Minutes of the previous meeting
–– Attendance records
–– an Agenda for the current meeting
–– a current cashbook statement as part of the Treasurer’s report
•• When a director retires from their role they are responsible for ensuring all the co-op records and
equipment are handed over to the new directors
•• It is important to maintain true and accurate record keeping at all times, including all registers,
correspondence and meeting minutes.
WHAT ARE THE ROLES OF OFFICE BEARERS, ASSISTANT DIRECTORS AND SUB-COMMITTEES?
•• Co-operatives will often appoint office bearers or sub-committees to manage particular tasks relating to the
responsibilities of the Board or the co-operative. Office bearer roles will often include:
–– Chairperson
–– Secretary
–– Treasurer
–– Member Selection Coordinator
–– Maintenance Coordinator (CERCs with Landlord responsibilities)
–– Rents Officer (CERCs with Landlord responsibilities)
•• The co-operative’s registered rules will determine how office bearers are elected
•• Office bearers report on their activities to the Board so that the Board can make informed decisions
•• Office bearers cannot make decisions on behalf of the Board unless given proper delegation by the
Board to do so
•• Assistant director roles or sub-committees may be established to assist with the workload of office bearers
and promote opportunities for skill sharing and succession planning
•• Assistant directors or sub-committees may make recommendations to the Board but only Board members
may vote to make a final decision, unless the Board has given a specific written delegation.
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HOW CAN GENERAL MEMBERS SUPPORT CO-OPERATIVE DIRECTORS?
•• Attend meetings and participate in discussions so that directors are aware of your priorities
•• Try to find solutions that will bring about the best outcomes for the whole co-operative
•• Learn more about the director roles and your co-operative’s processes so that you can be clear about how
decisions are made
•• Attend training and CEHL Program events to bring information back to the directors if needed
•• Offer to help as an assistant director or sub-committee member, or simply by chipping in with tasks such as
mail-outs when needed
•• Plan when you can take your turn as director and help current directors to make succession plans.
TASKS:
•• Get a copy of the CCA for your co-operative. Research the maintenance responsibilities
for your co-operative and for CEHL
•• Get a copy of your co-operative’s most recent financial report and talk to your treasurer
about how it compares to the co-operative budget
•• Find the engagement calendar on the CEHL website. Check what CEHL Program events
are coming up.

HINT: Check the CEHL website to see a standard copy of a CCA
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Good governance
The word ‘governance’ describes the systems and processes put in place that steer an
organisation’s direction in being legally compliant in their operations.
These systems and processes also support how an organisation makes and
implements decisions.
WHAT ARE THE EIGHT CHARACTERISTICS OF GOOD GOVERNANCE?
1. Accountability
Co-operatives have an obligation to report, explain and be answerable for the consequences of decisions
it has made.
2. Transparency
People should be able clearly see how and why a decision was made – what information, advice and
consultation the co-operative has considered, and which regulatory and legislative requirements (when
relevant) have been followed.
3. Rule of law followed
This means that decisions are consistent with relevant legislation or common law and are within the powers
of the co-operative.
4. Obligations met
Co-operatives need to meet the requirements of the contracts, policies and regulations related to the
services that they provide.
5. Responsive
Co-operatives should always try to serve the needs of the entire membership while balancing competing
interests in a timely, appropriate and responsive manner.
6. Equitable and inclusive
A co-operative must ensure that all of its member’s interests have been considered fairly in the decisionmaking process, particularly the most vulnerable. Decisions balance the need for consistency with the
ability to respond to exceptional circumstances.
7. Effective and efficient
Co-operatives should implement decisions and follow processes that make the best use of the available
people, resources and time to ensure the best possible results for their members.
8. Participatory
Anyone affected by or interested in a decision should have the opportunity to participate in the process
for making that decision. This can happen in several ways – members may be provided with information,
asked for their opinion, given the opportunity to make recommendations or, in some cases, be part of the
actual decision-making process.
NB: These eight good governance characteristics have been adapted from materials prepared by the Local
Government Association.
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WHAT IS ‘CONFLICT OF INTEREST’?
A conflict of interest is a situation where someone is supposed to act one way but has incentive to act in
another way. For a director a conflict of interest may include:
•• making decisions regarding members who are family
•• making favourable maintenance decisions involving their own house
•• receiving a direct financial advantage (i.e. cash) or indirect benefit (i.e. free goods), or causing another
member to experience a financial disadvantage.
HOW DO DIRECTORS MANAGE CONFLICT OF INTEREST?
•• Directors must declare any conflict of interest (or potential conflict of interest) as soon as they are aware of it
•• A declaration of a conflict of interest must be minuted
•• Once a declaration is made the relevant director is unable to be present at any discussion and/or
co-operative meeting or take part in any decision made in relation to their stated conflict of interest.
HOW ELSE CAN DIRECTORS DO THEIR JOB WELL?
••
••
••
••
••

