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INTRODUCTION

i
PREFACE

This document has been built up by successive Executives over 20 years.  Unfortunately the date of origin of each policy has not always been recorded.  Where known, the date appears in brackets against the right margin.  This edition wholly replaces the previous edition dated April 1997.

ii
THE CONSTITUTION & OTHER OFFICIAL DOCUMENTS
The Constitution is the basic document which guides all NZILA decision–making.  It is important that all members, particularly Executive members, familiarise themselves with the Constitution.  Note that the NZILA Code of Conduct & Complaints Procedure stand part of the Constitution.
(2000)

In addition to the Constitution, the following documents have been approved by the membership as Official Documents of the NZILA.  They provide details concerning procedures, structures and resolved policies not specified in detail in the Constitution.

· The Statement of Philosophy

· The Services of the Landscape Architect

· Conditions of Engagement of the Landscape Architect

· Payment for the Services of the Landscape Architect

· Environmental Policy

· Marketing Plan
(1996)

· Application Pack for Associate Membership
(2000)

· CPD Programme for Registration
(2000)

· Guidelines for Landscape Design Competitions

· Landscape New Zealand Magazine

· In-site (ex Cuttings) Newsletter

The Constitution and other Official Documents are the result of considerable effort and debate.  They can, of course, be altered to reflect changing circumstances or attitudes.  Amendments to the Constitution can only be made as a result of a 3/5ths majority at a General Meeting.  Aside from the magazine and newsletter, amendments to the other Official Documents necessitate a good deal of consequential administrative follow-up, so should only be undertaken where a clear need is evident, or where substantial benefits would result.

iii
NZILA OPERATIONAL PROCEDURES AND PROTOCOLS
In addition to the Institute's Official Documents, there are a number of existing written and customary policies which have evolved as guidelines for Institute (and particularly Executive) decision-making and should be seen as interpretative of the Constitution.

These Operational Procedures and Protocols are the subject of continuing review and are up-dated whenever a new situation creates a need to amend them.  Updating the Operational Procedures and Protocols document does not require membership endorsement unless the policy is in conflict with the provisions of the Constitution (when a change to the Constitution in accordance with the provisions of the Constitution is required).

The responsibility for regularly updating the Operational Procedures and Protocols document lies with the executive officer in consultation with the president (or with a member of the Executive who may be delegated the task).

After each Executive Committee meeting, an update page is distributed to Executive members and branch secretaries, whilst an updated full document is distributed yearly.
(2003)

It is important that branches are kept informed of current Institute policy through up–dates whenever necessary; and that policy amendments, which affect the interests of members, are publicised through the in-site newsletter and the Institute website.

iv
DISTRIBUTION OF DOCUMENTS

All corporate and graduate members receive a copy of the Constitution and Official Documents when they are accepted into that level of membership.  Student and affiliate members receive the Constitution and Statement of Philosophy.  All members receive the Institute's official magazine Landscape New Zealand and its newsletter in-site.

The Operational Procedures and Protocols document has hitherto been distributed only to Executive members and other portfolio holders.  The Executive may exercise the discretion to circulate it more widely.

All new Graduate plus members receive a folder of Institute policy documentation.
(2003)

Although the updated information can be downloaded from the website, members may wish to purchase the new folders on a cost recovery basis plus a 15% Business Product Levy. 
(Exec.04.2005 & Exec.08.2005)

The Executive are in general agreement that it needs to action the production of some professional documentation for members as a strategic priority.

It has been proposed that these Documents would contribute to NZILA Documentation for Members – Volume 2

(Exec.08.2005)

1.0
MEMBERSHIP

1.1
MEMBERSHIP SCOPE

A clear aim of the Institute is to have as large a membership as possible, consistent with the requisite qualifications.  Encouragement of suitably-qualified people to become members, and the retention of existing membership, is desirable.  Policies and activities should reflect the attitudes of the wider membership, consistent with the other objectives of the Institute.  The active participation of members is to be encouraged.

1.2
MEMBERSHIP CATEGORIES

1.2.1
Life Member

This category of membership is the highest honour that may be bestowed by the Institute on a landscape architect in New Zealand.  As such, any persons elected must have played an outstanding or pivotal role in the advancement of the profession in New Zealand.
(1997)

1.2.2 Fellow

A person who has significantly contributed to the status or advancement of the profession in New Zealand: Provided that a person should not be elected to this grade of membership unless he/she is qualified to be elected as an associate member of the Institute.
(2003)

1.2.3 Honorary Fellow

An honorary fellow is a person not otherwise qualified for membership who has attained eminence in activities which promote or have promoted the aims and objects of the Institute.

1.2.4
Associate Member

An associate has completed all the academic and professional practice requirements for corporate membership (see also 1.6).

1.2.5
Registered Member

Entry to Registered membership is open to any associate member or fellow committed to a personal programme of continuing professional development.  It aims to provide a certain level of assurance to clients that the member is maintaining and improving the depth of their knowledge and skills.  Administration of the Registration scheme is funded by an annual surcharge on those members registered.
(2000)

1.2.6
Graduate Member
A graduate member has completed the academic but not the professional practice requirements for corporate membership.  Graduates are encouraged to gain the necessary practice experience and to go through the prescribed procedures to acquire associateship status in due course.

Established and experienced landscape architects should endeavour, where possible, to assist graduates to obtain appropriate experience.  Graduates are encouraged to seek such advice, and a graduate mentor scheme exists to facilitate this (see 1.12).

There are subscription differences between graduates and associates, but these cease to apply once a person has been in the graduate membership category for five years.  This is to discourage graduates from sitting semi–permanently in the graduate category.

Overseas qualified Applications

It is a requirement that membership applicants who have graduated overseas verify that their qualifications are accredited to ensure applicants qualify for membership.  This can be timeconsuming and fraught with difficulty.  Therefore an overseas qualified membership applicant needs to attach to their application a letter certifying, with appropriate evidence (in English), that their qualification is IFLA accredited.  Membership applicants who have qualified overseas be charged a membership application fee of $100+GST.
(Exec.04.2007)

1.2.7
Student Member

Enrolled students of landscape architecture are encouraged to join the Institute.  Students pay a minimal subscription.

1.2.8
Affiliate Member

A person with an interest or involvement in the principles and practice of landscape architecture may be elected an affiliate.

The 2007 AGM moved a motion to remove the Affiliate Membership category but the motion was defeated and therefore the Affiliate Category remained with the Constitution unchanged.
(AGM.04.2007)
1.2.9
Educational Provider

This category provides an opportunity for a type of corporate sponsorship of the Institute from any educational provider who is offering an accredited programme in landscape architecture.  No such application has yet been received.
(1999)

The 2007 AGM passed a motion to remove the Educational Provider as a membership category due to the fact that is it was never used.
(AGM.04.2007)

1.2.10
Visiting Dignitaries
The policy is that branches be encouraged to involve visiting landscape architects in their activities, and where the visitor has particularly high status within the profession, the branch may recommend to Executive that the visitor be accorded the privileges of those of an Honorary Fellow for the period of their stay in New Zealand.
(1988)

The case for an additional category for Visiting Dignitary has been considered but rejected on the grounds that it would be difficult to assess who should or should not qualify; that it could be taken as either patronising or inappropriate on the part of the visitor; and that other more appropriate measures are preferred.
(1988)

1.2.11
Subscribers Category
The 2007 AGM passed a motion that the Executive establish a ‘Subscribers’ facility with appropriate rules and conditions as part of the Executive Policy and protocol document. The value of the subscriptions for any one year shall be as determined by the committee. 
(AGM.04.2007)
1.3
SUBSCRIPTIONS AND LEVIES
1.3.1
Fixing of Subscriptions

Membership subscriptions are set to fund the ongoing running costs and activities of the Institute.  An entry levy is set to meet the administrative costs of the associateship examination.  A surcharge is levied on the subscription for registered members to meet the administrative costs of the registration scheme.

