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1. INTRODUCTION  

The NSW Teachers Federation (Federation) has two (2) Custodians that are elected, as per Rule 38, 
annually by and from Council. The two positions sit on the Federation Executive. 

2. ROLE  

The role of the custodian is provided for in Rules 24 and 49. For more details see Appendix 2.  

3. RESPONSIBILITIES 

The Finance Committee 

Both Custodians are members of this committee. 

Meetings are usually held once a term. 

The role of the Custodians on this committee is to participate in discussions and decisions about the 
review of accounts on a monthly and an annual basis. This is part of the duties stated in Rule 24 (1). 

The Custodians, with the rest of the Finance Committee in October or November of each year, meet to 
consider the draft budget for the following year (as per Section 2 of the NSW Teachers Federation Finance 
Committee Charter). 

The Custodians are also involved in making recommendations to the Finance Committee (as whole) 
about any requests for donations received by Federation from external organisations (as per Section 3 
of the NSW Teachers Federation Finance Committee Charter).  

The minutes of the Finance Committee meetings are referred to the following Federation Executive 
meeting for endorsement. The Custodians, because of their membership of both Federation Executive 
and the Finance Committee, participate in any discussions that ensue as a result of this feedback  
from the Finance Committee. They can assist the other Executive members by clarifying any of the  
items discussed.  

Public Education Fund Committee 

One Custodian is a member of the committee (as elected by Executive). The other Custodian is an 
alternate. 

Meetings are usually held, when required, during Executive meeting lunch time.  

The role of the Custodian on this committee is to, with other members of the committee, consider 
applications for access to the Public Education Fund. The committee will approve such applications in 
accordance with the guidelines of the Public Education Fund.  

The Custodian receives an electronic invitation to each meeting.  

Governance and Financial Oversight 

These responsibilities have been either traditionally deemed to be those of the Custodians or they stem 
from the specific terms from Federation’s Finance Committee Charter and the NSW Teachers Federation 
Corporate Cards Policy and Guidelines.  

Under the terms of the NSW Teachers Federation Corporate Cards Policy and Guidelines, both Custodians 
(along with the Compliance and Operations Manager) carry out the six (6) monthly audits of Federation 
credit card usage.  

Under the terms of the NSW Teachers Federation Finance Committee Charter, both Custodians are 
actively involved in: 

• Meeting(s) with the external auditors 
• Appointment of the external auditor 
• The development of, and updating of, governance policies and guidelines (see Section 4 of the NSW 

Teachers Federation Finance Committee Charter)
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APPENDIX 1 
GUIDELINES FOR UNDERTAKING THE CUSTODIAN’S DUTIES 

1. DAILY ACCOUNTS/EXPENSES (as per Rules 24 and 49) 

It is important to note that this specific responsibility (ie. the approval of Federation’s daily expenditure, 
as per Rules 24 and 49 by the Custodians) occurs during all of the weeks of operation of the Federation. 
This means that the Custodians must be prepared to do this work in school holidays as well as in  
term time.  

A. DIVISION OF TASKS 

From Monday to Friday, Federation’s Accounts Department produces a number of batches for approval 
by a Custodian.  

Either Custodian can adopt any batch for approval.  

It is possible to divide the week into two (2) sections, with one Custodian responsible for the beginning 
of the week and the other responsible for the end of the week. 

However, in practice the Custodians adopt batches dependent on their available times to process. The 
success of this process requires collaboration, negotiation, and cooperation between the two 
Custodians.  

B. THE PROCESS 

Creation of the Batch 

Federation’s Accounts Department produces a batch of invoices ready for approval. The Custodians 
are informed via email when a batch is ready for adoption.  

For example: 

A new payment batch is ready for adoption by a Federation Custodian 

Title: [Type of batch – Cheque, payroll, membership refund or urgent etc.] 

Description: [Details of the specific batch] 

Date 
Created: DD/MM/YYYY 

Payments: [Number of invoices in the batch] 

Total 
Amount: [The monetary total of all the invoices in the batch] 

Adoption 

The Custodian can adopt a batch by logging into the App, selecting the specific batch and then 
pressing “Adopt”. 