Create an atmosphere that encourages positive discussions, teamwork and member participation
Listen and remain willing to learn
Set an example to all members of good communication and clear leadership
Offer information and assistance to members and remain approachable
Help members to understand the co-operative’s registered rules and resolve disputes fairly and
immediately address any anti-social or disruptive behaviour
•• Use transparent processes when making decisions and inform members of outcomes
•• Never use the position or any information acquired while carrying out the role for personal and/or
financial gain.
TASKS:
•• Look at your co-operative’s registered rules. Research what they say about electing
Office Bearers
•• Find the Fact Sheet on the CEHL Website for “Using CERC Members of family members
as paid contractors”. Check with your co-operative’s Maintenance Director about how
your co-operative follows the advice
•• Find the Code of Conduct for Directors on the CEHL Website. Check how the directors
of your co-operative follow the advice.

HINT: Check the CEHL website to see a standard copy of a CCA
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Succession planning
WHAT IS ‘SUCCESSION PLANNING’?
A Succession Plan maps how a co-operative will enable ‘passing the baton’ of leadership within the co-operative.
Effective succession planning encourages, identifies and develops new leaders within the co-operative and
helps a co-operative to manage changes when directors retire or leave the co-operative. It can prevent a
co-operative from losing skills and knowledge during times of change.
A Succession Plan supports members to learn new roles and ensures the operational practices of the
co-operative are maintained.
HOW CAN DIRECTORS MANAGE SUCCESSION PLANNING?
•• Every director has an active role in succession planning
•• Directors should encourage members to think about and discuss succession planning and participate in the
workload of their co-operative in order to gain relevant skills, knowledge and confidence
•• During the Member Selection process, current directors need to think about who might have the ability
to become a director in the future and how the co-operative can assist the applicant to build relevant skills
and knowledge
•• Establish assistant director roles and subcommittees to share workloads and build skills and confidence
•• Implement ‘Active Membership Agreements’ (AMAs) that include learning new skills and taking turns acting
as an assistant director
•• Develop and implement a rotation process for the office bearing roles to avoid a small group of members
undertaking the director roles for long periods of time
•• Organise social events that build on relationships and make director roles more appealing
•• Encourage new directors and members to attend training and events that will assist them to learn different
roles and be confident with managing their co-operative’s tasks
•• Introduce a “buddy” role that allows members to gain ‘on the job’ experience.
TASKS:
•• Has your co-operative considered assistant director roles or subcommittees? Have a
discussion to see if they could assist manage your co-operative’s workload
•• OR if you already have these roles or sub committees in place, check how they operate
within your co-operative
•• Does your co-operative have a succession plan? If yes, research how you can assist with
implementing the plan. If no, talk with a director about how the co-operative could start
to undertake succession planning.

HINT:	For tips on succession planning and practical planning tools go to
https://www.ourcommunity.com.au/leadership website
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PART TWO
THE WOMBAT
CO-OPERATIVE
CASE STUDY

HOW TO WORK THROUGH THE WOMBAT CO-OPERATIVE CASE STUDY:

Follow Wombat Co-operative over a year to find out their story and help them to resolve
their difficulties. Complete the tasks, by using Part One of this Workbook or the websites
listed in Part Four at the end of this Workbook.

