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Introduction 

Background The New Zealand Occupational Hygiene Society Incorporated (NZOHS) is a non profit 
organization with a constitution (Rules of the New Zealand Occupational Hygiene 
Society) held with the New Zealand Incorporated Societies – Companies Office. 
This bylaw provides further information on the implementation of the objectives of 
the NZOHS. 

The Objective of 
NZOHS   

To further the practice, professionalism and recognition of Occupational Hygiene in 
New Zealand. (note: refer further details in Constitution) 

The Activities of NZOHS 
(From Constitution) 

The society may: 

• Engage in any lawful activity that contributes to the attainment of its objectives;  

• Set standards of professional competence and maintain a register of those 
members who meet its standards; 

• Prepare and publish standards relating to the teaching and training of 
occupational hygienists; 

• Make representations on matters within the competence of its members to 
governments, industry and trade unions; 

• Promote, research, publish scientific and technical papers; 

• Collect, order and disseminate information on any or all aspects of occupational 
hygiene and allied subjects; 

• Conduct conferences, public meetings, exhibitions and courses of instruction. 

Roles within NZOHS 

Structure NZOHS is led by an elected Council with specific roles: 

• President 

• President Elect 

• Treasurer 

• Secretary 

• 3 additional “ordinary” Council members 
Sub committees are created to ensure certain activities can be carried out effectively.  
A Council member will be assigned to each sub-committee to ensure effective 
communication between Council and sub-committees. 
All of the above roles are voluntary (unpaid). 
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The Council is supported by a paid Administrator – both for ongoing facilitation/ 
recording of meetings, management of membership applications and for assistance in 
implementation of specific projects. 
 
The Immediate Past President also has a role in supporting the current Council and 
President.  The Immediate Past President is not considered part of Council (no voting 
rights) but may be encouraged to participate in Council meetings and activities. 

Representation No individual member is able to represent NZOHS without specific Council approval 
except the President.  Where specific representation of NZOHS is required on an 
ongoing/frequent basis, appointments may be made by the Council of Full or Fellow 
Members who may represent NZOHS in a specific domain.  Specific organizations in 
which representatives are likely to be nominated are listed below. 

• International Occupational Hygiene Association (IOHA) 

• Occupational Hygiene Training Association (OHTA) 
• Health and Safety Association of NZ (HASANZ) 

• Australian Institute of Occupational Hygiene (AIOH) 

• Health and Safety Association of NZ (HASANZ) and other NZ H&S Professional 
bodies 

• WorkSafe Technical and Advisory Groups 
These nominations will be reviewed formally by Council on an annual basis.  If a 
representative is unable to represent NZOHS effectively (e.g., conflict of interest, time 
and resource availability), the representation can be reviewed by Council at any time, 
with replacement/continuation nominated, voted and accepted by Council. 

Entitled Members All professional members (Technician, Full, Fellow) are “entitled members” and are 
able to vote.  Associate members are not considered “entitled members”. 

Reimbursement of costs etc 

Overall statement 
 

NZOHS’s Officers (President, President Elect, Treasurer, Secretary, Council Members) 
may be reimbursed expenses directly associated with their work for NZOHS under 
application.  This would not include their time unless specifically approved as part of a 
project (e.g., delivery of current OHTA training courses).  
 
Planned costs will be recorded in the Annual  Plan and will likely include the following 
(dependent on budget restraints for the year): 

• Travel for a representative to international conferences/meetings where 
NZOHS representation is required to meet the objectives of the Constitution. 
International bodies that NZOHS is likely to be involved with include: 
International Occupational Hygiene Association (IOHA), Asian Network Of 
Occupational Hygiene (ANOH), Occupational Hygiene Training Association 
(OHTA) and the Australian Institute of Occupational Hygiene (AIOH) 

• Expenses associated with organization of training courses and annual 
conference – which may include member time where activities carried out 
are approved by Council 

 
Note: all travel will be economy class.  NZOHS representatives must use common 
sense to reduce costs of above expenses wherever possible (e.g., by booking flights 
early, utilizing cheaper airlines).  All travel must be primarily for the purpose of 
NZOHS business. 
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Election and Duration of term 

President Elect and 
President 

An election for a President Elect will be held annually at the AGM by members. 
Nominees must be Full or Fellow Members and have been part of the Council.  The 
President Elect will become President after 12 months in the President Elect role.  The 
President role is also a 12 month term (but not separately elected).  
 
