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Terms of Reference 

State/Location 
Committees 
State / Location Committees are established as a group of Members of Resolution Institute by the 
Board of Resolution Institute (the Board) under Rule 8 of its Constitution and By-Laws.  

 

The State / Location Committees has the purpose of management of the Continued Professional 
Development events in the relevant state / territory by organising CPD events and masterclasses, 
and  providing advice to the Board, Board Committees and staff of Resolution Institute, including 
Chief Executive Officer on: 

o Policy matters affecting the role of dispute resolvers 

o Resolution Institute membership matters 

o The strategy and policies of Resolution Institute itself and relevant issues that may 
arise from time to time. 

 

Specific 
Roles and 
Function 

Membership 
The State / Location Committees will support staff with regard to advice on: 

• Member services, member recruitment and retention, member grading 
matters  

• Training requirements and opportunities for specialist accreditation 

• Coordinating the development of articles and thought pieces for 
distribution to members and the wider community through Resolution 
Institute staff 

• Making recommendations on topics and speakers for the trans-tasman 
webinar program and national training opportunities and requirements. 

If there is more than one State / Location Committee in each state / territory, the 
chair of each State / Location Committee shall form a state committee for the 
purpose of coordinating events and membership matters locally 
 
Policy  

• The State / Location Committees will discuss matters of policy relevant to 
dispute resolution and it can explore with members as to what is of 
concern in their state. Where aligned with the national Resolution Institute 
policy agenda and position, the group will be supported with information 
and advocacy support materials.  The State / Location Committees may 
raise additional issues for consideration by the CEO, the National 
Committees, or the Board, or may comment to the staff on any policy 
matter of interest to the Resolution Institute.  

• The State / Location Committees will advise the Resolution Institute staff 
on policy issues arising in its Division area, e.g. as a result of state laws or 
regulations.  

• The State / Location Committees will represent the agreed views and 
aspirations of the Resolution Institute in the relevant State / Location 
Committees state or territory in partnership with Resolution Institute, and 
develop relationships with stakeholders in private practice, regulation and 
politics who reside or are active in the state or territory; this includes 
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reviewing and providing commentary for consideration on Resolution 
Institute’s submissions to regulatory bodies 

• The State / Location Committee is an ambassador for Resolution Institute 
and to communicate Resolution Institute’s key messages. 

• The State / Location Committees may undertake policy or “thought 
leadership” projects under delegation from the Board and CEO. These 
approved projects will be supported by Resolution Institute staff, and the 
results reported back to the Board.  
 

The State / Location Committee will appoint a member as its representative on 
the Resolution Institute Determinative or Facilitative Committees (whichever is 
applicable).  The role of these representatives is to assist in the two-way flow of 
information between the State / Location Committees and the National 
Committees complementing Resolution Institute staff.  

 

The National Committees are intended to be the Resolution Institutes primary 
source of advice on policy matters, and the CEO and relevant staff will coordinate 
the Resolution Institute’s external communications and media relations.  
 
Events  
The State / Location Committees is responsible for organising a program of 
networking and CPD events (usually approximately 1 – 1.5 hours in length) on a 
range of DR topics  
 
Specific guides have been developed to assist State / Location Committees to 
organise events and will be provided to the chair at the beginning of their term. 
 
The State / Location Committees  may suggest subjects or speakers for events of 
national as well as local interest, to be reported to staff and considered in 
formulating programs nationally. 
 
 

Members Membership 

• Group members must be financial members of Resolution Institute.  

• The quantity of members will be determined by the Group. It is suggested 
that the group consist of three to fifteen members.  

• While the usual process of decision-making is by consensus, in cases where a 
vote is necessary, only Group members will be entitled to vote. 

 

Attendance by others 

• The Chair of the Board, local Director or Chief Executive Officer (or 
representative) may attend meetings or events of the Group as required. 

• Resolution Institute staff will attend State / Location Committees events 
when applicable 

Meetings The Group: 

• Will meet at least four times a year. 
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• Members will be responsible for administration tasks such as scheduling, 
agenda setting, minute taking and distribution of meeting documents to 
Group members. 