Subscriptions and levies are decided annually.  Subscriptions are automatically increased at the same rate as the previous year's movement in the Consumer Price Index (CPI) or as otherwise approved by the Annual General Meeting.
(1982)

The setting of the subscription is a management decision which does not need the approval of members at AGM.  
(Exec.08.2005)

The option of paying the membership subscriptions by installments is acceptable by the Executive.
(2001)

Subscription tax invoices must have printed on them “GST inclusive”.
(2003)

1.3.1.1 Subscription rate and invoice
To streamline the subscription process it was agreed to remove the discounted rate, and have a standard and penalty rate.  The penalty rate to be 10% higher than the standard rate.  No incremental payments except for approved hardship cases.  Payment to be made by 31 March.

(Exec.04.2005)

1.3.2
Graduate and Student Subscription Fees

Subscription fees for students and first year graduates shall be one-sixth of the fees payable by associates.  Second, third and fourth year graduates' fees shall be two-thirds of the fees payable by associates.  Fifth year graduates' fees shall be the same as for associates.
(1995)

1.3.3
Subscription Reductions
In terms of the Constitution, the Executive has the right to reduce or waive a subscription in any of the circumstances set out below.  In cases of a fellow, associate or graduate year five member, the policy is to charge one-third of their normal fee; and for second, third or fourth year graduate members a rate not lower than that for students and first year graduates.

· The member does not receive income from landscape architectural work for reasons of retirement, maternity leave or overseas travel; 
(2000)

or
· The member is experiencing financial hardship and provides a satisfactory written explanation as to the reasons for the application.
(1995)

The reduced fee is judged to be sufficient to cover the cost to the Institute of providing the member with Landscape New Zealand, in-site and a proportion of administrative overheads.

Application should be made in the first instance to the executive officer who will refer it to the treasurer.  In all cases the member's subscription will revert to the correct level for that member's category in the subsequent NZILA financial year.  Members on reduced subscriptions should inform the executive officer of any change in their income which enables them to meet their full fees.  Should their situation of hardship remain the following year, the member must apply again for a fee reduction.

Quarterly payment of subscriptions is not to be standard option on invoice but offered if hardship requested due to additional time to administer. Offering credit card facilities will enable members to pay off over time at their cost if necessary. 
(Exec.02.2007)

1.3.4
Members in Bad Standing

Upon following the procedures set out in the Constitution, a member whose subscription remains unpaid 12 months after the date upon which it became due, shall be removed from the register as a member in bad standing.
(1999)

1.3.5
Registered Member Subscription

In 2002 the subscription rate for a Registered member overseas was set at $180, being the standard rate ($125) plus the Registration surcharge ($55).
(2002)

In instances where individuals send in fees with the intent on becoming Registered but fail to include their record sheets, they be advised immediately of the cut-off date with respect to the Landscape New Zealand directory.  If information has not been received by this date then they will have the option of still completing the requirements or advised that they no longer wish to apply for Registration.  A refund option will be available on request until the end of April.  After that date a refund for fees paid in advance of the documentation will not be available.  A notice to this effect is included with the subscription renewal notice to all corporate and current registered members. The subscription invoice for corporate members includes the option (in the form of two tick boxes) of either paying the Associate/Fellow rate, or Registered rate.
(2002)

1.4
RIGHTS & PRIVILEGES OF MEMBERSHIP
Corporate members (Life Members, Fellows and Associates) of the Institute enjoy the full privileges of the Institute.  Graduate members enjoy all these rights and privileges except the right to vote on motions to amend the Constitution or to set fees and subscriptions, and to hold the positions of president, vice-president, honorary secretary, associateship convenor and registrar.  Graduate members may occupy up to three seats on the Executive.  The following designatory letters should be employed: FNZILA, ANZILA, GradNZILA.  The remaining categories of membership do not have designatory letters, nor voting rights, nor may they hold office.
(2000)

The full membership list of the Institute is privileged information and is not distributed commercially.  Instead, helpful promotional material (which might advertise a product, service, or situation vacant) may be included in Institute mailouts to the membership.  A scheduled charge is made on the advertiser for this service.
(2001)

The Institute receives a small number of landscape magazines from overseas associations (e.g. AILA, Landscape Institute, Society of Garden Designers).  To disseminate this information to members, the Executive Committee agreed that the executive officer pick the names of members randomly and they be sent a complimentary magazine, with an explanatory sticker on the magazines.  Only members who have paid their current year’s subscription are eligible.
(Exec.06.2004)

1.5
ACADEMIC REQUIREMENTS FOR MEMBERSHIP
1.5.1
Context

Corporate membership is limited to persons who have passed an examination recognised by the Institute.  Recognised courses include those accredited within New Zealand by the NZILA Accreditation Panel and those accepted by IFLA member associations.  A record of overseas courses that have been recognised in applications to date is held by the NZILA executive officer.

Where graduate membership applications are received by NZILA that contain landscape architecture qualifications that have been gained overseas, contact must be made with the respective IFLA member association to ascertain whether the particular qualification is from an accredited course.  If this is so, then the membership application and supporting documentation can then go to the Executive Committee for approval.  Where the qualification is not from an accredited course, then the decision remains with the Executive Committee on whether the applicant is eligible for graduate or affiliate membership.
(2004)

The NZILA Accreditation Panel comprises three national appointments, i.e. the chair (who should be a Presidential appointment), a practitioner and an external academic referee.
(1997)

To guide the deliberations of the NZILA Accreditation Panel, the education portfolio-holder and the accreditation chair have endeavoured to produce for ratification by the membership, an NZILA Education Policy and an NZILA Accreditation Policy.  The drafts became problematical when an attempt was made to produce common policy documents with the Australian Institute of Landscape Architects (AILA).  It was thus decided to produce stand-alone policies for New Zealand.  That work is pending.  In the meantime, the Accreditation Panel observes provisional guidelines prepared at the time of the accreditation of the UNITEC BLA.
(2001)

The NZILA Education Policy, and the NZILA Accreditation Procedures were both adopted by the Executive Committee at its meeting on 4 April 2004.
(2004)

An NZILA Course Accreditations: Appeal Procedures document was adopted by Executive in February 2002.
(2002)

The tertiary institutes accreditation annual reports are confidential and are to be held on file only. 
(Exec.08.2005)
Receipt and Retention of Archived Accreditation reports
That the Accreditation Panel keep Accreditation reports for 2 review periods and then the records be sent to the NZILA for confidential archiving.

That the following protocol is adopted:  That a letter goes to each tertiary institute requesting they send their Annual Reports to the NZILA for dissemination to appropriate portfolio holders within the Executive, then it is forwarded to the Accreditation Panel for retention.  Being archived back to the NZILA after 10 years.
(Exec.02.2007)

1.5.2
Accredited New Zealand Courses
Currently, there are two institutions in New Zealand providing accredited courses of training in landscape architecture, namely Lincoln University (BLA & MLA) and UNITEC (BLA).  Graduates of these programmes are automatically elected as graduate members of the Institute.

Institute support has been given to the newly inaugurated programme in landscape architecture at Victoria University, Wellington.  The more formal step of accreditation will be addressed when the course is fully developed.  Replaced with below
The three institutions in New Zealand providing accredited courses of training in landscape architecture are. Lincoln University (BLA & MLA), UNITEC (BLA) and Victoria University Bachelor of Design Landscape Architecture (BDes) and BDes(Hons).  Graduates of these programmes are automatically elected as graduate members of the Institute.  

