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1. Overview  

a) This Standard Operating Procedure (SOP) provides guidance and direction on the operation of District 
Councils. 

 
b) The RSL NSW sub-Branch network is divided into 23 Districts. The number and geographic extent of 

Districts may be reviewed and adjusted by the RSL NSW Board from time to time. Each District will 
be governed and operated by a District Council that reports to the Board. District Councils perform 
three overarching and essential services in the operational structure of RSL NSW as they provide:  

 
(i) key liaison between the RSL NSW Board and sub-Branches and members in their District;  

(ii) guidance and support to, and coordination between, sub-Branches in each District; and  
(iii) submissions, proposals and recommendations, and other information as required from time 

to time, to RSL NSW. 
 

c) A District Presidents’ Council (DPC) is also formed comprising the presidents of all District Councils in 
RSL NSW. A separate SOP provides guidance and direction on the operation of the DPC. 

2. Composition of District Councils - Delegates  

a) The District Council comprises two Delegates elected by each sub-Branch in the District at sub-Branch 
Annual General Meetings. Two alternate delegates may also be elected to participate in District 
Council meetings if Delegates are unable or unwilling to act. Delegates and alternate delegates must 
be Service Members.  

 
b) Sub-Branch delegates to District Council are empowered to speak on behalf of their sub-Branch. They 

should be carefully selected to ensure that they understand the sub-Branch’s position on topical 
issues and their roles in representing the sub-Branch. 

3.  Roles, functions and responsibilities of District Councils 

Each District Council represents sub-Branches in its own District and provides the following services:  
a) consult with and represent the interests of RSL NSW Members and sub-Branches;  
b) escalate matters concerning a sub-Branch or its members to the District Presidents’ Council and/or 

the Board;  
c) provide support and encouragement to sub-Branches and encourage participation by sub-Branches 

in District events and meetings;  
d) assist sub-branches to engage the community within the District and enhance the standing of RSL 

NSW within the local community, this may involve coordinating RSL NSW related activities within 
their District;  

e) act as a means of communication between sub-Branches and the District Presidents’ Council and/or 
the Board on all matters;  

f) formulate motions on topical or urgent matters presented by District Council Delegates on behalf of 
a sub-Branch (including any amendments to this Constitution proposed by a sub-Branch);  

g) formulate motions on matters:  
(i) that may arise out of a report from the Board;  

(ii) that may arise out of RSL NSW communications; and  
(iii) concerning amendments to the RSL NSW Constitution. 

h) the Board may delegate powers to a District Council, as required from time to time, which District 
Councils must carry out; and 

i) a District Council may appoint or engage other RSL NSW Members to assist with the management 
and operations of RSL NSW activities in its District. 
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4.  District Council Executive 

The District Council Executive will comprise a District Council President; one or more District Council Vice 
Presidents; and either a District Council Secretary and a District Council Treasurer, or a combined District 
Council Secretary and Treasurer. District Council Executives must be Service Members, will be elected for 
three-year terms and serve as defined in the RSL NSW Constitution. 

5.  Duties and Responsibilities of District Council Executives 

5.1 District Council President  

5.1.1 State Congress. 
 
A District Council President must raise any motion from a sub-Branch from that District at State Congress, 
which has been approved by the District Council in the absence of a Delegate from that sub-Branch. With the 
approval of RSL NSW Board, a District Council President, or their representative, may explain or provide 
substance or background in relation to any motion raised by the District Council at State Congress or of a 
meeting of RSL NSW Board or State Executive. A District Council President or their representative must 
provide a written report to their District Council following State Congress and any meeting of RSL NSW Board 
or State Executive attended. 
 

5.1.2 The RSL NSW Board and District Presidents’ Council (DPC). 
A District Council President should maintain a close liaison with the RSL NSW Board, respond to all reasonable 
requests, and keep the Board informed of any important matters in the District. A District Council President 
should attend or remotely participate in District Presidents’ Council meetings. 