• Annually, select members for the next year based on the list of expressions of 
interest which the Resolution Institute office collects.  

 

Annual Meetings 

• The group will organise one annual meeting in November or December and 
the Chair, or a delegated representative, will decide on the members of the 
group for the following year’s first meeting. 

Quorum A quorum consists of three appointed group members. Where a State / Location 
Committees   consists of 5 or less members, a quorum consists of two members.  

Reporting  The State / Location Committees will keep a written record (Minutes) of 
discussion points and decisions at each meeting, copies of which will be 
distributed to all group members and Resolution Institute office within a 
reasonable time after the meeting. 

Authority • The Board has empowered the State / Location Committees, within the scope 
of responsibilities set out in this Terms of Reference, to perform the activities 
required to address its responsibilities.  

• State / Location Committees may not authorise expenditure or incur 
obligations on behalf of Resolution Institute without the express 
authorisation of the CEO or delegated staff member. 

• State / Location Committees may recommend the establishment of, and 
draft the terms of reference for sub-committees comprised of State / 
Location Committee members or other members of Resolution Institute to 
assist the State / Location Committees in the fulfilment of its 
responsibilities.  Any such sub-committees will act in an advisory capacity 
only and do not have any delegated powers established by the CEO or 
Board.  State / Location Committees are not obliged to establish any such 
sub-committees.   

• State / Location Committees will adhere to and promote all approved 
Resolution Institute governance and practice related policies, procedures, 
standards and rules. Where there is an anticipated need to change such 
documents, recommendations should be made through Resolution 
Institute staff. 

• It is important to note that ‘Chapters’ (for the purpose of IAMA contractual 
arrangements and nominations) is now a reference to the Chair of 
Resolution Institute. 

Approval 
Process for 
Events and 
Proposals 

•      Recommended that events and submission of proposals to be completed 
on a quarterly basis for future quarters. This will enable the Resolution 
Institute’s team and the committees to work strategically with a set 
schedule and deadlines providing lead time for timely approvals and 
feedback. I.e., The first week of every quarter an events list and or proposals 
to be submitted to the designated point of contact of the Resolution 
Institute.  

•       Designated point of contact for events – Richa Bahuguna – 
richa.bahuguna@resolution.institute 

mailto:richa.bahuguna@resolution.institute
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•       All follow-ups and enquiries are to be channelled through these central 
points. 

Conflicts of 
Interest 

• Conflicts of interest are dealt with in various policy documents, including 
the Resolution Institute Constitution.  Conflicts of interest include: 

• any personal or professional profit or gain that a member may 
make directly or indirectly from being a member of the Committee; 
and 

• affiliations with any person or body which, directly or indirectly, 
may give rise to a conflict with the interests of Resolution Institute 
or with the issue being discussed. 

• State / Location Committees members are encouraged to review their 
professional and personal affiliations and business practices to determine 
whether conflicts of interest may preclude them from holding a 
Committee role and contributing fully to the work of the State / Location 
Committees and / or Resolution Institute. 

• Declaration of conflicts or potential conflicts should be a routine Agenda 
item for discussion at all State / Location Committee meetings. Concerns 
regarding conflict of interest, unable to be resolved within the Committee, 
should be referred to the CEO of Resolution Institute. 

Guidelines 
for 
participati
on 

• Acknowledgment – respecting diverse points of view and decisions made by 
the Board 

• Consensus – discussing thoughtfully and deliberating to reach a shared 
decision 

• Cooperation – working collaboratively with the Board, other Committees 
as appropriate and with the Resolution Institute office 

• Confidentiality – being mindful of information that may be confidential 

• Transparency – communicating criteria on which decisions are made and 
taking steps to recognise and manage potential conflicts of interest 

• Effectiveness - Regularly reviewing activities and results to assess 
whether the group’s objectives are being achieved efficiently and 
effectively. 

 
Approved:  February 2021 
Reviewed:   February 2023 
 