(Exec.11.2004 (A Panel VUW ratified by Exec)
The Lincoln University Bachelor of Landscape Architecture (BLA) conducted from Singapore campus was granted accreditation with NZILA and SILA until the year 2010, subject to the satisfactory self-evaluation through the annual reporting process. 
(Exec.08.2005)
The meeting was advised that the last teaching will take place at the Singapore campus in February 2007 then 13-16 students will come to Lincoln Canterbury to finish the design component then another 10 to complete their final year.  In summary, there are to be no new intakes.  
(Exec.11.2006)
1.5.2.1
A practising certificate to be presented to each accredited University specifying the dates the accreditation covers.  It is suggested this might be displayed on the Head of Department's wall. 
(Exec.02.2005)
Further that we specifically refer to the degree name on the certificate.  A Separate certificate is to be issued for each qualification that is accredited.  Further, the certificate to note:

· timeframe it is valid for;

· certificate is to be numbered.

· printed certificate A4 size

(Exec.05.2006)

1.5.3
Accredited Australian Courses

As at April 2001, the following courses are accredited for entry to AILA and thus by NZILA:

QUT
GradDip LandscapeArch (GDLA)

MLA

Univ of NSW 
BLA

Canberra
BLA

MLA

RMIT
BAppSc(LArch)

Melbourne
BLA (prov)

MLA

Adelaide
BLA

MLA

W. Australia
BLA

1.5.4
Curricular Liaison

There is a need for on-going communication and liaison between NZILA and the three tertiary institutions.  Whilst the tertiary sector must operate independently of the Institute in its decision-making, there is now an established tradition of discussion between university staff and the Institute regarding the content of proposed courses, practical work requirements and involvement in departmental reviews.  NZILA is represented on the Lincoln University landscape architecture advisory committee, and UNITEC’s landscape advisory committee.  There is also close collaboration with VUW.  It is anticipated that these relationships will be maintained.

1.5.5
Student Liaison (see also 1.12 Mentoring)

Close liaison between the Institute and students of landscape architecture is important and regular contact helps to break down barriers, both real and imaginary, between students and the Institute.  Two principal ways in which the Institute can support students at an individual level is by welcoming and encouraging them at branch events, and by mentoring (see 1.12)

1.6
ENTRY TO ASSOCIATE MEMBERSHIP

1.6.1
Associate Membership Procedures

Application procedures and requirements are clearly set out in the relevant official documents supplied to all student members upon graduation, and to any other applicant.  During the years of practice leading up to associateship, on-going mentoring is offered to any graduate member who desires it (see 1.12).

Regional workshops are held annually (usually around April/May) to assist prospective applicants with folio preparation and interview technique.  Workshops must be available to all graduate members to attend and should ideally be run by a current associateship panel member or a recently departed panel member.  Branches cover any costs associated with running these workshops.
(2004)

At the 1998 AGM, a remit was passed to delete the ‘grandfather clause’ or 12-year clause from the Constitution.  However, with appropriate qualifications and experience and the completion of a one-year Masters course could then allow graduate membership of NZILA.
(2004)

In exceptional circumstances (e.g. highly qualified and recognised overseas), the Executive Committee may accept an associate membership application, without taking NZILA’s examination process.


(2004)

Grandparent clause.  The constitution no longer has the grandfather clause, as tertiary qualifications are required for membership.  “If we receive an application to be a corporate member from someone without the academic qualifications, who does it come to?”  The response was that the Honorary Secretary advises the Executive of such an application.


(Exec.08.2004)

1.6.2
Examination Panel

The Examination Panel is made up of suitably experienced corporate members of the Institute, who have no professional or personal links with the applicant being examined.  Ideally the panel should include a staff member of one of the landscape architecture schools, although such a person would be appointed in their personal capacity.

Guidelines are issued to assist the panelists, and workshops in structured interviewing are held to secure fairness and consistency of questioning.  Prior to the oral interviews, the applicants' folios are circulated by courier between panelists and all reasonable care is taken to avoid damage or loss.

The convenor of the examining panel oversees the examinations and recommends graduates who meet the required standards to Executive for election to associate membership.  Upon election, the member receives a certificate of associateship.

1.7
ENTRY TO REGISTERED MEMBERSHIP

For associates and fellows, entry to Registered membership is accomplished on an annual basis through submission of a self-validated record of a personal programme of continuing professional development which meets the Institute's minimum standards set at the time.  The record is checked by the registrar for conformity with the standards set for points, and subject to this checking and receipt of the appropriate subscription, a certificate of registration is issued for the year.


(2000)

At the time of implementation of the Registration programme, it was decided that a review of the programme would be undertaken after three years.  In 2003 it was recommended and agreed that the first full review of the programme would be undertaken after five years.  In the interim, minor adjustments could be carried out but any major changes would be left to the five-year review.


(2003)

1.7.1
Trademark Logo (Series)

The official Certificate of Trademark application was registered for an initial period of seven years from the date of application, with a renewal date of 2 March 2008, and then a further renewal period of 14 years is available.  A CD-rom of the Trademark (series) was issued to members who Registered in 2003 and is issued to newly Registered members each year.
(2003)

1.8
RECIPROCITY OF CORPORATE MEMBERSHIP

Full reciprocity of corporate membership exists between NZILA and AILA (Australia), and between NZILA and HKILA (Hong Kong).  However, this does not extend to registration, as that is controlled by independent boards in the two partner countries.  Accordingly, NZILA registered landscape architects would still have to take the registration examination of the partner country (see also 5.3 & 5.4).

1.9
CPD PROGRAMMES
Programmes for Continuing Professional Development (CPD) are operated by the Institute, largely at branch level.  These include addresses, seminars, workshops and field trips designed to maintain and improve professional knowledge and skills.

The CPD portfolio holder on Executive has a monitoring, liaison and support role.

Attendance at CPD seminars, workshops and conferences is voluntary for the membership at large but is a qualifying activity for registration.

1.10
REGISTER OF CONSULTANT LANDSCAPE ARCHITECTS
The executive officer is responsible for up-dating this register on a quarterly basis and/or immediately prior to the list being authorised by the executive officer for distribution.  The register includes corporate and graduate practices, individual members’ membership category and work categories.  All members listed must be current financial members of NZILA.
(2001)

The register shall display the date of issue, and the following caveat:

"The landscape architectural practices listed above are bound by the ethical and professional standards of the NZILA and by its commitment to excellence in client services.  All consultants listed must hold an NZILA-recognised qualification in landscape architecture, be current financial members of the NZILA, and operate as bona fide practices.   For assistance in choosing a landscape architect, or for more information, please phone 0800 THE NZILA.”
(2001)

The register is kept by the executive officer who supplies copies on request to bona fide inquirers.  A copy is sent to all members every six months, and to AGM Publishing Ltd annually for inclusion in the March/April issue of Landscape New Zealand magazine.  The register also appears in Trends Magazine's Building Professionals Directory biannually (see also 4.3).
(2001)

The Practitioners’ Lists will comprise of three separate lists:

· Registered NZILA Landscape Architects List

· Consultants’ Lists

· Public Sector Landscape Architects List
(2003)

1.11
MEMBERSHIP DIRECTORIES

From time to time a copy of NZILA’s membership list is requested by organisations and traders who wish to send information to all members.  In this instance they are either sent a consultants register or their information is distributed to members by the executive officer for a fee that covers costs.

There are also occasions when requests are made to distribute job vacancy advertisements to NZILA members.  The following charges for advertising or promoting material to members were agreed to by the Executive for 2002 and are to be reviewed in 12 months.
(2002)

Membership lists to external organisations and traders:

· Under no circumstances shall the full Institute membership list be given out to external organisations or traders.

· Where such requests are made, the NZILA will offer to distribute the information for a fee to cover costs.

· The treasurer, in association with the executive officer, will approve the level of costs charged based on the type of request.

