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1. PURPOSEThis policy supports the provisions of Sections 12 and 32 of the Australasian College for InfectionPrevention and Control (ACIPC) Constitution and is inclusive of all Executive Council (EC) members,ordinary members, staff or contractors of ACIPC.
2. BACKGROUNDACIPC has been established as a company that functions using a combination of remuneratedpositions (contractors, and some designated committee positions) as well as a voluntary servicecapacity.
3. SCOPE3.1 This policy applies to, and is binding on, all members and people employed by or representingthe college in any capacity; including volunteers, employees, contractors and consultants(hereafter called ‘members and staff’) who are employed by, or undertake activities on behalf ofthe College.3.2 The exceptions are: Nil
4. OBJECTIVESAll members and staff are required to follow the system and process identified in this policy whenapproving and authorizing contracts, spending and payments on behalf of the college.
5. DEFINITIONSEC: Executive Council.College or The College: Australasian College for Infection Prevention and Control (ACIPC).
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6. LEGAL AND POLICY FRAMEWORKThis policy supports the provisions of Sections 12 and 32 of the Australasian College for InfectionPrevention and Control (ACIPC) Constitution.
7. POLICY STATEMENT7.1 Authority to approve contracts7.1.1. The authority to approve contracts on behalf of ACIPC rests with the EC. All contractsapproved by the EC will be signed on its behalf by the President and the Past Presidentsubject to the limitations or conditions set by the EC for that contract. The President orPast President may delegate their authority to sign a contract in writing to a member ofthe EC subject to EC approval.7.1.2. No person may enter into binding contract negotiations, or approve or execute a contracton behalf of ACIPC, without explicit written permission from the EC. Those signingwithout such authority may incur personal liability, and be subject to disciplinary and orrecovery action by ACIPC.7.2 Renewals, Extensions, Amendments and Modification of existing contractsRenewals, extensions, amendments and modifications to previously approved contracts can onlyoccur in the same manner as a new contract as described in section 7.1 of this policy.7.3. Authority to approve spending and payment7.3.1. The President, Past President, Operations Manager and secretariat are appointed as“Authorized Signatories” and have the authority to sign for spending or payment onbehalf of ACIPC. The Authorised Signatories may temporarily delegate their authority asan Authorized Signatory in writing to a member of the EC subject to EC approval.7.3.2. No person other than an Authorized Signatory may approve or execute an authority to signfor spending or payment on behalf of ACIPC. Those signing without such authority mayincur personal liability, and be subject to disciplinary and or recovery action by ACIPC.7.4. Establishing, approval and changing of financial arrangements7.4.1. The authority to approve, establish or change financial arrangements, such as banking orinvestment arrangements of ACIPC, rests with the EC. All financial arrangementsapproved by the EC will be enacted on its behalf by the President and the OperationsManager subject to the limitations or conditions set by the EC. The President orOperations Manager may delegate their authority to enact such arrangements in writingto a member of the EC subject to EC approval.
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7.4.2. No person may enter into negotiations, or approve or execute the establishment of orchanges to financial arrangements on behalf of ACIPC, without explicit writtenpermission from the EC. Those doing so without such authority may incur personalliability, and may be subject to discipline in accordance with ACIPC policy.7.5. Spending and payment approval limits7.5.1. Executive Council will set spending and payment approval limits for AuthorizedSignatories annually.7.5.2. The College credit cards held by the Secretariat, Operations Manager and Events andMarketing Manager each have a $5,000.00 limit.7.6. Methods of payment and expenditure7.6.1. Payments and expenditure made by credit card. The Secretariat, Operations Manager andEvents and Marketing Manager positions have been issued with credit cards for theACIPC account. these credit cards are issued with a $5,000.00 limit and require onesignature.7.6.2. These credit cards are authorised to be used to purchase office supplies, travel andaccommodation on college business, and occasions when an invoice cannot be generated.7.6.3. Credit cards must be a credit only option (not direct debit) must be payable only bymonthly statement. This statement can only be paid in accordance with section.7.6.4. Payments made by electronic banking. ACIPC has established electronic banking accountsfor the payment of College expenses. The secretariat is authorized to raise an invoice forpayment on the college account. This invoice must then be authorized by an authorizedoffice bearer using the electronic coder.7.6.5. The authorized office bearers for ACIPC accounts are the President, Past President andPresident Elect. These authorities shall be established when the person takes office asPresident, Past President and President Elect and shall be revoked when the personcompletes their term.7.6.6. The invoice raised by the secretariat is authorized for payment by the on line bankingaccount using the personalized password and security system. Each of the authorizedoffice bearers is issued with an electronic coder and uses two personal passwords toensure secure access to the electronic banking system.7.7. Conflicts of Interest7.7.1.  It is the responsibility of all ACIPC representatives and contractors to ensure that ACIPCdoes not knowingly enter into contracts or expenditure that present conflicts of interest.ACIPC representatives must exercise their authority in a manner consistent with theACIPC Code of Ethics and Conduct. If a conflict arises, any official who otherwise hascontract negotiation and/or approval and signatory authority must disclose the conflictto the EC promptly and must excuse him/herself from any further involvement in thecontract, spending or payment procedure.
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7.7.2. Where a conflict arises the EC will appoint one of its members to substitute for therepresentative or contractor who has declared a conflict.
8. RELEVANT DOCUMENTS AND REFERENCESCode of Conduct and Ethics policyConfidentialityConflict of Interest Checklist