5.2 District Council Executives  

a) Each member of a District Council Executive must, if requested by a member of a constituent sub-
Branch Executive, provide guidance, assistance and mentoring to the member of the sub-Branch 
Executive, or to the sub-Branch Executive as a whole, to enable sub-Branches to further the aims and 
objects of RSL NSW. 

 
b) A District Council Secretary who also performs the duties of District Council Treasurer must:  

(i) collect all monies due and payable to the District Council;  
(ii) open a bank account on behalf of the District Council;  

(iii) issue receipts and pay accounts approved by District Council;  
(iv) keep proper records and accounts of all money received and expended by District Council 

and all property of the District Council;  
(v) prepare DC 1 and DC 2 on behalf of the District Council;  

(vi) pay affiliation fees due to RSL NSW;  
(vii) keep or cause to be kept a record of all minutes of meetings of the District Council and all 

resolutions passed by the District Council and provide a copy of the minutes and resolutions 
to the State Secretary;  

(viii) ensure that the record of all minutes of meetings and resolutions of the District Council are 
available for inspection by District Council Delegates; and  

(ix) conduct all correspondence on behalf of District Council and report from time to time to 
District Council.  

(x) Where District Council resolves to elect a District Council Treasurer (separate from the 
District Council Secretary) the District Council Treasurer must carry out the roles set out in 
(a) to (f) above. 
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c) District Council Executive Officers may be called upon to represent the District at constituent sub-
Branch functions, commemorative and celebratory events. The costs of attendance of the District 
Council Executive Officer must be borne by the District Council, which must consider the most cost-
effective means of attending at such functions. Any District Council Executive Officer should be 
prepared to represent the District Council when reasonably requested in writing by a constituent 
sub-Branch.  

 
d) Expenses incurred by a District Council in fulfilling its obligations to meet directions or requests from 

the RSL NSW Board may be reimbursed by RSL NSW. RSL NSW will reimburse any reasonable District 
Council expenses for investigations, reports or any activity undertaken at the direction of RSL NSW 
Board or State Executive. A District Council wishing to receive ongoing District Council Funding as 
permitted in the RSL NSW Constitution Article 12.36 must submit a budget to RSL NSW for approval 
by 31 October each year. 

 
e) A person appointed to a District Council Executive should:  

(i) Have a sound working knowledge of the Constitution and Rules of Procedure and Debate.  
(ii) Exercise discretion as to the frequency of official visits to sub-Branches within the District 

Council area.  
(iii) Represent RSL NSW Board at official functions as requested from time to time.  
(iv) When visiting sub-Branches, or representing RSL NSW, proceed by the most economical 

method of transport.  
(v) Attend all meetings of District Council unless leave of absence has been approved or is unable 

to attend due to sickness.  
(vi) In their capacity as President of District Council, chair meetings of the District Council when 

in attendance.  
(vii) Be responsible that District Council business is conducted in accordance with the 

Constitution.  
(viii) Through District Council promote a better understanding of the League among members and 

the general public.  
(ix) Ensure the Policy of District Council is national and non-sectarian on all questions of party 

politics as distinct from national questions contained in the policy of the League.  
(x) Ensure all sub-Branches within the District Council area are affiliated with District Council 

and RSL NSW and if entitled, are represented at meetings of District Council.  
(xi) Ensure District Council meets at intervals prescribed by the RSL NSW Constitution and as 

agreed by the District Council.  
(xii) Support and actively encourage sub-Branches within his area to participate in ANZAC House 

fund raising.  
(xiii) Investigate and bring to notice of the RSL NSW any problems, irregularities or contraventions 

of the Constitution by sub-Branches within his / her area.  
(xiv) Be conversant with problems associated with the sub-Branches.  
(xv) Encourage sub-Branches to actively pursue membership recruitment on a continuing basis.  

(xvi) Encourage District Council and its sub-Branches to participate in local community projects 
and affairs.  

(xvii) Maintain a close liaison with the RSL NSW on all matters associated with District Council and 
RSL National.  

(xviii) Ensure that State Secretary is kept fully advised on any sub-Branch property concerns within 
the District Council area.  

(xix) Maintain a close liaison with any RSL Auxiliaries within the District.  
(xx) Take immediate corrective action on defaulting sub-Branches within the District Council area 

as notified by RSL NSW from time to time.  
(xxi) Act as RSL NSW Liaison Officer within the District Council area on matters associated with 

flood, fire or other disaster requiring RSL NSW support at RSL NSW expense.  
(xxii) Facilitate an annual visit by the State President or his / her representative to a meeting of 

District Council. Such a meeting should be arranged to include any necessary ANZAC House 
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Officers to ensure District Council is kept well informed of RSL NSW Board/ANZAC House 
issues. 