Membership lists for publication in magazines and directories:

· Only the consultants register is distributed to magazines for publication.

· Policy be amended to read “up-dating this register on a quarterly basis and or immediately prior to the list being authorised by the executive officer for distribution”.

Membership lists for distribution to branches:

· The full membership list will be distributed to branch secretaries following its updating.

· Branches use the database for contacting and informing local members.

· Branches adhere to NZILA policy with regard to requests by external organisations or traders for information.

· Local branches may set their own cost structure for the distribution of external information to members.

Membership list to NZILA members:

· The consultants register will be distributed in electronic form to those who request it.

· Members wishing to distribute information to the entire membership are to do so through the executive officer at an agreed cost.

Membership list on the Website:

· Members are able to access the database for viewing through the Institute’s webpage.

· Members and others will not, however, be able to download information.

· Members will be able to update their own records using a pin number.

· The consultants register will be available on the webpage for general viewing only.

Charges for situations vacant advertisements:

· Advertisement for job vacancy for LA in ‘in-site’ (1/8 page)
$25.00

· Advertisement for job vacancy for LA in ‘in-site’ (1/2 page)
$75.00

· Advertisement for job vacancy for LA in ‘in-site’ (1 page)
$125.00

· Advertisement for job vacancy using electronic email list
$125.00

· Advertisement for job vacancy placed on website only
$125.00

· Advertisement for job vacancy using electronic email and postal list
$200.00

· Inclusion of advertisement for job vacancy for LA or inclusion of

promotional material provided by an advertiser for distribution in ‘in-site’
$125.00

· Advertisement for job vacancy loaded onto NZILA’s website


and using electronic email list for advice to members (2003)
$150.00

All costs exclusive of GST.

Where distribution by email or in-site of summarised CPD information was requested from other professional groups, government bodies and educational institutions, there would be no charge.  If a special mailout to members was required then cost recovery would be sought.
(2002)

It was agreed by the Executive Committee that with respect to the Privacy Act, contact information for practices can be made public, however, contact information about general membership cannot be distributed to non-members.
(2003)

Where businesses wish to distribute information to all members or members of specific branches through mailouts other than through in-site, that they be asked to provide information in pre-stamped envelopes.  The NZILA would provide labels and arrange for postage on a cost recovery basis.  (This is currently in the order of 35c per member.)
(2003)

Because of the logistics in getting money through bank transfers for the small amount charged, it was agreed that overseas companies and organisations be offered free access to advertise jobs on the website/ email provided the costs in setting up the data are considered by the webmaster, in consultation with the treasurer, to be minimal.
(2004)  [NOTE:  with the introduction of credit card facilities in 2007 all adverts are now able to be charged)
1.12
MENTORING SCHEMES

A student mentor scheme was initiated by the Canterbury branch of the NZILA in 1989 to enable student members of the branch to gain regular contact with corporate members.  The scheme has been extended through the Auckland branch to include students of UNITEC.

A graduate mentor scheme is also in place to assist graduates to obtain appropriate counsel and guidance during the years of practice leading up to associateship.

A mentor is a corporate member of NZILA and as such has professional standing and experience which can be usefully shared with the mentee.  The mentor's role is to advise on professional and Institute matters and help them to secure practical work experience.  A mentee may seek advice on any aspect of the mentor's practice, the landscape profession, the role of NZILA or the nature of landscape architecture.

The mentee must not expect their mentor to intervene or become involved with matters of an academic nature.  Any approaches to mentors from student members concerning university staff should, in the first instance, be discussed by the mentor with the relevant university staff member.  A clear distinction between the institute-based functions of the mentor scheme and the educational functions of the university staff must be upheld.

General inquiries about the two schemes may be directed to the graduate portfolio-holder.  The executive officer holds a record of corporate members who are pleased to act as mentors.  Desirous mentees may approach the executive officer for this list, which is periodically reviewed by questionnaire in conjunction with the graduate portfolio-holder.  Guidelines for the mentor/mentee relationship are obtainable from the executive officer.  This guideline makes reference to professional liability issues where the mentee is in professional practice.
(1999)

1.13
ELECTION OF FELLOWS

At the March 2003 Annual General Meeting, the NZILA policy for the “Nomination and Assessment of Candidates for Election as Fellows” was adopted.  The policy requires nominations to be called for annually, in time to allow processing and the announcement of any fellowships at the AGM following.

A panel established by the Executive Committee assesses all nominations.  The panel’s recommendations are presented to the Executive Committee for ratification.  Upon being ratified, the President then contacts all successful nominees seeking their acceptance of being elected as Fellows, with the Honorary Secretary following this up with a congratulatory letter, requesting their attendance at the presentation ceremony.  The letter should also advise them that as Fellow members, they are able to become part of the ruru group.
(2004)

A call for Fellow nominations is emailed to all corporate and graduate members in sufficient time to allow consideration by the Panel prior to the annual AGM.  Those eligible members not on email to receive a hardcopy.
(Exec.08.2004)
Election of Fellows Policy

Amendment to the Election of Fellow Policy for the calling of nominations notices to be sent by 31 August each year Nominations close 31 September is required.  The calling for nominations need not be separate notice, could be combined with something else eg Insite.  Fellows are awarded at Conference.  Fellow nominations are annual.  Fellow nomination form needs to be created for future use.
(Exec.11.2004)
1.14
ELECTION TO LIFE MEMBERSHIP

Where a member attending a presentation to receive his/her election to Life Membership award incurs travel costs within New Zealand, the Executive Committee will pay the travel costs (within New Zealand) for that member to attend the presentation.
(2004)

2.0
ORGANISATION

2.1
EXECUTIVE ELECTIONS
The president of the Institute and the members of Executive are elected biannually.  The president is elected separately from the Executive.  The offices of president, vice-president and honorary secretary are held by elected corporate members (see also 1.4).  Up to three Executive positions can be held by elected graduate members.  Where more than the requisite number of nominations are received, elections are held by postal ballot, with all corporate and graduate members entitled to vote.


(2000)

Members are encouraged to make themselves available for election and to provide a candidate's statement.  These are distributed to the membership with the election papers.

Election of Executive

Due to the formal nature of the Executive Elections the voting is to be conducted by postal ballot (not email).  The voting forms are to be individually numbered.  A reply paid envelope is to be included with the voting papers for return of the voting form. 
(Exec.11.2004)
Executive Nominations/Election

Executive Election Documents to name the Region and Branch of the nominated Executive member on the voting paper.

(Exec.07.2007)

2.2
EXECUTIVE MEETINGS
Normally, three full Executive meetings are held per year, including one prior to the Annual General Meeting.  The meeting venue is agreed by the Executive members, based on the most cost-effective arrangements.

Executive meetings are open to any members to attend as observers.  Attendance by non-Executive members is encouraged.
(1978)

Portfolio reports are collated and distributed at least two weeks prior to the Executive Committee meeting to ensure that all Executive members come to the meeting prepared and time is not wasted getting photocopies done.  Save documents electronically to a rtf format prior to emailing to members.


(2003)

A copy of all Executive Committee meeting minutes (excluding in-committee meeting minutes) to be put on the NZILA website (Members Only section).
(2004)

It is desirable that executive meetings be scheduled with any branch function to enable executive to meet branch members post meeting.  
(Exec.06.2005)
2.2.1
Attendance by Incoming Executive at the last Executive Meeting and AGM

To facilitate handover of Executive portfolios it is desirable that the last Executive meeting of the term be a joint meeting of both the outgoing and incoming Executive teams.  Further that the incoming exec are able to attend the AGM which immediately follows this joint Executive meeting.

