


ACT Schools Animal Ethics Committee 
Terms of Reference
1. Overview
1.1. This document defines the purpose of the ACT Schools Animal Ethics Committee (the Committee) and the scope of its responsibility, institutional accountability, membership and operation. 
1.2. The Committee’s primary responsibility is to ensure, on behalf of the Education Directorate (the Directorate), that all activities relating to the care and use of animals for educational purposes are conducted in compliance with the Australian Code for the Care and Use of Animals for Scientific Purposes (the Code) and the ACT Animal Welfare Act 1992 (the Act). 
· The Committee ensures that all educational activities involving the use of animals in schools are conducted ethically and are performed in a justified and humane manner that considers the animal’s needs. 
1.3. The Committee will undertake ethical review, approval and monitoring of programs that involve the care and use of animals for educational purposes in ACT public schools. 
1.4. The Committee may also provide advice to the Directorate and schools to support compliance with the Code and in relation to the care and ethical use of animals. 
1.5. Unless otherwise specified, references in this document are made to the Code.
2. Committee Establishment and Scope
2.1. The Directorate’s Licence for the Use or Breeding of Animals for the Purpose of Research or Teaching requires that the Directorate maintain an animal ethics committee. 
2.2. The Committee is established and maintained by the Directorate to service and oversee the care and use of animals for educational purposes in ACT public schools. 
2.3. Educational institutions external to the Directorate that hold a Licence for the Use or Breeding of Animals for the Purpose of Research or Teaching may use the Committee provided they have entered into a formal agreement with the Directorate to do so. The Committee must be consulted on the development of any such agreement.
3. Roles and Responsibilities
The Committee 
3.1. The Committee provides oversight, advice and/or recommendations for the care and use of animals for educational purposes in ACT public schools. 
3.2. Responsibilities of the Committee (s2.3.2 of the Code) are to:    
· review applications from schools seeking to use animals for educational purposes
· approve applications for programs that are ethically acceptable and conform to the requirements of the Code   
· conduct follow-up reviews of approved programs as required
· approve the continuation of programs that are ethically acceptable and conform with the requirements of the Code 
· monitor the welfare, care and use of animals, including housing conditions and routine care, practices and procedures   
· take appropriate actions concerning unexpected adverse events reported to the Committee
· take appropriate actions regarding identified non-compliance 
· approve guidelines for the care and use of animals on behalf of the Directorate  
· provide advice and recommendations to the Directorate and schools 
· report on its operations to the Directorate. 
3.3. The Committee has additional responsibilities as outlined in the Animal Welfare Act 1992 and the Animal Welfare Regulation 2001 as well as the Directorate’s Care and Use of Animals in ACT Schools Policy. Specifically:
· the Committee is responsible for granting authorisation to individuals conducting educational programs using animals on behalf of the Directorate as required under s38 of the Animal Welfare Act 1992.
· the Committee must report annually to the ACT Animal Welfare Authority about the number and species of the animals it has approved for use in educational programs under the Directorate’s license. This report must be provided by the end of October each year as mandated under s7(3-4) of the Animal Welfare Regulation 2001. 
3.4. The Committee inspects at least four (4) schools a year to monitor and support the care and use of animals and/or respond to non-compliance or unexpected adverse events. 
· The Committee adopts a risk-based approach to scheduling inspections. Inspections will be prioritised as follows: 
· Animal welfare issues of immediate concern
· Schools reporting concerning animal deaths or adverse events
· Schools identified by the Committee and/or Secretariat as needing compliance support
· Schools seeking support to start a program using animals
· Routine inspections.   
3.5. In accordance with s2.3.28-29 of the Code, the Committee will submit a written report on its operations at least annually to the Directorate licensee. The report will advise on:
· the numbers and types of programs assessed, approved or rejected
· the physical facilities for the care and use of animals by the Directorate’s schools
· actions that have supported the educational and training needs of Committee members, AWLOs and people involved in the care and use of animals
· administrative and other difficulties experienced, and
· any matters that may affect the Directorate’s ability to maintain compliance with the Code and, if appropriate, suitable recommendations.
The Directorate
3.6. Responsibilities of the Directorate (s2.2.1 of the Code) are to:
· Establish the Committee and its Terms of Reference, and ensure that the Committee’s membership allows it to meet its responsibilities.
· Resource the Committee to ensure that it fulfils its responsibilities. If other educational institutions enter into a formal agreement with the Directorate to use the Committee, responsibility for any necessary additional resourcing is to be settled as part of the formal agreement. 
· Establish procedures for the effective governance and operation of the Committee through the Terms of Reference, as well as institutional policy and procedures providing secretariat support to the Committee and maintaining all records of Committee meetings, decisions, approved programs and related correspondence.
· Conduct an annual review of the operations of the Committee to ensure its effectiveness and compliance with the Code and internal policies. This must include assessment of the Committee’s annual report (s2.1.9.ii and 2.2.37 of the Code) and an annual meeting between the Directorate licensee and the Committee Chair. 
· Arrange an independent external review at least every four years to assess the Directorate’s compliance with the Code, and ensure the continued suitability, adequacy and effectiveness of its procedures to meet its responsibilities under s6.1 of the Code. The operation of the Committee and the conduct of its members is within the scope of these reviews.  
4. Committee Membership
4.1. The Committee is comprised of a Chair and at least one member from each of the four categories listed below (s2.2.2-4 of the Code). 
	Chair
	A person in a senior position within the Directorate, at Senior Director level or above.