5.3 District Council Meetings 

a) District Councils will meet when they consider necessary and appropriate, provided that they will 
meet not less than twice a year at six monthly intervals at a time and place to be agreed by the 
District Council. The RSL NSW Board must be provided with a schedule of when and where meetings 
will be held. The Board, its nominated Director/s or representatives of RSL NSW management, may 
attend District Council meetings upon the giving of reasonable notice to the District Council. A District 
President may invite RSL NSW Board members, representatives of RSL NSW management, and other 
persons appropriate to District Council business to attend. 

 
b) A District Council extraordinary general meeting may be called by the District Council President on 

giving reasonable notice to each District Council Delegate; or a majority of District Council Delegates 
requesting the President convene a District Council meeting in which case the President must 
convene a meeting at a time and place convenient to the majority of District Council Delegates.  

 
c) The District Council President must require the District Council Secretary to provide notice of a 

meeting, which may be given by any reasonable means of communication to each sub-Branch for 
District Council Delegates. Each District Council Delegate has one vote and matters for decision by 
the District Council will be determined by resolution passed by a majority of votes cast at the 
meeting.  

 
d) The quorum for a District Council meeting is a majority of District Council Delegates, excluding those 

who have been granted a leave of absence.  
 

e) The District Council may hold its meetings by using any technology (such as video or 
teleconferencing) that has previously been agreed to by all of the District Council Delegates, which 
agreement may be a standing (ongoing) one.  

 
f) A District Council may pass a written resolution without a meeting being held and such a resolution 

will be valid as if passed at a meeting if all District Council Delegates entitled to receive notice of a 
meeting and to vote on the resolution receive notice of the resolution; and the resolution is signed 
by a majority of District Council Delegates who are entitled to vote. District Council Delegates may 
sign a single document setting out the resolution and containing a statement that they agree to the 
resolution; or separate copies of that document, if the wording of the resolution is identical in each 
copy.  

 
g) The chair may send a resolution by email to the District Council Delegates and the District Council 

Delegates may vote on or abstain from voting on the resolution by sending a reply email indicating 
their vote or abstention. A written resolution is passed when a majority of District Council Delegates 
signs or otherwise agrees to the resolution.  

 
h) A District Council must provide a copy of the minutes of each District Council meeting to the RSL NSW 

Board and to the District Presidents’ Council. 

5.4 Motions and Resolutions 

a) Motions and resolutions for District Council meetings can be provided in writing through the District 
Council Secretary at least 7 days prior to a meeting, or they can be raised from the floor.  

 
b) A motion and an amendment having been duly proposed and seconded, no further amendment shall 

be received until one of the former has been disposed of. But members may indicate further 



        

Once printed, this document is no longer controlled                     Page 5 of 8 
W.ww.rslnsw.org.au  

amendments before existing amendment has been disposed of. The proposer of a motion shall be 
limited to four minutes or such time as may be decided, in which to introduce the subject and two 
minutes to the proposer of a motion in which to reply. Extensions of time may be granted by meeting 
without debate. The seconder of a motion and all other speakers shall be limited to three minutes 
each, but a time extension may be granted by a vote without debate. When a timekeeper has been 
appointed, he/she shall, for the purposes of determining the time limits, stop the clock whenever 
the proposer, seconder or other speaker is interrupted and restart the clock when the interruption 
has ceased. No delegate shall speak more than once to any question before chair except by way of 
personal explanation or with consent of meeting. Such consent shall be given by vote of majority of 
members present and question shall be put without debate.  

 
c) Motions discussed and voted upon shall not be reconsidered at same meeting unless with consent 

of not less than three-fourths majority of those present. President or chairman of meeting shall have 
a deliberative vote only. Should there be an equality of votes the motion shall be declared in the 
negative. Any member may move a motion of dissent from ruling of chairman. On the motion of 
dissent being seconded, the chairman shall forthwith leave chair and debate on the original question 
then before the chair shall be suspended. Another chairman shall then be appointed by meeting. The 
delegate who moved the motion of dissent shall then state his reason for such dissent. The former 
chairman shall then give his reasons for so ruling and there shall be no other debate on the subject. 
The matter shall then be put to the vote of the meeting and decided. The former chairman shall then 
resume chair and debate on original question shall be proceeded with as if same had not been 
suspended.  