Therefore the travel costs of the incoming Executive are meet in order that they can attend both these meetings.
 (Exec.04.2007)

2.3
REIMBURSEMENT OF EXECUTIVE EXPENSES

Executive members incur considerable costs whilst attending Executive meetings.  Not only do they incur out-of-pocket costs but considerable sacrifices are made in the form of time.  This policy is not intended to reimburse members for time spent on Executive business or time at Executive meetings.  The policy is intended to reimburse members for out-of-pocket expenses, in the following manner.


(1975)

2.3.1
Travel Costs and Car Parking:
Return thrifty air fares from the airport closest to the member's residence and to the venue of the meeting are payable to Executive members.  Where an Executive member is reimbursed for travel completed in their own vehicle, they are reimbursed the equivalent thrifty airfare, plus the cost of car parking.

Travel costs for Executive members to attend the Executive committee meeting that is held at the time of NZILA’s annual general meeting and conference are reimbursed to Executive members.


(2002)

2.3.2
Taxi Fares:
The cost of return taxi fares from the airport to the meeting venue is reimbursable.  Where possible, members should liaise with other members to share the cost of a taxi.  The use of airport shuttle bus services is encouraged, where this is an option.

2.3.3
Child Care:
Childcare expenses which are directly incurred while an Executive member attends Executive meetings are reimbursable.

2.3.4
Other Expenses:
All actual and reasonable expenses incurred whilst attending to Executive business, e.g. toll calls, postage, word processing charges, are reimbursable.

The above expenses are to be claimed on the standard "Executive expenses reimbursement sheet" together with receipts.

2.3.5 
Food and Beverage

All actual and reasonable food and beverage expenses incurred whilst attending to executive business are reimburseable.

(Exec.07.2009)

2.3 6
President's Honorarium

The president receives an annual honorarium of $5000 in recognition of the time commitment required of this office.
(1994)

2.4
PAYMENT FOR SERVICES TO THE INSTITUTE

The payment of members for services to the Institute is generally not favoured, except where there are unique skills held by a member and these skills would otherwise be brought in.  Where these skills are fully shared, offers of service should be called for.
(1998)

The meeting noted that to ensure transparency, payments to exec members for specialist skills be documented and recorded in advance.  Clause 2.4 of the Operational Procedures and Protocols Document “Payment for Services to the Institute” was noted.
(Exec.04.2010)
2.5
BRANCHES
2.5.1
Formation of Branches
The formation of branches normally requires a minimum of five corporate members to be resident in the region, but this requirement can be reduced to three at the discretion of the Executive, subject to provisos as to the composition of the branch committee (see 2.4.4 below).
(1994)

It is important to distinguish between NZILA branches and landscape groups.  Branches are formal parts of the Institute; they are bound by the Constitution and adopt the same governing responsibilities.  Landscape groups can embrace wider membership and can become actively involved in some local issues in a way that branches cannot, because of conflicts of interest, etc.

Although it involves apparent duplication, there is a place, therefore, for both official branches and so-called landscape groups.  The priority is for a branch structure, and then perhaps, for a group linking landscape architects in a less formal way with related interested groups and individuals.

2.5.2
Boundaries
Branch boundaries follow regional boundaries, where necessary combining more than one region to gain the required minimum corporate membership.  Members may opt to join a branch outside their regional boundary, if this suits their personal circumstances.  In such cases, the executive officer and the treasurer need to be notified to ensure that branch levies are paid to the correct branch.

2.5.3
Established Branches
Branches have been established in seven areas, viz. Auckland, Central North Island (Waikato/Bay of Plenty), Hawkes Bay/Manawatu, Wellington, Nelson/Marlborough, Canterbury/Westland and Southern.

2.5.4
Elections of Branch Committees and Office Holders
Branch committee office holders are chairperson, secretary and treasurer.  The offices of secretary and treasurer may be held by one person.  Branches may also delegate responsibilities for other activities such as promotion, publications, CPD, etc.

The office holders and other committee members are elected annually at each of the branch Annual General Meetings, normally held in December.  Branch committees may include graduate members, provided that the committee is comprised of at least three members, a majority of whom (including the chairperson) are corporate members of the Institute.  The branch's Complaints Committee (made up of the branch chairperson and two non-Institute members of standing in the community) must also be appointed at the branch AGM.

2.5.5
Branch Levies
A per capita branch levy to assist with the cost of running branches is collected by the Institute, as part of each member's subscription fee.  These funds are distributed back to the branches in two payments, in June and September, based on the number of financial members in each branch.

Areas not covered by a branch structure pay their branch levy into a fund administered by the Institute. These funds are then made available for use for branch–type activities in these areas, as the Executive may authorise.

2.5.6
Branch Activity
Branches are called upon to pursue many Institute functions, including the provision of CPD opportunities (1.9), mentoring (1.12), advocacy and marketing (3.1), complaints hearings (2.5.4), running conferences, etc.  In general, the cost of branch activities is to be borne by the branches.  It is expected that the bulk of the branch subscriptions will be used for promotional purposes.

The strengthening of branches and the delegation of responsibilities to branches is an on–going policy of the Institute, calling for close liaison with Executive through the branch liaison portfolio-holder.

Branches have full autonomy to speak as a Branch, however, if the particular issue is of national importance, then this must come through the Executive Committee.
(2003)

2.5.7
Telecom Yellow Pages Advertising

All costs associated with branches placing advertisements in the Telecom Yellow Pages, whether a full listing of members or only the 0800 number, are to be paid for by branches.  When these charges appear on the Institute’s Telecom invoice, the treasurer will pay the invoice and recover costs incurred to date from branches.
(2001)

At the 2002 AGM a remit was put forward clarifying the policy with respect to the use and payment of costs associated with the NZILA 0800 number.  Whilst it was agreed that all Branches organise and pay for their own regional Telecom Yellow Pages advertisement, the Institute advised Telecom that NZILA would not accept any future Yellow Pages advertisements billed to the 0800 number.


(2002)

The 2002 AGM voted to leave the Executive Committee to finalise the policy details.  In order to bring final clarification, the following was agreed to by Exec:

· All Branches shall organise their own arrangements for the placing of adverts within either the White or Yellow Pages or both.

· Branch committees shall organise a local member to allow the Telecom Account to be charged to their account.

· The Branch treasurer shall reimburse the local member from its funds upon receipt of an invoice.

· The NZILA 0800 number is not to be used by Branches for billing purposes.

· Executive will continue to pay for the costs associated with the monthly rental for the 0800 number and any toll calls generated by that number.

· The Executive will budget for a contribution of $60 toward the Line listing in the Yellow Pages in each of the main 18 directories.  This sum will be added to the Branch levy to be paid in July each year.  The amount given to each Branch shall be proportional to the number of main directories in a Branch area.  The Institute will not contribute to the placement of adverts in local Telecom sub-directories.

· Wording of line listing:
NZ Institute of Landscape Architects


P O Box 10-022 Wellington


Phone 0800-843694
(2002)

2.5.1
Branch Job Descriptions and Protocols
To assist and enable branch officers to run their branches effectively and in accordance with accepted NZILA guidelines the Branch Job Descriptions and Protocols Document was established and accepted as a working document and likely to be reviewed annually.  The Branch Job Descriptions and  Protocol Document will need to be cross referenced into other documents eg the Marketing Document.  
(Exec 03.2006)
2.6
PEER GROUPS

As one expression of continuing professional development, it is Institute policy to commend the formation of peer groups.  Such groups can be promoted by branches or created spontaneously among like-minded members.  Two such groups are on-going, one in Auckland and one in Wellington.  Peer groups set their own structure and agendas, generally with the dual objects of peer support and self-improvement.
(1998)

2.7
ARCHIVES

The Institute archive resides in the George Forbes Memorial Library, Lincoln University.  It contains all official national records and documents from the inception of the Institute up to 1994.  All official records since this date are held by the executive officer and treasurer.  At intervals, sections of these later records will join the archive.  The Lincoln archive also contains early records of the Institute's Canterbury-Westland branch.  Access to the archive can be arranged at any time through Adrianna de Groot, Collection Development Librarian.