If the President resigns, the President Elect will complete that President’s term, as 
well as the following 12 months (as elected).  If the President Elect resigns, another 
member of Council may be nominated/elected by Council to fulfill the role until the 
next election.  That Council member/President Elect will then become president at 
the next election, unless he/she chooses to resign, which would result in the election 
of both a President and a President Elect.  
 

The retiring President (Immediate Past President) is not eligible for re-election as 
President or President-Elect for the next year.   

Treasurer and 
Secretary 

The Treasurer and Secretary are elected every two years at the AGM by members.  If 
either resigns, an interim nomination to that position may be made by Council.  Any 
nominations would need to be Council members.  If they also resign from Council, the 
requirements below would apply. 

Council Members Three additional Council members are elected every two years at the AGM by 
members.  Council members will be Full or Fellow Members of NZOHS, with one 
exception.  One Council member may be a Technician Member of NZOHS. 
If a Council member (other than as specifically discussed above) resigns, then 
nominations will be sought from members. An election will be held if more than one 
nomination.  This can be via electronic voting system rather than full members 
meeting. 

Sub-committees Sub-committees will be established to ensure that the Council’s objectives and 
activities can be carried out.  Sub-committees are necessary when the time required 
is too difficult to manage amongst Council members.   Sub-committee composition 
will vary depending on need, but the following guidance is given: 

• A Council member will be a member of each sub-committee and be responsible 
for reporting to Council 

• Sub committees should include at least 2 full members  

• Associate members are unlikely to participate in sub-committees and are unlikely 
to have the depth of knowledge to provide useful technical advice.  However, in 
some cases (e.g., communications, training), their other activities may be very 
useful.  However, Full members and Technician Members should make up the 
majority of sub committee membership 

• Nominees/volunteers are to be sought for sub-committees – on establishment, 
due to resignation, or if a need arises (e.g., increased workload) 

• The Council will discuss and approve nominees/volunteers.  If more there are 
more nominees/ volunteers than needed for the sub-committee, the Council will 
vote on the membership 

• It is expected that the sub-committee duration will be 2 years.  

• A Council member can put a motion to Council if they believe a sub-committee is 
not operating effectively (i.e., not achieving NZOHS objectives) – to review the 
composition (members), and/or to dissolve the sub-committee.  
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Responsibilities 

President The President is seen as the pivotal position in the NZOHS, and is required to provide 
vision, direction, and leadership to the Council and NZOHS membership. 
The President shall discuss with, and seek guidance from the Council on issues 
affecting NZOHS and its Members. 

• Provide leadership, direction and vision to the NZOHS, and uphold the traditions 
and status of the NZOHS. 

• With the Secretary and NZOHS staff, prepare the agenda in advance of the 
meeting 

• Chair Council meetings according to standard business meeting protocols. 

• Chair General Meetings (including Annual General Meetings, Special General 
Meetings) 

• Report to the Annual General Meeting on the situation of the NZOHS 

• Ensure the rules of the society are followed 

• Providing a report on the operations of the Society at each Annual General 
Meeting 

• Oversee the management of the business of the NZOHS Council. 

• Ensure the harmony of Council deliberations 

• Represent NZOHS in public fora and serve as spokesperson for the NZOHS as 
appropriate. 

• Actively engage and share the NZOHS’s direction and vision with the 
membership. 

• Promote the NZOHS in the community as opportunities arise. 

• Build and strengthen national and international relationships with kindred 
organisations, sponsors, government and other influential groups. 

• Work with the Treasurer to ensure that NZOHS’s financial controls are adequate 
and that suitable and adequate risk management strategies are in place. 

• In consultation with the Council, delegate responsibilities to other Officers or 
Councillors when unable to perform duties or for periods of absence especially 
when overseas. 