Read the Case Study to get information on what is happening with Wombat Co-operative

Read about the regular bi-monthly meetings the co-operative; and the extra meetings
some members arrange to address their concerns

Complete the Tasks

Make a note of what you have learnt
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CASE STUDY: WELCOME TO WOMBAT CO-OPERATIVE

Wombat Co-operative was established 25 years ago. It has 15 properties which are all single
dwellings. The co-operative is on the fringe of Melbourne and two of its houses are in a
regional town 25 minutes’ drive away.
For a long time the co-operative ran smoothly with minimal changes to the directors and the
members. The co-operative had a healthy bank balance and regularly carried out 12 month
annual property inspections which helped them plan their cyclical maintenance.
However, three years ago some of the founding members (including three directors)
moved into an over 55’s co-operative and two others are currently on medical leave from
participating in the co-operative.
The new directors have had some difficulties learning their role as there have been some
changes in the workload. Their houses are aging and need more regular maintenance and
some also need structural repairs.
The Wombat Co-operative try to meet in a neighbourhood house which is in a central
location so everyone can attend the meetings. Their rules require them to meet every
second month and with 15 members they need eight to make a quorum.
Two years ago a very heated argument broke out between the Maintenance Director
(Shirley) and a general member (Greg) during a co-operative meeting held at the
neighbourhood house. Now the neighbourhood house refuses to give the co-operative a
regular booking. The Secretary has to check the room’s availability each month and, when it’s
not free, Wombat Co-operative meet in a building in the regional town. Whilst co-operative
members know the date of their meetings in advance, they often don’t know where the
meeting will be held until two days beforehand.
The Treasurer (Frances) is an experienced bookkeeper and knows how to do the role. Shirley,
the Maintenance Director, has a group of tradies that she works closely with. They both know
their jobs and don’t want to spend time explaining to anyone else how to do them. They
don’t see why reports are important and often give very little information as they believe
everyone should trust the work they do.
Frances and Shirley don’t get along, however, and they often shout at each other
during meetings.
A group of long term members want a change and have started talking amongst themselves
about what they could do.
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WOMBAT CO-OPERATIVE: JANUARY SPECIAL GENERAL MEETING

JAN

FEB

MAR

APR

MAY
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NOV

DEC

The general members call a Special General Meeting to discuss the way the board is
operating and how they can improve things in the year ahead.
The co-operative members who attend the meeting decide things need to change for the
future viability and sustainability of the co-operative. In the months ahead, the directors and
members decide to work together to improve:
••
••
••
••
••

Transparency in the co-operative’s decision making processes
How the Wombat Co-operative reports are presented and tabled
Member engagement
The culture of the co-operative and improving communication between members
How they transfer skills from retiring directors and train members so they are ready to
take on Board roles.
TASKS:
•• Look up your co-op rules to find out how a general member can call a Special
General Meeting
•• Reflecting on the director’s responsibilities in Part 1 of the Workbook (pg 5 & 6), what are
three governance issues the Wombat Co-operative members might want to discuss?
•• Identify three ways the directors of Wombat Co-operative could improve how they
perform their duties and carry out their role.
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WOMBAT CO-OPERATIVE: FEBRUARY GENERAL MEMBERS MEETING
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Robert, the Chair, tries to teach Karen (a general member) to chair the meeting as part of
succession planning for the role but interrupts so much that Karen decides it is too hard and
gives up.
The Wombat Co-operative considers the CEHL Program Policy on Rent Arrears and readily
adopts it. They are proud of the fact that they only have two members in rent arrears but
both are over 30 days behind and they think the policy will help them to address them in
a clear and consistent way. One of the members in arrears is Fred, the Member Selection
Director.
Shirley is offended that at the last meeting some members (especially Greg) said she takes
too long to respond to maintenance requests and favours particular members. Because
Shirley doesn’t provide a written report at general meetings, the members can’t check if
requests are being responded to properly. Shirley threatens to step down if people don’t
trust her to do the job.