In-Committee minutes housed in the archive must be treated as confidential, and be neither copied nor cited other than with the express approval of the Executive.
(2000)

To enable the NZILA archives to be held in a safe centralised location the Institute engage Crown Records Management - Christchurch to store its Archived material.  This storage also include any information currently held at Lincoln University.
(Exec.04.2005 & Exec.02.2007)
2.8
FINANCE

Note : This section needs research.

The Institute shall maintain a minimum reserve equal to one year's operating costs.
(2000)

Separate bank accounts (from the main Institute account) were opened to assist with the financial recording and reporting of the Awards programme and Conferences.
(2003)

2.9
ANNUAL GENERAL MEETING

The Annual General Meeting is usually held in association with the annual Conference.  The AGM and Executive committee meeting are to be held on the same day to avoid accommodation costs for the executive who may not be able to attend the Conference.
2.9.1
Remits to General Meetings
Any group of not less than five eligible members (i.e. fellows, associates and graduates) may bring any matter to the attention of a general meeting by way of a remit.  Remits need to reach the secretary/ executive officer not less than 28 days before the meeting.  Such remits are then included in the notice of meeting which is distributed to members not less than 21 days before the meeting.



(2000)
2.9.2.
Incoming and Outgoing Executive Attendance at AGM

To facilitate handover of Executive portfolios it is desirable that the last Executive meeting of the term be a joint meeting of both the outgoing and incoming Executive teams.  Further that the incoming exec are able to attend the AGM which immediately follows this joint Executive meeting.

Therefore the travel costs of the incoming Executive are meet in order that they can attend both these meetings.
 (Exec.04.2007)

2.10
VOTING PROCEDURES

Voting within the membership may take place either at a general meeting or by post.
(2000)

Whichever voting procedure is followed, the result is computed by comparing the votes for with those against.  As expressed in Robert's Rules, "an abstention is not considered a vote and is not counted in the final tally".
(2000)

At the time of sending out the Executive Committee election forms, information on candidates is also distributed.  This later information is to include the location and branch of candidates.
(2003)

2.11
EXECUTIVE OFFICER

The position of executive officer is a foundation-stone of Institute management.  One can expect that as Institute membership further grows, so will the demands of the position and the hours it occupies.  The position is formalised by contract, with responsibility to the president.  Over six years, the job has gradually grown into a 0.2 position.  The hourly fee is reviewed annually and has been reviewed upwards to $30 for 2002.
(2001)

The Institute reimburses the executive officer for the monthly Telecom internet connection charge.



(2002)

2.12
COMMUNICATION WITH MEMBERS

Communication within the Institute will become increasingly electronic.  Electronic mailing commenced in August 2001 and the Institute website (www.nzila.co.nz) opened in November 2001.  Links with IFLA and other relevant sites are also being provided.

To provide a more professional image, Branches have the option of using their own designated email address, instead of using a work email address.  Set up cost is $5.00, plus an ongoing monthly charge of $5.00.  Branches to fund these costs.
(2004)

2.13
WEBSITE

At the November 2002 Executive Committee meeting, it was agreed to accept Melanie Whittaker’s offer of service as Webmaster, at a charge-out rate of $30.00 per hour for maintenance of the website; and on a quotation basis for all portal developments.
(2002)

2.13.1
Website Job Advertising

Several members advertising job vacancies have questioned job advertisements only being posted in the members only area, limiting possible respondents.  However, this does generate membership enquiries and has resulted in membership applications:  It was identified that job advertising was a members benefit for them to have access to the postings first.
That the previous Policy with respect to advertising on the Website be amended as follows:
 

That Job advertisements be placed in the members only section of the website for an initial three week period at the current fee of $150.00 +GST.
 

That following consultation with the Advertiser at the end of this three week period that the Executive Officer may place the advert on the Public section of the website for an additional fee of $50.00 +GST where the position has not been filled.
 

That the Treasurer delay the sending of invoices for the adverts until after the three week period to assess whether the position has been filled and the latter option taken up.
 

That appropriate explanations be placed in each section.

(Exec.05.2006)
Your Environment & BIA newsletters to posted in members only area as a members benefit

(Exec.11.2005)

2.14
ADVISORY/WORKING GROUPS

A number of advisory and working groups have been established.

· Ruru – comprises of past presidents, fellow and life members, to provide a sounding board for the Executive Committee and ensure that NZILA corporate memory is maintained.  No current office holders are on this advisory group, to allow its independence, but the president can call on the group for advice, from time to time.
(2003)

· Landscape Assessment Working Group – comprises of key practitioners of varied methodologies to work together, primarily through email, to work towards development of a practice guide.
(2003)

· High Country Landscape Group (HCLG) – formed to consider involvement with the High Country Collation of NGO groups to assist in information sharing, liaison with officials, etc.


(2003)

· Documentation Working Group – formed to develop contract documentation for use by members.
(2003)

· Urban Design Group – established as a separate portfolio within NZILA, with branch committees being encouraged to nominate at least one member responsible for Urban Design and develop links within each community.
(2003)

· Heritage Landscape Working Group – not yet established.
(2003)

2.15
STATIONERY – ELECTRONIC and for BRANCH USE
Electronic letterhead is only for Executive use and for email branding.  To retain quality it is not to be downloaded for printing off.


(Exec.08.2004)

To enable branches communication it was resolved that each branch be sent 10 sheets of the notelets and stickers.
(Exec.04.2005)

2.16
EMAIL AND PAPER USE PROTOCOL
To easily identify and administer the receipt and processing of emails it was resolved to adopt the following email protocol:

1 prefix the email subject line with the Index #

2 if sent to more than one recipient, bold the respective name within the email if there is a specific task or response needed from that person

3 avoid long message strings by removing previous replies (but not on first reply so original email can be viewed to refresh memory if required)

4 use recognised acronyms eg:  FYI = For Your Information.  BTW = By the way.  AR = Action Required

5 use "Urgent" or "Response needed" in the subject line or bold within text. Use sparingly so recipients know it is genuine

6 emails need to be answered, but it was recognised that a phone call can often be more productive

7 assumption no reply to email given that "it’s a go" and responsibility for it has been taken

The necessity to send group emails was discussed and decided that if copied to all, then all Executive can be kept informed, if restricted too close to a portfolio holder then other executive can be left a bit in the dark.  There is a need to delegate and "Discretion to Act" given to portfolio holder who then takes responsibility for following through to then report to executive at meeting times.

It was suggested and agreed that seeking advice outside exec should be endorsed by members of a working group.

It was acknowledged that the email system seems to be working relatively ok and that some receive emails copied to them for their information only.  (highlights use of protocol #2. if action required by specific person).

(Exec.11.2005)
3.0
ADVOCACY & MARKETING
3.1
MARKETING STRATEGY

The NZILA Marketing Plan sets out a comprehensive purpose and vision which provides a long-term template for the promotion of the interests and objectives of the Institute.  Within this broad canvass. short to medium term strategies can be positioned.
(1996)

The Marketing Strategy of the present Executive focuses on raising the corporate profile of the profession through:

· increasing awareness of what landscape architects do;

· improving partner relations and networking
(2001)

The strategy calls on the participation of everyone in the Institute – the national body through the Executive, the branches and the individual member through personal performance and advocacy.

To ensure the profile of NZILA is maintained It was agreed that NZILA produce four press releases each year.
(Exec.06.2004)

3.2
SPOKESPERSONSHIP
The president is the spokesperson for the Institute.  Responsibility for certain issues can be delegated to other members of Executive where appropriate.