Once this has occurred, the batch can only be completed by that particular Custodian. 

Approval 

The Custodian who has adopted the batch, processes it. Each individual invoice has relevant 
paperwork attached to it, including any documents related to the authorisation of the expenditure. 

After perusing this detail, the Custodian must decide whether or not to approve each individual 
invoice.  

If there is a problem with an invoice or with its related documentation, the Custodian should either: 
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Seek further information from Federation’s Accounts Department, by way of the “Comment” section 
on the App. This comment is viewed by both the General Secretary (when the batch has been 
adopted by them) and by Federation’s Accounts Department. If the forthcoming explanation is 
satisfactory, then the Custodian can approve it by way of a separate email to Federation’s Accounts 
Department.  

If any invoice is rejected (“Reject”), the Custodian is expected to give an explanation, by way of the 
“Comment” section in the App as to the reasons for that rejection. If a satisfactory explanation is 
received about that invoice, then the Custodian can approve it by way of a separate email to 
Federation’s Accounts Department.  

Commit 

After processing each invoice in the batch, the Custodian will then press “Commit”. This will then 
transfer the batch to the General Secretary for approval.  

Note: The Custodian can press “Commit” for a batch which includes a rejected invoice. The other 
invoices in the batch can be processed and transferred to the General Secretary while the Custodian 
waits for a suitable explanation.  

C. ADVICE FOR CUSTODIAN ABOUT THE CUSTODIAN APP 

How long should it take to complete a batch? 

This is dependent on the size of the batch, ie. the number of invoices that it contains.  

There is no set time for the completion of the batch, however the batch cannot be sent for approval 
by the General Secretary until the Custodian has completed it.  

A batch can be completed at any time during the day or night.  

Locality 

A batch can be completed in any locality where access to Wi-Fi is available. 

A Custodian should always consider matters of security when dealing with a batch in a public place. 

Unusual or incomplete detail 

Anything that appears unusual needs to be scrutinised carefully.  

If a Custodian has a query about any invoice within a batch, there is a “Comment” section attached 
to each invoice where the Custodian can seek advice or make a query. This comment is viewed by 
both the General Secretary (when the batch has been adopted by him/her) and by Federation’s 
Accounts Department.  

A Custodian can choose whether to “Approve” or “Reject” an invoice while waiting for a response 
from the Accounts Department.  

A Custodian should not approval any invoice or batch if he or she has a concern about it.  

2. OTHER OCCASIONS FOR WHICH A CUSTODIAN’S SIGNATURE IS REQUIRED 

Term deposits, including transfer of funds or other cash investments. 

Authorised signatory in Seal Register and relevant documents such as mortgages, leases, and other 
agreement.
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APPENDIX 2 
EXTRACTS FROM AEU NSW TEACHERS FEDERATION BRANCH RULES 

24 - DUTIES OF BRANCH CUSTODIAN 

There shall be 2 Branch Custodians who shall be responsible for ensuring that: 

(1) Monies received by the Branch are deposited and funds invested in accordance with the rules of the 
Branch and the directions, if any, of Branch Conference or Branch Council; and 

(2) That all payments out of the funds of the Branch have been duly authorised.  

49 - EXPENDITURE OF FUNDS 

(1) All expenditure made by or on behalf of the Branch shall be authorised in accordance with these 
rules.  

(2) An expenditure of funds may be made by cheque or by a bank facility for transferring funds 
electronically.  

(3) (a) Where the payment is made by cheque, the cheque shall be signed by any two of the 
following persons: the Branch Secretary, a Branch Deputy Secretary, a Custodian, or another 
member of the Branch Executive authorised to do so.  

(b)  Where the Branch has a facility with a bank for making payments by electronic means, the 
 Branch Executive may authorise the use of that facility provided that any payment is first 

authorised by any two of the following persons: Branch Secretary, a Branch Deputy Secretary, 
a Custodian or another member of the Branch Executive authorised to do so and the payment 
is separately activated by two persons holding the positions referred to in this sub-rule.  