	Category A member
	A person with qualifications in veterinary science that are recognised for registration as a veterinary surgeon in Australia, and with experience relevant to the Directorate’s activities or the ability to acquire relevant knowledge.

	Category B member
	A suitably qualified teacher with substantial and current (or at least recent) experience in the use of animals for educational purposes relevant to the Directorate and the business of the Committee. 

	Category C member
	A person with demonstrable commitment to, and established experience in, furthering the welfare of animals, who is not employed by or otherwise associated with the Directorate, and who is not currently involved in the care and use of animals for scientific purposes. Veterinarians with specific animal welfare interest and experience may meet the requirements of this category. While not representing an animal welfare organisation, the person should, where possible, be selected on the basis of active membership of, and endorsement by, such an organisation.

	Category D member
	A person not employed by or otherwise associated with the Directorate and who has never been involved in the use of animals in scientific or teaching activities, either in their employment or beyond their undergraduate education. Category D members should be viewed by the wider community as bringing a completely independent view to the Committee and must not fit the requirements of any other category.


4.2. Categories C and D must together represent at least one-third of the Committee membership. (s2.2.8 of the Code)
4.3. Additional and/or proxy members may be appointed for the roles of Committee Chair and Category A-D members. (s2.2.6 of the Code)
4.4. Additional non-voting members may be appointed to assist the Committee to function effectively, such as:
· a person responsible for the routine care of animals within the Directorate, and/or
· a person with skills and background of value to the Committee.
4.5. A representative from any licensed external institution that has a formal agreement with the Directorate to use the Committee is eligible to be appointed as a Secondary Member of the Committee. The role of Secondary Member is to represent their institution and support communication between the Committee and their institution. Secondary Members are non-voting members.
4.6. The Committee may invite people with specific expertise to provide advice, as required (s2.2.7 of the Code). 
5. Appointment of Members 
5.1. All members and proxy members must be formally appointed by the Directorate licensee. Appointments will be confirmed in a formal letter of appointment signed by the Directorate licensee. 
5.2. Prior to their appointment, members must: declare any interest that could influence the objectivity of their decision making; acknowledge in writing their acceptance of the Terms of Reference; and sign a Conflict of Interest Declaration and Confidentiality Agreement.
5.3. In making appointments, the Directorate will consider any potential risks and assess whether the appointee is a ‘fit and proper’ person for the role. This includes identifying any potential for conflicts of interest and assessing potential appointees’ existing representation on ACT Government boards or committees
5.4. An induction package will be provided to members and training on the Code will be available. 
5.5. The Committee Chair will be a Directorate officer, at the Senior Director level or above. The Chair will be appointed by the Directorate licensee. 
5.6. Category A and B members will be identified though an Expression of Interest process at the end of each membership term. Where possible the Directorate will follow best practice on diversity and community representation as outlined in the Governance Principles for Appointments, Boards and Committees in the ACT; however, this will need to be balanced with the specific requirements for these roles as prescribed in the Code.  
5.7. Following the EOI process, applications will be considered by the Directorate (Education Programs and Services branch) and recommendations will be made to the Directorate licensee for decision. 
5.8. Category C and D members (and corresponding proxy members) will be nominated by the following stakeholder groups at the end of each term:
· Category C Member will be nominated by the RSPCA ACT. 
· Category D Member will be nominated by ACT Parents (formerly the ACT Council of Parents & Citizens Associations) and the Association of Parents and Friends of ACT Schools Inc. 
5.9. Consistent with the Governance Principles for Appointments, Boards and Committees in the ACT, these representative body nominations will not be subject to an open merit selection process. However, the representative nominating bodies will be made aware of the ACT Government’s diversity, representation and renewal objectives as specified in the Governance Principles for Appointments, Boards and Committees in the ACT.
5.10. The Directorate licensee will consider these nominations and decide on their appointment.
5.11. If the above stakeholder groups are unable to make an appointable nomination, the Directorate may conduct an open Expression of Interest process to fill the vacant position. An Expression of Interest process may also be used to appoint proxy or additional Category C and D members.
5.12. Secondary Members will be nominated by their own licenced institutions. 
6. Member Terms
6.1. Member appointments will be made for a period of three years and reappointments will not exceed a maximum of six years or two full terms as outlined in the Governance Principles for Appointments, Boards and Committees in the ACT.
6.2. The Directorate licensee may consider extending a member’s appointment beyond the maximum term if there is a compelling justification to do so. 
6.3. The Chair’s term of office is determined by the Directorate licensee. 