To ensure that the profile of NZILA is maintained, the Executive Committee committed to producing four press releases each year.
(2004)

Additionally, in light of the important local role of branches, it is reasonable that branch chairpersons be delegated spokespersonship on behalf of the Institute on local issues – with the proviso that the president be consulted and kept informed of issues as they arise.

Any landscape architect has the right to speak out on any issue, but not to purport to be doing so officially on behalf of the Institute, unless given specific approval to do so.

3.3
SUBMISSIONS TO GOVERNMENT
The Institute makes submissions to government and other official bodies, whenever doing so is consistent with the concerns of landscape architects and the objectives of the Institute.  Such submissions are made on behalf of the Institute by the president or the president's nominated representative.

The membership is encouraged to contribute to the formulation of submissions, through the NZILA website and by any other means, and to be kept informed of the substance and result of any submission.  This does not preclude members from making independent submissions to governing authorities.

3.4
CONFERENCES
3.4.1
Frequency, Scale and Location:
Conferences are held annually, in association with the Annual General Meeting.  Organisational responsibility is taken by a local branch, following an expression of interest, and the branch forms a conference committee.  Venue, theme and key organising personnel are confirmed two years in advance to allow adequate lead time.  The recent pattern and projection of conferences is as follows:


1994 : Whakatane


1995 : Christchurch – IFLA ER Conference


1996 : Palmerston North – medium
with Awards


1997 : Auckland – small


1998 : Wellington – large
with Awards


1999 : Lincoln – small


2000 : Auckland – large
with Awards


2001 : Queenstown - small


2002 : Wellington – small/medium
with Awards


2003 : Auckland ‘Urbanism Downunder - Transforming Cities in Australia and New Zealand’

2004 : Christchurch – ‘ECOPOLIS - Vision and Means’ large (joint with LIANZ)
with Awards


2005:  Dunedin 'Looking forward to Heritage Landscapes' (April)

2006:  Darling Harbour, Sydney ‘TIME’ joint AILA/NZILA & IFLA Eastern Region (May)


2006:  Wellington (Joan Nasseur workshop & AGM) (March)
with Awards


2007 : Hawkes Bay/Manawatu ‘Landscape of Lifestye’ (April)

2008   Auckland ‘SHIFT’ (April)
with Awards


2009   Queenstown ‘The Big Picture Workshop’ (April)


2010  Wellington (April) 
with Awards


2011  Northland?

2012  Christchurch?

2013  Hosting of IFLA World Congress 2013

The meeting discussed the desire and possibility of hosting an IFLA World Congress (Conference) in New Zealand.  Diane Menzies has advised that China is to host in 2010.  The earliest date for NZ to host would be 2013.  Advice to the Executive was that if the Institute was serious about hosting then it would be best to confirm a date and plan for it.  It is believed that the AILA are keen to co-host with NZILA.
(Exec.11.2006)
Present policy is to rotate over a four-year cycle between a large conference/convention every four years (i.e. 2000 and 2004) and smaller conferences/seminars/workshops in the intervening years.


(2001)

3.4.1.1
Rotation of Conference/Workshop with AILA
In a desire to build good relations with AILA and after discussion with AILA a 2 year rotation model, (national conference one year alternated with a workshop style alternative year.) to alternate with AILA’s amended 2 year rotation to have their major conference at the time of our workshop one was adopted
Each event be called either ‘CONFERENCE’ or ‘WORKSHOP’ to reflect the size and intention of the event.
	2004
	NZILA
	CONFERENCE
	CHRISTCHURCH
	-

	2005
	NZILA
	CONFERENCE
	DUNEDIN
	-

	2006
	AILA/ NZILA
	CONFERENCE
	SYDNEY
	-

	2007
	NZILA
	WORKSHOP
	NAPIER
	AILA WORKSHOP

	2008
	NZILA
	CONFERENCE
	AUCKLAND
	AILA WORKSHOP

	2009
	NZILA
	WORKSHOP
	QUEENSTOWN
	AILA CONFERENCE

	2010
	NZILA
	CONFERENCE
	WELLINGTON
	AILA WORKSHOP

	2011
	NZILA
	WORKSHOP
	NORTHLAND
	AILA CONFERENCE

	2012
	NZILA
	CONFERENCE
	CHRISTCHURCH
	AILA WORKSHOP

	2013
	IFLA/NZILA/AILA
	CONGRESS
	AUCKLAND
	


(Exec.04.2007)

Reciprocal Arrangement with AILA re 1 Subsidised Conference Registration (Exec.07.2007)
It was discussed re there being a reciprocal arrangement between AILA and NZILA re hosting a delegate to each major conference.  (Policy to be further advanced)(2008 NZILA made a monetary contribution to AILA’s attendance at SHIFT, AILA reciprocated with 4x4nights accommodation at their 2009 Conference.
3.4.2
Management

Day-to-day responsibility for the staging of a conference lies with the conference committee, while overall control and financial responsibility lies finally with Executive (and through Executive, the membership).  The conference committee is expected to manage the conference in an efficient and business–like manner, in keeping with normal business procedures.  There should be close liaison between the conference committee and Executive to ensure that programmes, budgeting, venues, etc are realistic and acceptable.

Except in the case of joint venture conferences (e.g. Café Ecology 2000), all profits are the property of the Institute, to be distributed or used at the discretion of the Executive, in consultation with the organising committee and, where appropriate, the membership.  Likewise, any losses incurred are the responsibility of the Institute, and need to be made good by the Institute.

There needs to be a recording of conference and workshops.  Needs to be recorded for CPD and budget allocation made to this end.  (this needs further exploration due to cost of recording) 
(Exec.02.2007)

3.4.3
Budgeting and Profit Sharing
The conference committee is required to prepare a full budget for approval by Executive, detailing expected income and expenditure.  The budget should include a 25% contingency sum to minimise the risk of a loss being incurred.  Any cost of staging the Annual General Meeting in conjunction with the conference, shall be met from the Institute's general budget.

3.4.3.1
Distribution back to organising branch

Where the Executive committee believes it to be appropriate a sum of 15% of the conference profit shall be returned to the organising branch.  This money may be used by the Branch at their discretion.
(2001)

3.4.3.2
Distribution to Education Foundation

After discussion it was decided that the status quo of 10% from conference profits go to Education Foundation.  Consider that policy in place is adequate. 
(Exec.03.2006)

3.4.4
Float

To assist with the funding of initial expenses, an advance or float is normally available from Institute funds (at the discretion of Executive) after receipt of satisfactory information to substantiate the request.  It is expected that this float will be repaid.  No interest on the float is payable.

3.4.5
Proceedings

The conference committee is strongly encouraged to produce conference proceedings as a key responsibility.  Printed proceedings provide an educational and CPD resource, and enhance the Institute's professional and intellectual standing.  An alternative is to reproduce the papers in advance.  Two copies of any proceedings must be lodged with the National Library in Wellington.

3.5
PUBLICATIONS
3.5.1
in-site (ex Cuttings)
Normally published four or five times a year, this is an in–house newsletter aimed at communicating amongst members, what members are doing; what Executive is doing; publicising coming events and reviewing past ones.  Past policy has been to include a focus on activities within a specific geographical area for each issue.

3.5.2
Landscape New Zealand
This is the official magazine of both the NZILA and LIANZ (the Landscape Industries Association of New Zealand).  It is owned and produced by AGM Publishing Ltd, Auckland.  The magazine is produced bi-monthly.  NZILA pays AGM Publishing Ltd an annual sum of $10,000 (unchanged since 1996) and in return AGM Publishing Ltd supplies the magazine to every Institute member.  The magazine has a circulation is 4500, reaching those associated with the industry (e.g. architects) as well as key decision-makers.  There is a small distribution through booksellers and by subscription, some to overseas.  Institute members are included in the editorial panel convened bi-monthly by the editor.