TASKS:
•• Check the CEHL Program Directives, to see what action must be taken if a director is
more than 21 days in rental arrears
•• There are lots of ways Wombat Co-operative could be more successful with succession
planning. Research if your co-operative have used any of these strategies to manage
succession planning:
–– Developing clear position descriptions for the director roles
–– Having assistant directors, mentored during their first year, so they can be fully
prepared to hold a director role in the future
–– Trusting others by delegating responsibility for some tasks to other members.
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WOMBAT CO-OPERATIVE ACTIVITY IN MARCH

JAN
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After the February meeting the interested general members get together for a casual chat to
talk about how they want things to change at Wombat Co-operative.
They start to talk about what they can do to help and come up with a list:
•• Angela is going to chat with Greg to discuss the long standing argument he has with
Shirley (the Maintenance Director) and see if she can help them resolve their differences
•• Two members are going to meet with members who were upset at the meeting as they
are concerned the difficulties within Wombat Co-operative are stressing them out and
affecting their health
•• Brad is going to contact Robert to ask him as the Chair of Wombat Co-operative for time to
chat about these suggestions. He is also going to offer some resources from his workplace
that might be useful for Karen and ask Robert if the directors would like any other help
•• Robert says he knows Fred must be asked to step down as director while he is more than
21 days in rental arrears but he is worried about who will manage Fred’s tasks. He tells the
group he will chat with the other directors about what to do.
At the same time Paul is excited as he has found a new meeting venue that looks good and is
affordable. He hopes a new meeting venue will improve the atmosphere at the meetings.
Paul has chatted with the Treasurer, Frances, about whether the co-operative can afford the
fee and has arranged for them to visit again together so she can check it out as well and they
can give an update to everyone at the April meeting.
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WOMBAT CO-OPERATIVE: APRIL GENERAL MEMBERS MEETING
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Frances, the Treasurer, has won Tattslotto and is moving to Queensland next week. She paid
all the rent she owes and bought everyone a Tatts ticket and a new mobile phone.
There isn’t a quorum for this meeting, with nine Members unexpectedly absent.
Shirley is not responding to the maintenance requests members have emailed to her and
Fred still has rental arrears and has not stepped down as a director.
Those who did attend are excited about their fancy new mobile phones – many have their
kids teaching them how to use them.
Paul gave a report on the new meeting venue including sharing some photos of the facilities.
Frances as part of wrapping up her role as Treasurer, confirmed the Co-op could afford the
monthly fee.
The meeting concluded with the directors arranging for three members to form a Member
Selection Committee, to manage the vacancy caused by Frances leaving.
TASKS:
•• Look up your co-operative rules to find out how many members must attend a general
meeting for there to be a quorum
•• Then check to see what the co-operative must do if they don’t have a quorum at
their meeting
•• Frances, the Treasurer has quit with no notice. Does her approach match with the 8
characteristics of good governance? Take a look at them and discuss with a director
what approach Frances could have taken
•• Check how your co-operative manages new member selection process.
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WOMBAT CO-OPERATIVE: ACTIVITY IN MAY
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The six members who did attend the April meeting agree afterwards to have a casual catch
up before the next meeting. They want to look at the suggestions the general members have
come up with.
They get together in May at the suggested new meeting venue – as this gives them a chance
to test it out.
•• The group have identified by chatting to members not coming to meetings that some
people were sick and tired of the fighting at the meetings so stopped coming
•• Two members who were upset at the meeting are now unwell and need to take leave. Both
said they would like to be part of social activities if Wombat Co-operative starts doing that
sort of thing again
•• Shirley admits she has been feeling overwhelmed for ages as the Maintenance Director.
She needs some help to get back on top of things, then she knows it will be easier to
manage all the phone calls and organise tradies on time
•• Robert says he knows things need to change and as Chair he wants to show more
leadership, which includes talking to Fred about his rental arrears. However, he also wants
more people need to learn about the director roles and asks if someone wants to be
Assistant Maintenance Director to learn about the role from Shirley
•• Two members are interested in being the Assistant Maintenance Director but want to
know more about the role. They arrange a time to catch up with Shirley and it’s agreed
that at the June meeting the Chair will call for nominations to formally fill an Assistant
Maintenance Director role.
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WOMBAT CO-OP: JUNE GENERAL MEMBERS MEETING
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Nine people attend the meeting at the new venue. It goes well, with more open
communication between those present.
Shirley is back on board as Maintenance Director. She apologies to everyone before the
meeting starts for her absence and inconvenience caused to other members. However, she
also says the workload has been too high and is pleased to see the June Meeting Agenda has
an item about establishing an Assistant Maintenance Director role.
Brad is elected as the Assistant Maintenance Director and two other members nominate
to learn the Treasurer and Assistant Treasurer roles but they are concerned they don’t have
the right skills for the job. Another general member knows the Treasurer from Echidna
Co-operative which is quite close to Wombat Co-operative and thinks they could help with
training. Robert, as Chair, formally thanks the members for nominating and says he will be in
touch to arrange an ‘induction’ meeting with them.
After the meeting Robert contacts Echidna Co-operative and asks their Treasurer to assist
Wombat’s new Treasurer and Assistant Treasurer to learn about their roles.
TASKS:
•• A ‘good governance’ practice for Wombat Co-operative would be to develop position
descriptions for the Assistant Maintenance Director and Assistant Treasurer roles. Take
another look at the 8 characteristics of good governance and think about how else the
co-operative can support the members taking on the new assistant director roles
•• There are other ways the members can support the Maintenance Officer. Research if
your co-operative have tried any of these strategies:
–– Appoint an Assistant Maintenance Director
–– Establish a maintenance sub-committee to plan for how major repairs will
be managed
–– Ask for volunteers to assist the Maintenance Director conduct the Annual
Property Inspections.
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WOMBAT CO-OPERATIVE: ACTIVITY IN JULY