In partnership with the Council, the president shall: 

• Ensure that the NZOHS’s objectives, goals and mission are followed 

• Ensure that the NZOHS operates in an ethically, environmentally, and socially 
responsible fashion. 

• Liaise with Council Committee Chairs and report to the Council where 
appropriate. 

• Oversee the production of a Strategic Plan for the NZOHS, regular review and 
implementation 

• Ensure that appropriate meeting procedures are in place and followed 

• Oversee the management, assessment, review and renewal of the Council. 

• Manage the succession of the position of President/President‐Elect. 

• Oversee the management of the NZOHS’s grievance procedures 

• Ensure that all legal requirements are met. 
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Treasurer The Treasurer is responsible for ensuring the NZOHS finances are managed and for 
advising Council, and membership on appropriate financial matters.  
Specific responsibilities of the Treasurer: 

• Oversee the NZOHS’s bookkeeping 

• Oversee the procedures of payment and acquittal of goods and services such as 
petty cash, and allowances, administrative and other expenses and associated 
costs according to NZOHS Rules and financial procedures 

• Oversee the NZOHS’s banking including approval of payments. 

• Oversee the collection and recording of all money due to the NZOHS and the 
making of all payments by the NZOHS 

• Ensure that the Council maintains the degree of financial understanding 
necessary to conduct the business of the NZOHS. 

• ensure NZOHS’s compliance with all applicable tax arrangements and the 
financial reporting requirements 

• Advise the Council on matters of finance; or seek external professional advice to 
ensure Council is appropriately supported. 

• Ensure that the NZOHS’s financial control procedures are adequate and that 
appropriate safeguards against fraud and waste are in place. 

• Ensure that risk management strategies (including appropriate insurances) are in 
place. 

• Advise the Council on any fundraising, bequests, or donations. 

• With the President, oversee NZOHS staff to ensure that the NZOHS’s financial 
records are adequate, protected, backed up, and accessible 

• Report to Council at each meeting any variations from approved budgets and/or 
any unexpected expenditure 

• Preparing annual financial statements for presentation at each Annual General 
Meeting. These statements should be prepared in accordance with the Societies’ 
accounting policies (see 8.1.d). 

• Providing a financial report at each Annual General Meeting; 

• Providing financial information to the Committee as the Committee determines. 

• Promote the NZOHS amongst the membership and external community as 
opportunities arise 

• In consultation with the Council, delegate responsibilities to other Officers or 
Councillors when unable to perform duties or for periods of absence especially 
overseas. 

Secretary The Secretary is responsible for overseeing internal and external matters relating  to  
the administration of the NZOHS and for advising The Council and membership on 
appropriate administration matters.  
Specific responsibilities include: 

• Ensure the preparation, adoption, implementation and continuance of 
appropriate Council policies and procedures. 

• With the President and Administrator, prepare the agenda in advance of each 
Council meeting 

• In consultation with the Administrator, oversee the distribution of meeting 
notices and papers before the meeting 

• In consultation with the Administrator, prior to commencement of meetings, 
update the Chair of any papers or issues that have arisen post the meeting 
notification and distribution of the agenda and associated papers. 

• Ensure minutes are taken at each Council meeting and circulated; ensure a 
record of persons attending is maintained; and ensure amended minutes are 
recorded in NZOHS files.  
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• Ensure minutes are taken at each General Meeting and circulated to NZOHS 
members. 

• Prepare NZOHS correspondence on behalf of the President and NZOHS Council. 

• Oversee the maintenance of NZOHS files and administration functions in a 
central depository.  

• Oversee the maintenance of a register of members. 

• Oversee the procedures for the admission of new members. 

• Oversee the procedures for the resignation or retirement of members. 

• Oversee the procedures for the discipline, suspension and expulsion of members. 

• Oversee the process for the removal of a Council member. 

• Oversee the process for the call for nomination, nomination and ballot for the 
election of NZOHS officers and councilors 

• Oversee the notification of General Meetings (AGM, SGM) including keeping 
minutes and a record of persons present at general meetings 

• Keep under their control (in the NZOHS office) all books, documents and 
securities, and make them available to members as requested. 

• Ensure the preparation and adoption of media guidelines. 