 
d) Chairman of any meeting may, with consent of meeting, adjourn meeting from time to time and from 

place to place. Every delegate shall have a deliberative vote only. All voting in the first instance at a 
meeting shall be by the manner declared by the Chair at the commencement of the meeting. Should 
a division be called for, it shall be taken in such a manner as the meeting may determine.  

 
e) Closure to terminate debate and bring a matter to vote, shall be in the form of a motion "That the 

question be now put". The chairman has discretion as to acceptance of motion of closure and may 
put the motion without seconding, providing the matter has been reasonably discussed and minority 
view been heard. The closure may be moved while another person is speaking. The Closure Motion 
may not be moved or seconded by a person who has already moved, seconded, or spoken to the 
main motion or any amendment. No further statement and/or submissions, with the exception of 
right-of-reply by the original mover, shall be permitted once the closure motion has been confirmed. 
A vote shall then be taken on the original motion or amendment, as the case may be. If a meeting 
determines to "go into Committee" only official delegates to the meeting and those persons essential 
to the conduct of the meeting shall be present at such meeting. With a majority approval of meeting 
the chairman may invite any person to address that meeting without any debate. An amendment 
proposed but not seconded, shall not be entertained nor entered in minutes. 

6. District Council Delegate to an RSL NSW Annual General Meeting or 
Extraordinary Annual General Meeting  

a) Each District Council is entitled to have a Delegate at an RSL NSW Annual General Meeting or 
Extraordinary General Meeting, with a nominated Alternate Delegate. The District Council Delegate 
and Alternate Delegate shall be elected in accordance with the Constitution. The Alternate Delegate 
may not be heard or vote on Motions before State Congress except when the Delegate is not present 
on the floor of State Congress.  

 
b) The District Council Delegate is to ensure that, where appropriate, any views expressed by the District 

Council which he/she represents, are conveyed to State Congress, irrespective of his/her personal 
opinion. The District Council Delegate shall vote on each motion on the RSL NSW Annual General 
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Meeting or Extraordinary General Meeting agenda, in accordance with the direction of the District 
Council. However, where new information, evidence or arguments are presented a District Council 
Delegate has the latitude to exercise judgment and change the vote, reporting back to the District 
Council at the first opportunity. 

6.1 Guidance for Delegates who speak at State Congress  

Delegates to State Congress that are required to present or speak to a motion on behalf of a District Council 
shall proceed to a microphone and wait to be acknowledged by the Chairman. On being acknowledged, the 
Delegate is to state his name and the District Council he/she represents. The Delegate is to then say “I move 
the Motion as printed in the Agenda”. The Delegate is then to await the motion being seconded. Once 
seconded, the Delegate will be then directed by the Chairman to proceed to speak in favour of the Motion. 
He is to do this in his own words. For expedience sake, the Delegate is not to read the already printed 
Supporting Statement but is to amplify, enhance and/or justify the intent of the Motion. He may speak for 
four (4) minutes. (b) The Seconder of the Motion may speak immediately after being offered the opportunity 
by the Chairman OR he may reserve his right to speak until prior to the Proposer of the Motion exercising his 
“Right of Reply”. He may speak for three (3) minutes. Speakers ‘FOR’ or ‘AGAINST’ the Motion are to move 
to a microphone and wait to be acknowledged by the Chairman. On being acknowledged, the Delegate is to 
state his name, the District Council or sub-Branch he represents and state whether he is speaking “FOR” or 
“AGAINST” the Motion. The Chairman will ensure that both speakers in favour of the Motion and those 
opposing the Motion will be heard equally. Delegates are advised that not all speakers will therefore be 
heard. Speakers are limited to speak for three (3) minutes. Speakers are to address all communication 
through the Chair. To conclude Debate and if there have been speakers “Against” the Motion, the proposer 
of the Motion may exercise his “Right of Reply”. He may speak for two (2) minutes in further support of the 
Motion. Immediately on conclusion of Debate, the Chairman shall put the matter to the vote.  
 