JAN

FEB

MAR

APR

MAY

JUN

JUL

AUG

SEP

OCT

NOV

DEC

Eight members are now actively working together to improve things at Wombat
Co-operative. They get together again for a catch up to discuss how things are progressing.
Robert points out that one member came to the June meeting who hasn’t attended in
ages. He is really pleased that Brad is now the Assistant Maintenance Director and others
nominated for the Treasurer and Assistant Treasurer roles and thanks them again.
Everyone agrees that the new meeting venue worked well. Two members suggest having
a social BBQ after the meeting as there is an outdoor area that is partially enclosed and
has heaters. They offer to arrange the event and promote it by speaking to every member,
including those on medical leave, to encourage them to attend. They plan to get other
members involved as part of a working group to get people talking together about
positive things.
Paul says the official Member’s list is out of date. As Secretary, he will follow this up before the
next meeting and look at different ways to remind people of the meeting dates and prompt
people to attend.
Fred is still in rental arrears and hasn’t voluntarily stepped down as a director, so Paul is going
to help Robert arrange a meeting with the other directors to discuss how to approach Fred
about stepping down and how they will share his tasks when this happens.
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WOMBAT CO-OPERATIVE: AUGUST GENERAL MEMBERS MEETING
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Paul has updated the Members contacts list with everyone’s mobile phone details and is
sending reminder text messages about the meetings. This has worked well as Paul received
official apologies from those not attending. With 10 members present for the second
meeting in a row and new people in the director roles there was a quorum present as
required for some of the Agenda Items.
However, three members didn’t attend the April or June meetings and there are still two
members on extended medical leave of absence.
Angela, as the Wombat Co-operative’s new Treasurer, has done a review of the Co-op’s rental
records and reports to the group that two members are now more than 60 days in arrears.
One member has failed to comply with their catch up plan while the other, who is a director,
has no plan in place to pay back their arrears. Robert says he will report these rental arrears
to CEHL.
The group agrees things are changing at Wombat Co-operative, but more work is required.
They agree to continue with the new ‘social working group’ and think about possible
activities, if the BBQ after the meeting is a success.
All ten members stay after the meeting for the BBQ – with a few of their kids joining in as well.
TASKS:
•• The co-op has developed some positive approaches to solving their problems.
–– List the approaches you recognise from Part One of this workbook
–– List other actions they need to take to improve their governance
•• The co-op need to address the participation issues of the members still not coming
to meetings. Check your co-operative’s Active Membership Agreement, to see what
strategies could be used
•• Check your co-operative’s CCA to find out when a co-operative must report rental
arrears to CEHL.

