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DISCLAIMER

The data and facts contained in this handbook have been compiled from a variety of sources and have not been subject to independent verification.

Although every care has been taken to ensure the correctness of information and opinions provided in this handbook, both Directors Australia Pty 
Ltd (author) and Group Training Australia Ltd t/a National Apprentice Employment Network (publisher) and their agents, employees and contractors 
specifically disclaim any responsibility for any errors, mistakes or incorrect facts or interpretations which may occur, howsoever caused, and accept 
no liability on any basis for the information in this handbook.

Further, as the application of the information in this handbook will involve business considerations that can be influenced by a number of unforeseen 
events or by management decisions affecting the project, no assurance can be given that the application of information contained in this handbook 
will achieve the desired outcome.

Nothing contained in this handbook should be construed in any way whatsoever as legal and/or accounting advice. Recipients of this handbook 
should obtain expert legal and/or accounting advice on any issue which requires a professional legal and/or accounting opinion.
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FOREWORD 
The National Apprentice Employment Network 
(previously Group Training Australia) first commissioned 
Directors Australia in 2007 to prepare this governance 
handbook to assist directors and CEOs of Group Training 
Organisations (GTOs) to achieve best practice in 
corporate governance.

Through its work with GTOs over many years, Directors 
Australia understands the governance issues faced in 
the sector and prepared this handbook for the National 
Apprentice Employment Network in a simple, easy to 
follow format to assist directors and CEOs of GTOs 
throughout Australia.  

Since those first and second editions, there have been a 
number of governance developments and trends which 
are relevant to GTOs. This third edition, prepared by 
Directors Australia, updates the handbook to address 
many of those developments as well as providing 
additional information in the following key areas:

+ new governance standards for not-for-profit and
charitable organisations;

+ the role of the board in setting an organisation’s
culture;

+ additional information regarding board processes,
including reference to the leading authority on board
meeting minutes;

+ a template board conflict of interest policy;

+ legislative updates regarding directors’ duties; and

+ new focus areas regarding risk management.

This handbook is generally based on a whole-of-
organisation governance approach (refer to Figure 1).  

While this handbook does not cover every aspect of 
corporate governance, it provides a good basis on which 
all GTOs should operate and is a useful reference tool 
for existing and incoming board members, CEOs and 
other managers.

I commend this revised handbook as essential reading for 
every board member and senior manager in your GTO.

Dianne Dayhew

Chief Executive Officer
October 2021
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1.1 PURPOSE OF THIS MANUAL 
Corporate governance refers to the framework of rules, relationships, systems and processes which are 
used to direct and control an organisation. It includes the mechanisms by which companies, and those in 
control of companies, are held to account.1 

The board of every Group Training Organisation (GTO) should strive to achieve high standards of 
corporate governance which, in turn, should enhance their organisation’s performance now and into the 
future. 

In addition, all GTOs are required to comply with the National Standards for GTOs. Standard 3 outlines 
the requirements for GTOs to maintain a sustainable, well governed and administered organisation. 

The purpose of this handbook is to clearly set out how boards can comply with Standard 3 and fulfil their 
corporate governance responsibilities in a concise ready reference guide. 

The handbook is based on contemporary best practice corporate governance standards such as:

+ the ASX Corporate Governance Principles and Recommendations (4th Edition);

+ Australian Institution of Company Directors’ (AICD) Not-for-profit Governance Principles (2nd Edition); 
and

+ Australian Charities and Not-for-profits Commission’s (ACNC) Governance Standards.2 

This handbook provides guidance in applying these principles so they are relative to the size and nature 
of the GTOs. 

The following key areas are addressed in this handbook:

+ the role of the board;

+ key office holders;

+ directors’ duties and responsibilities;

+ board composition;

+ board effectiveness;

+ purpose and strategy;

+ risk management;

+ culture, conduct and compliance;

+ CEO and representative functions;

+ monitoring organisational performance;

+ monitoring financial performance

+ accountability and transparency;

+ stakeholder engagement; and

+ board skills and development.

 1  ASX Corporate Governance Principles and Recommendations at 1.

 2  The standards are respectively available on the ASX’s website at asx.com.au, the AICD’s website at companydirectors.com.au and ACNC’s 
website at www.acnc.gov.au.
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1.2 GOVERNANCE CHARTERS 
Each GTO should consider how the issues raised in this handbook are dealt with in their organisation and 
ensure that everyone is clear about their roles and responsibilities. 

It is suggested that each GTO use this manual as a base to prepare their own governance charter or 
manual setting out their roles, responsibilities and processes as they relate to their particular organisation.   
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