38 - ELECTION OF BRANCH EXECUTIVE 

(1) Apart from the election of the Branch Secretary and the Branch Deputy Secretaries, members of the 
Branch Executive shall be elected annually by and from the members of the Branch Council. 

(2) Subject to Federal Branch Rule 38 (10) (b) a Branch Professional Officer, who is deemed to be on 
leave from the Branch Council in accordance with Rule 26 (6) shall not be entitled to nominate and 
vote in Branch Executive elections.  

(3) Nominations for the position of Branch Executive member shall, in years following elections of 
representatives to the nomination to Branch Council, shall open 10 days after the election of 
representatives of the Branch Council have been declared and, in other years, nominations shall 
open at the final Branch Council meeting of each year, and close no later than a date 10 days prior 
to the first regular Branch Council meeting of the year.  

(4) The Branch Returning Officer shall call for nominations by sending Branch Councillors, or Branch 
Councillors Elect, as the case may be, a notice specifying the positions to be filled, date of the 
opening of nominations and the date of the closing of nominations. 

(5) A nomination for election to Branch Executive position shall be made in writing, be signed by at least 
2 financial members of the Branch Council, and bear the written consent of the nominee. 

(6) The order and seniority of election for Branch Executive members shall be: 

(a) The 4 branch Vice Presidents, 
(b) The 2 Branch Custodians, 
(c) One member of the Branch Council who is a representative of members on the ATSI Members’ 

Roll; and 
(d) 8 Association Representatives on the Branch Council. 

(7) In Branch Executive elections, a Branch Councillor may nominate for more than one office provided 
that a candidate who has nominated for more than once office is to be excluded from any uncounted 
ballots following the candidate’s election to an office.  
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(8) Where in an election for the position of Vice President, the number of candidates does not exceed 
the number of positions, such candidates shall be declared elected, provided that a ballot shall be 
conducted to determine the order of seniority of the Vice Presidents. 

(9) (a) Branch Secretary and Branch Deputy Secretary elections shall be conducted in the second half 
 of each third calendar year commencing in 2015. 

(b) The Branch Secretary and Deputy Branch Secretaries shall take office on the first school day in 
the year following their election and hold office for 3 years or until the successors take office. 

(10) (a) Subject to this sub-rule, the provisions of this Rule relating to Branch Executive elections shall 
apply mutatis mutandis to elections for the Branch Secretary and the Branch Deputy 
Secretaries.   

(b) A Branch Professional Officer who is deemed to be on leave as a member of the Branch Council 
in accordance with Rule 26(6) and a person who holds office as Branch Secretary or Branch 
Deputy Secretary, may nominate in and vote in elections for Branch Secretary and Branch 
Deputy Secretary.  

(c) Nominations for the positions of Branch Secretary and Branch Deputy Secretary shall open no 
later than 6 weeks prior to the Branch Council meeting designated by the Branch Returning 
Officer for the conduct of the election and close no later than a date 10 days prior to designated 
meeting. 

(11)  (a) Subject to paragraph (b), a casual vacancy in a position referred to in this rule shall be filled by 
 a secret ballot by and from the members of the Branch Council which shall be conducted as 
 soon as practicable following the occurrence of the vacancy. 

(b) Where the unexpired portion of the term of the position in which the casual vacancy occurs 
does not exceed one half of the term of the position, the Branch Council may appoint a 
financial member of the Branch to fill the position.    

(c)  The person elected, or appointed, to fill a casual vacancy shall take office from the declaration 
of his or her election or on his or her appointment and hold office until the expiration of the 
term of the person replaced or until a successor takes office. 

 (d) Where an election is to be conducted to fill a casual vacancy in a position of Branch Secretary 
or Deputy Branch Secretary, the Branch Executive may appoint a financial member of the 
Branch to fill the position until an election is conducted and the successful candidate is 
declared elected. 