HINT:	You may also want to look for guidance information on the CEHL Website
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WOMBAT CO-OPERATIVE: ACTIVITY IN SEPTEMBER
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As Chair Robert has a chat with Fred, the Member Selection Officer, the day after the August
meeting. Robert asks Fred to step down as he is now more than 60 days in rental arrears and
he should have voluntarily stepped down after being 21 days in rental arrears.
Fred tells Robert his part time work hours have been reduced so he is struggling with the
rent and other bills. Robert helps him download a Household Information Form (HIF) from
the CEHL website so Fred can update his finance details with CEHL and get his rent reviewed.
Once this is done his arrears will be recalculated and Fred may be eligible to resume as
a director.
Two members offer to organise another social BBQ for Christmas. In the meantime Robert is
going to email the members and say he is available to chat with them after the meeting over
a cup of tea or coffee if people have any concerns they want to discuss.
The members who haven’t been attending will be contacted to understand why not and
how the co-operative can work to address their concerns. A buddy system will also be used
to share information with members who have not been able to attend as a way to welcome
them back to meetings.
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WOMBAT CO-OPERATIVE: OCTOBER GENERAL MEMBERS MEETING
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For the first time this year the Treasurer reports that the Co-op has no rental arrears issues
and all members are paid up to date. This includes Thomas, so it is Minuted that he was
approved by the Board to resume his role as Member Selection Officer.
As the new Treasurer, Angela also gives the meeting a draft budget to discuss and approve
for the remainder of the year. This was developed by working with all of the directors, in
particular Shirley and Brad, to include known maintenance costs.
However, with the majority of members now attending, the directors have realised they do
not yet present proper reports at the meetings. They have not kept essential records up to
date and haven’t brought them to this meeting. They have also fallen in to the bad habit of
discussing confidential member information at the meetings.
TASKS:
•• Only the co-operative Board members have access to the official Record of Attendance
list kept for meetings. Check where the official records for your co-operative are kept;
and if they are being taken to every meeting
•• How does your co-operative ensure they provide a summary of rental arrears reports to
the members, in compliance with the Privacy Act? Ask the directors about this and talk
about how they keep private records secure.
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WOMBAT CO-OPERATIVE: ACTIVITY IN NOVEMBER
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There has been a real change at Wombat but Robert knows the disagreement between
Shirley and Greg from a couple of years ago is still affecting the group. Greg won’t stay after
the meeting or have a discussion with Shirley unless he has to.
Robert arranges to speak with Shirley about it as he wants her to approach Greg and
apologise. As a member with a director’s role, it is important she can be professional when
she communicates with people so they don’t feel afraid to approach her. Shirley agrees to
meet with Greg but asks if Robert can come along and assist them to resolve their differences.
Robert also arranges an extra Board Meeting so the directors can focus on how they
continue the induction for the Assistant Maintenance Director and Treasurer and improve
their reports. Everyone agrees to review the position descriptions they have for their director
roles and look at how they can provide more practical learning opportunities for members
interested in taking on an assistant role.
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WOMBAT CO-OPERATIVE: DECEMBER GENERAL MEMBERS MEETING
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The Wombat Co-op final meeting for the year has 12 members attend, which is the highest
number in a very long time. All the directors feel more confident in their role and have
presented written reports for the members.
Shirley and Brad presented a very clear report on maintenance completed during the past
three months and a proposed maintenance budget for the next year that details how some
outstanding major repairs will be addressed. This is well received as many members had
stopped coming to meetings as they were annoyed about outstanding repairs in their home.
The group passes a motion to accept the proposed maintenance budget and carry out the
major repairs over the next twelve months.
Straight after the meeting the members move outside to have a Christmas BBQ. The voluntary
“social committee” have done a great job organising it and every member attending was
approached to bring a plate of food to share, to keep the costs down. Everyone is relaxed