7. Meetings of the Committee
7.1. Under the Code, the Committee is required to meet as often as required to discharge its responsibilities. Typically, the committee will meet once in each school term, with a minimum of four (4) meetings a year. 
7.2. At least one member from each membership category (A, B, C and D) must be present to establish a quorum for the conduct of a meeting and must be present throughout the meeting. Categories C and D together must represent at least one-third of those members present. (s2.2.25 of the Code)
7.3. Unless there are special circumstances, the outcome of applications for educational programs using animals will be decided at Committee meetings.  
7.4. The Committee may decide to: 
· approve applications with or without conditions
· defer applications subject to modification, or 
· not approve applications. (s2.3.9.i of the Code)
7.5. The Committee may suspend or withdraw an approval at any time (s2.3.9.iii of the Code).   
7.6. Committee decisions will be made on the basis of consensus. Where consensus cannot be reached after reasonable effort to resolve differences, the Committee will work with the applicant school to explore program modifications that may lead to consensus. If consensus is still not achieved, the Committee will only proceed to a majority decision after members have been provided with adequate time to review their positions, followed by further discussion (s2.3.11 of the Code).
7.7. Communication of all advice and/or decisions is facilitated by the Chair or Committee Secretariat. 
8. Conflict of Interest
8.1. The Committee members will declare any conflict of interest in the following manner: 
· prior to their appointment - by making a signed declaration of all real or potential conflicts of interest as part of the member appointment process 
· as matters arise - by declaring all real or potential conflicts of interest and the nature of that interest to either the Chair or Committee Secretariat as soon as practicable after they become aware of the conflict. 
8.2. All declarations of real or potential conflicts of interest (as part of the appointment process, and between or at meetings) are to be recorded in the relevant meeting minutes.
8.3. The Committee will manage conflicts of interest, including any situation where a member of the Committee has an interest that may be seen to influence the objectivity of a decision by:
· requiring a member whose objectivity may be influenced by an interest (including consideration of a proposal submitted by that member) to leave the room prior to any discussion of the identified item, returning only at the invitation of the remaining members to provide clarification on issues raised (after which the member will again be requested to leave), or returning only when a decision has been finalised
· recording the method of dealing with any conflict in the relevant meeting minutes (e.g. recording that the member left and returned to the room) 
· considering and responding to any concern or claim raised by a program leader or other party that a Committee member has a conflict of interest that may have influenced the objectivity of a Committee decision 
· advising complainants, in writing, of the Committee’s response to any concern or claim relating to a conflict of interest. If the complainant is not satisfied with the Committee’s response, a complaint may be lodged under the ACT Schools Animal Ethics Committee (ACT SAEC) Complaints Procedure for Institutions.
8.4. If a member withdraws from a meeting due to a conflict of interest, the remaining members must constitute a quorum for the Committee to decide on a matter. Members should communicate potential conflicts as early as possible so that alternate or proxy members can be organised. 
9. Secretariat 
9.1. The Education Programs and Services branch within the Directorate provides the Secretariat for the Committee.
10.  Agenda and Minutes
10.1. In addition to matters relating to the Committee’s ongoing business, meeting agendas will include the following standing items: 
· Conflicts of Interest 
· Support to Schools.
10.2. Committee Secretariat will request agenda items from Members fifteen (15) business days before a meeting. Members will be asked to provide agenda items no later than ten (10) business days prior to the meeting. The Chair will approve the final agenda. 
10.3. Meeting agenda and papers will be circulated electronically five (5) business days before each meeting.
10.4. Draft meeting minutes will be circulated within ten (10) working days after the meeting for members’ comment and endorsement. The Chair is responsible for approving draft minutes for release to the Committee. 
10.5. Committee approval of draft minutes will be confirmed at the next Committee meeting.
11. Decisions and Actions
11.1. All decisions and recommendations will be recorded in an Actions Register maintained by the Committee Secretariat. 
11.2. Decisions in relation to applications submitted by schools will be communicated to schools as early as possible, within eight (8) business days of the decision.
12. Out of session Business 
12.1. Where appropriate, out of session decisions can be made by the Committee via email, with members casting a vote in writing and ensuring a quorum is still met in line with the requirements of the Code and the Terms of Reference. 
13. Terms of Reference amendment, modification, or variation
13.1. The Terms of Reference may be amended, varied, or modified after consultation with the Committee members.
13.2. The Directorate will review the Terms of Reference biennially or as required to respond to changes, including to relevant legislation, the Code, the Directorate’s licence or Directorate policy. 
13.3. The Committee will be consulted on any proposed change or review of the Terms of Reference. 
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