








OFFICIAL 

Meeting operations procedures 

The committee's operations and procedures are designed to support effective governance and oversight, 
ensuring that meetings are conducted efficiently and in accordance with established protocols. These 
procedures guide the structure, frequency, and documentation of meetings, as well as delineate the roles 
and responsibilities of participants. 

The committee will comprise up to five members who are not officials of the department and the 
majority must be members who are not officials of any Commonwealth entity. All appointments are 
made by the Secretary. The Secretary will appoint the Chair of the committee. 

Committee members, taken collectively, will have a broad range of skills and experience relevant to its 
functions and the operations of the department. At least one member of the committee should have accounting 
or related financial management experience and/or qualifications, and a comprehensive understanding of 
accounting and auditing standards in a public sector environment. At least one member should have ICT­
related experience and/or qualifications, and a comprehensive understanding of JCT risk management. 

In appointing members, consideration will be given to ensure there is an_ appropriate balance 
between continuity of membership, the contribution of fresh perspectives, and a suitable mix of 
qualifications, knowledge, skills and experience. 

Committee members will be appointed for an initial period not exceeding three years. An extension is 
exercisable following a formal review of performance for a further period not exceeding three years, 
unless explicitly agreed by the Secretary. 

Departmental advisors, as agreed by the Secretary and the Chair, may be appointed to support the 
Committee to fulfil its functions. These advisors will receive all the papers and attend all meetings but 
are not considered part of the quorum and do not have voting.rights. 

Members of the committee are expected to understand and observe the legal requirements of the 
PGPA Act and PGPA Rule relevant to the functions of the committee. Members are also expected to: 

act in the best interests of the department 
apply good analytical skills, objectivity and good judgement 
·express opinions constructively and op�nly, raise issues that relate to the committee's
responsibilities and pursue independent lines of inquiry
maintain a good understanding of the department's operating context
contribute the .time needed to review the papers provided and meet their responsibilities
engage in ongoing professional development and stay informed about emerging risks and

• governance practices
act ethically and with integrity in all dealings
maintain confidentiality of information obtained through their role on the committee
promote a culture of accountability and transparency within the department.

Service fees will be paid in accordance with the contracts agreed with individual committee members. 
Committee members are required to submit invoices after committee meetings for services provided. 
Committee members will be allocated a departmental computer to undertake committee responsibilities 
securely and be given access to the VIP IT servic� desk. Members will also be given access to a car park on 
meeting days. 

The Secretary will appoint the Chair of the committee. The Chair's responsibilities include, but are not limited 
to: 

maintaining effective relationships with the accountable authority, senior management, other 
committee members and stakeholders, including the ANAO 
leading ARC discussions and manage meetings in an efficient and effective manner 
implementing and managing departmental papers against the ARC's agenda, work program, 
deliverables, leadership, culture and behaviour in conjunction with the committee secretariat. 

The committee may establish sub-committees to support the performance of its functions. Such sub­
committees must be chaired by a member of the committee. The sub-committee's terms of reference, 
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department's accountability and control frameworks. 

The Chair will report to the Secretary and the Executive Committee after each m�eting. Any matter deemed 
of sufficient importance will be reported to the Secretary immediately 

The committee will formally report to the Secretary annually (or more often when required) on its 
operation and activities. 

The Chair of the committee, in consultation with the Secretary, will undertake a review of the performance of 
the committee at least once every two years. The review will be conducted on a self-assessment basis 
(unless otherwise determined by the Secretary) with appropriate input sought from relevant stakeholders. 

The Chair of the committee �ill provide advice to the Secretary on an external member's performance where 
an extension of the member's tenure is being considered. 

The committee will review this Charter annually . This review will include consultation with. the Secretary. Any 
substantive changes to the Charter will be recommended by the committee and formally approved by the 
Secretary. 

Approved by 

. �� 
L./ Tim Youngberry 

Chair 

Audit and Risk Committee 

Department of Health, Disability and 

Ageing 

::::� 
Secretary 

Department of Health, Disability and Ageing 

Signed date: 
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