with members talking about feeling connected to their co-operative like they used to be and
how more active members are sharing the workload of Wombat Co-operative.
TASK:
•• List what you think are the three most effective governance strategies implemented for
Wombat Co-operative this year
•• Have a chat with your directors, or with general members about what strategies could
be used within your co-operative.
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PART THREE
TERMS AND
DEFINITIONS
This workbook uses legal terms and ideas that can be confusing. Below are definitions for
key terms, which directors need to be familiar with.
Active Membership
A requirement under the Cooperatives National Law that all members participate in their co-operative.
Active Membership Agreement
A document which describes what activities a member will undertake to assist the Co-operative, usually signed
by the member and co-operative each year immediately after the Annual General Meeting.
CEHL Program
A general term for the Program auspiced by CEHL that supports the operations of the participating rental
housing co-operatives.
Co-operative/CEHL Agreement (CCA)
This is the legal agreement that each co-operative has with Common Equity Housing. It defines the roles and
responsibilities of both parties; and also lists the houses leased or assigned to the co-operative.
Director
A member of the co-operative’s Board that manages or oversees the affairs of the co-operative. The Board
is a group of persons entrusted with the overall direction of the co-operative and must be accountable to all
members of the co-operative.
Quorum
This is the minimum number of members of a co-operative that must attend a general members or Board
meeting, so that decisions can be made. It must be an uneven number, to ensure there is a majority vote for a
decision. The specific number differs between co-operative as defined in the registered rules of a co-operative.
Rule of Law
The rule of law is an overarching principle which ensures that Australians are governed by laws which their
elected representatives make and which reflect the rule of law. It requires that the laws are administered justly
and fairly.
Solvency
Solvency means an individual or group of any type, which includes a co-operative can afford to pay its debts.
It is illegal for a co-operative to ‘trade as insolvent’. This means the co-operative would know they have bills/
debts to pay in the future (next few months), that they are unable to pay.
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PART FOUR
FURTHER
INFORMATION
This section lists organisations that provide useful resources for co-operative directors.
Australian Co-operative Links
A directory of website links to over 780 Australian and international co-operatives and related organisations
around the world https://www.coopdevelopment.org.au/cooplinks.html
Business Council of Co-operatives and Mutuals
The Business Council of Co-operatives and Mutuals (BCCM) is the Australian national peak body representing
the co-operative and mutual enterprises http://bccm.coop/
Consumer Affairs Victoria
Consumer Affairs Victoria is a business unit of the Department of Justice & Regulation, within the Victorian
government, that regulates Victoria’s consumer affairs including co-operatives
https://www.consumer.vic.gov.au/licensing-and-registration/co-operatives
Department of Human Services
The Victorian Government department that supports the provision of services to Victorians, including
Social Housing http://www.dhs.vic.gov.au/home
Get Mutual
Get Mutual is a self-help website to provide information and resources on setting up and running a co-operative
http://www.getmutual.coop/
Housing Registrar
The regulatory authority within Victorian Government that regulates Housing Associations and Providers
http://www.housingregistrar.vic.gov.au
Not for profit Law: Information Hub
Not-for-profit Law ‘helps the helpers’ by providing tailored legal information, advice and training to not-forprofit community organisations https://www.nfplaw.org.au/co-operatives-national-law
Our Community
The Our Community group provides advice, connections, training and easy-to-use tech tools for people and
organisations working to build stronger communities
https://www.ourcommunity.com.au/leadership/leadership_main.jsp
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DIRECTOR’S
WORKBOOK
COMPLETED
MEMBER NAME:

CO-OPERATIVE :

DATE:

Congratulations!
You have now completed the Director’s workbook.
Take some time to write out the three most valuable things you or your Co-op have learnt
about the Roles and Responsibilities of being a Director

1.

2.

3.

When you complete all the activities in this workbook tell the Chair of your co-operative. The Chair will send
this page to your co-operative’s assigned Co-operative Development Co-ordinator (CDC) who will arrange for
a certificate of completion.
1. Director Signature:
2. Director Signature:
3. Member Signature:
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