At the completion of the RSL NSW General Meeting the District Council Delegate shall provide the District 
Council Secretary a written report to be included in the agenda at the next General Meeting of the District 
Council. 

7. District Council Election Procedures 

7.1 Term of Appointment 

a) A member of a District Council Executive will hold office for the term set out in clause 12.9 of 
the Constitution. 

 
b) If a District Council Executive ceases to be a District Council Delegate during the term of their 

appointment, the procedure in clause 12.15 -12.16 of the Constitution applies, and a new 
member of the District Council Executive must be elected pursuant to this clause 4. 

7.2 Nominations for District Council Executive 

a) Nominations for a position on the District Council Executive will be made verbally from the floor 
at any District Council meeting, whether convened specifically for the purpose of filling a District 
Council Executive vacancy or otherwise.   

 
b) Nominees can only be a District Council Delegate, who has accepted the nomination.  

 
c) The District Council Secretary will record each nomination received by the District Council and 

the time and date received, in the minutes of the annual general meeting. Only District Council 
Delegates are entitled to vote. 
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7.3 District Council Returning Officer and Scrutineers 

a) For any election of persons to the District Council Executive, the District Council Delegates 
present at the meeting must endorse a returning officer.  The returning officer is responsible for 
the proper administration and facilitation of the election and must not be a nominee for a 
position in the election or scrutineer. The returning officer will usually be the District Council 
Secretary unless the secretary is nominating for a position on the District Council Executive.  
 

b) Any nominee for a position on the District Council Executive may appoint a scrutineer to observe 
the proper procedure of the election on their behalf. The scrutineer must not be a nominee for 
a position on the District Council Executive. The scrutineers are to assist the Returning Officer in 
the conducting of the election of District Council Officers and Committee. 

 
c) The District Council Secretary will provide to the returning officer and scrutineers the register of 

District Council Delegates. 
 

d) A challenge to the proper conduct of the election may only be raised by the scrutineer. In the 
event of such challenge, the returning officer must make a determination which determination 
is final and binding.  

7.4 Conduct of Election to District Council Executive 

a) The District Council Secretary must record each nomination received by the District Council in 
accordance with clause 4.2(a) in the minutes of the meeting.  

 
b) The election of District Council positions will be conducted in the following order:  

(i) President;  
(ii) one or more Vice President(s);  
(iii) Secretary (or Secretary/Treasurer);  
(iv) Treasurer.  

 
c) Where there are two or more nominees for a position on the District Council Executive, the 

election will be conducted by secret ballot.  
 
d) The returning officer will declare any ballot an informal vote where a ballot paper has not been 

filled in, in accordance with the returning officer’s directions.  
 
e) The nominee who receives the highest number of votes will be elected to the office they 

nominated for and accept.  
 

f) If two or more nominees for the same position record the same number of votes the position 
will be determined by the returning officer drawing one of the nominees’ names out of a suitable 
container.  

 
g) If only one District Council Delegate is nominated to fill a position on the District Council 

Executive, then they may be elected to the position if their nomination is seconded by a District 
Council Delegate entitled to vote pursuant to 4.5 below.   

 
h) Votes must be counted at the District Council meeting convened pursuant to clause 4.2(a) 

above. 
 

i) Once votes are counted, or if position is filled pursuant to clause 4.4 (g) above, the chair must 
declare the name of each nominee elected and the position to which they have been elected at 
the general meeting of the District Council.  
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j) The election of a District Council Delegate to the District Council Executive will take immediate 

effect. 

7.5 Eligibility to Participate in Election  

Only District Council Delegates who have paid their membership fees in any year in accordance with 
clause 12 Annexure B of the Constitution and who are therefore financial members, can participate in 
elections whether by nominating, standing for nomination, voting or election.  

8. Definitions 

See Annex A of the RSL NSW Constitution for Definitions. 

9. References & Resources 

Internal documents related to this policy 

References to Constitution.  

Section 12 of the RSL NSW Constitution applies to District Councils. 

Appendix C – Members’ Meetings Conduct and Voting Procedure. 
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