• Promote the NZOHS amongst the membership and external community as 
opportunities arise. 

• Keep the Common Seal of the society 

• Perform the duties of Public Officer for the NZOHS. 

• Oversee the process for the creation or alteration of the NZOHS By‐laws. 

• Forwarding the annual financial statements for the Society to the Registrar of 
Incorporated Societies upon their approval by the Members at an Annual General 
Meeting. 

• Advising the Registrar of Incorporated Societies of any rule changes; 

• In consultation with the Executive, delegate responsibilities to other Officers or 
Councillors when unable to perform duties or for periods of absence especially 
overseas. 

President Elect The President–Elect is part of the Executive and has an important role in working 
closely with the President. They are to learn the various roles and activities of the 
Council and sub-committees and the external arena in which the NZOHS operates so 
that by the end of their term they are able to take over the roles and responsibilities 
required of the President.  
The President‐ Elect is required to report to the President in a manner similar to all 
members of the Council, and where appropriate report to Council. 
Specific responsibilities include: 

• The President‐Elect must familiarize themselves with current and historical 
aspects of NZOHS governance surrounding business, finance and regulatory 
aspects as well as acquiring details on the Committee work for instance 
membership structure and membership educational and professional 
developmental aspects of the NZOHS. 

• Provide support and act as a sounding board for the President. 

• Work with the President & Administrator (in partnership with the Council) to 
ensure the NZOHS develops in the appropriate direction 

• Work with the President & NZOHS staff to ensure (in partnership with the 
Council) that the NZOHS operates in an ethically, environmentally, and a socially 
responsible fashion.  

• Work with the President to identify strategic priorities (in partnership with the 
Council) and support the review or production of an NZOHS Strategic Plan. 

• Work closely with the President to provide input to the Council agenda in 
advance of the meeting 
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• Where required support and assist the President to effectively and efficiently 
Chair Council meetings. 

• Assist the President to ensure the harmony of Council deliberations. 

• Work closely with the President (in partnership with Council) to ensure a smooth 
transition to the position of President. 

• In the absence of the President, serve as spokesperson for the NZOHS as 
appropriate. 

• Promote the NZOHS amongst the membership and external community as 
opportunities arise. 

• Assist the President to ensure that all legal requirements are met 

• In consultation with the Council, delegate responsibilities to other Officers or 
Councillors when unable to perform duties or for periods of absence especially 
overseas. 

Councillors/ All 
Members of Council, 
including Ordinary 
Members 

The role of members of the NZOHS Council is to control and manage the business and 
affairs of the Institute on behalf of the membership. All members of NZOHS Council 
are Councillors, this includes Officers (or office bearers) who also have specific roles, 
functions and duties.  
Councillors report to the NZOHS Membership via the President and Officers. 

• Consider, debate, and vote on issues before the Council based on the best 
interests of the NZOHS and its members only.  

• In all instances be mindful of the requirements relating to matters where there is 
actual, perceived or potential conflict of interest. All Councillors must comply 
with the NZOHS’s Conflict of Interest Policy.  

• Attend all Council meetings (face‐to‐face, teleconference), or, if unavoidable, 
apologise in advance for absence.  

• Where Council papers are circulated in advance of the Council meeting, read 
papers and consider issues before the meeting.  

• Contribute to the discussion and resolution of issues at meetings and otherwise 
as appropriate.  

• Maintain strict confidentiality in relation to issues, information papers, proposals, 
applications, or any other materials, or discussions accessed as a part of Council 
business including members’ personal information, commercial arrangements, 
etc. 

• Promote the NZOHS amongst the membership and external community as 
opportunities arise. 

• Avoid making any improper use of any information acquired by virtue of their 
position in the NZOHS, to gain any material advantage for themselves, any other 
person, or to the detriment of the NZOHS. 

• If they have any direct or indirect material personal interest in any contract with 
the NZOHS, inform the Council immediately and not vote in the Council on that 
issue.  

• At all times conduct Council business politely and with consideration for others, 
without ill feeling, improper bias, or personal discord. 

• In consultation with the Council, delegate responsibilities to other Councillors 
when unable to perform duties or for periods of absence especially overseas. 

 
 