Overseas members do receive the Institute’s LNZ and Urbis L/s magazines, posted by the Publisher.
 (Exec.02.2005)
NZILA have received official notification that AGM are now owned by the Australian company whose Australian office have just signed up with AILA for producing Landscape Australia.  Possible positive synergies could form in the future.  At the moment nothing will change.  Consideration needs to be given to producing a joint magazine with AILA noting also that Urbis landscapes is to have a distribution in Australia.  Perhaps therefore change of name to Landscape Pacific?  Encompassing eastern region. 
(Exec.11.2005)

3.6
AWARDS
3.6.1
Scope
The Institute holds a biannual awards programme and invites entries from amongst the membership for the following awards, each in the form of a certificate and citation:

Premier Awards

George Malcolm Award for Outstanding Design

Charlie Challenger Award for Outstanding Work in Written, Visual and Aural Forms

Merit Awards

Gold, Silver and Bronze awards in Landscape Design, Visionary Landscapes, Landscape Planning, Research & Communication, & Student Work

Prizes

NZILA co-sponsors with IFLA, Lincoln University and UNITEC, a travel prize for the New Zealand sectional winner of the annual IFLA Eastern Region Student Design Competition, to enable the winner to attend the Regional Conference at which the Awards Final takes place.  The prize takes the form of an air ticket and insurance cover (see also 4.4.2).

(the following strikeout was replaced by Exec policy (Exec.11.2006) see below)

NZILA also sponsors two annual student prizes, each in the form of a certificate and a prize of $150 plus complimentary Graduate Year 1 membership:

· NZILA/Tony Jackman Award for overall excellence in a final year Lincoln student
(1979)

· NZILA/UNITEC Award for excellence in Communication in a final year UNITEC student


(1999)

Boffa Miskell Partners provides two annual student prizes, one in association with the Institute :

· Boffa Miskell Award for the best final year design student at Lincoln (in the form of a certificate and a prize of $100)

· NZILA/Frank Boffa Award which provides a 3rd year UNITEC student with a 3-month internship in a Boffa Miskell office.

NZILA/Dr DIANE MENZIES Award

for design excellence in a final year Dr , Victoria University of Wellington
(2005)

In order to restructure the NZILA Student Awards (University End of Year) taking into account Tony Jackman's resignation from the Institute in 2005 it was agreed:

NZILA Student Awards (University End of Year)

The NZILA/Life Member Student Awards have been finalised.

It was moved (Mike B/Renee) and Carried:

That the NZILA sponsor the 3 NZILA/Life member awards.  The prize consists of $300 + one year's free membership + certificate one student winner per tertiary institute.

That each Institute is advised that the NZILA End of Year Student Awards have been consolidated and that it is their prerogative if they wish to proceed with other ancillary awards specific to that institute's programme.

The meeting recognised that Internship sponsorship wasn't feasible for it to pursue, again it was the prerogative of LA practises to offer such if they so wished.
The names of the NZILA/Life Awards are, for final year excellence award
NZILA/Robin Gay Award – given to the Lincoln final year student for overall excellence
NZILA/Dr Diane Menzies Award – given to the Victoria University final year student for design excellence (commenced 2005)
NZILA/Dr Frank Boffa Award – given to the Unitec final year student for overall excellence

(Exec.11.2006)
3.6.2
Awards Entry & Judging

Entry Guidelines for the biannual awards programme are issued by the awards convenor at the time of the call for entries.  These procedures and guidelines constitute official NZILA policy in this area.

Judging is carried out by panels of three judges, each comprising two landscape architects and one person of another background.  The selection of judges is ratified by the Executive on the recommendation of the awards convenor.

Students registered in the year prior to the awards are eligible to enter the student category of the awards with work carried out while they were a student.
(2003)

3.6.3
Selection Procedure for Student Prizes

The recipients are chosen on the recommendation of the respective programme directors.

3.6.4
Announcement of Awards & Prizes

The biannual awards are announced and presented at the annual conference of that year.  The winning work is then published in the following issue of Landscape New Zealand.  The student prizes are announced at suitable functions at the respective schools, wherever possible with the attendance of the president or a nominee from the Executive (save in the case of the Boffa Miskell Award which is a matter for the company).

3.6.5
George Malcolm Award Recognition

As recognition of winning the George Malcolm Award, a framed certificate is to be given to the client of the award winning design for display in a suitable public place.
(2002)

3.7
SPONSORSHIP
3.7.1
General Sponsorship

The seeking and obtaining of sponsorship is recognised as a legitimate and necessary means to allow the Institute to perform its advocacy role.  This may take the form of a Partnership arrangement such as the Institute once had with Monier Brickmakers (see also 1.2.9).  Members delegated the task of arranging sponsorship need to observe :

· The need for co–ordination within the Institute in seeking sponsorship;

· The avoidance of sponsors associated with goods and services which would compromise or reflect badly on the Institute and its members;

· The need to avoid confusing the public regarding the role or professionalism of Institute members;

· The need for sponsors themselves to gain from the sponsorship exercise - sponsors to be treated at all times with the utmost respect in recognition of their support.

3.7.2
Awards Category Sponsorship
Sponsorship is essential in order that the costs of judging, and of the awards themselves, can be recovered.  It may also bring enhanced value and status to the awards programme , while at the same time providing sponsors with a marketing opportunity to be associated with a high-profile event.

The assistance of all sponsors is gratefully acknowledged and is important that this acknowledgment be made publicly to ensure that sponsors receive due recognition for their support.

3.7.3
Tertiary Institute Sponsorship Allocation (end of year exhibition)
It is acknowledged that the NZILA needs to promote the Institute to the 3 tertiary institutes at the beginning of each academic year and help establish a representative body.

There is a sponsorship allocation in the budget for each tertiary institute to assist with their end of year student exhibitions.  (Lincoln's has been matched in the past by the CanWest branch, who also participate at the Lincoln employment expo.)
That the tertiary school allocation be increased to $300 per institute effective from the 2005 year and that for the $300 sponsorship the NZILA's expectations are:

1. That the organising committee will promote NZILA

2. Encourage student membership

3. Invite an NZILA person to speak at their exhibition about the benefits of NZILA membership
An invoice is to be presented to the NZILA for payment.
(Exec.08.2005)
3.8
EDUCATION FOUNDATION

The NZILA Education Foundation is a registered Charitable Trust, offering IRD-approved tax-exempt status for donors.  It was founded with a foundational grant from the Institute's general funds and from the proceeds of the Institute's 1998 Conference.  It is managed by three trustees, all of them Institute members nominated by the Executive at the time of the founding of the Trust.  The Trust's cash assets at April 2001 were approx $65,793, and the aim is to build the principal to a sum which will yield sufficient interest to fund the Trust's educational programmes on an ongoing basis.  The formal purposes of the Foundation as stated in the Trust Deed are:

· To raise awareness of the influence and impact of landscape architecture and design and planning on the environment, for the benefit of the public of New Zealand and to educate those involved in or associated with landscape architecture and design of that influence and impact;

· To provide financial assistance for the study of landscape architecture and design;

· To do all such things as in the opinion of the Trustees may be incidental or conducive to the attainment of the purposes of the foundation.

A goal of the Foundation is to sponsor visits to New Zealand by distinguished practitioners or scholars who can, through speaking or other engagements, assist the aims of the Trust.  Such persons would be known as "Foundation guests".

The Education Foundation Trustees were advised that if they wished to sponsor a keynote speaker for a public lecture associated with an NZILA conference or event, the NZILA Executive would be pleased to negotiate a profit sharing arrangement to enable the Education Foundation to obtain a return on its investment.
(2002)

Recommendation:  The following recommendation was agreed to by Executive as a deferred action note post meeting to be added to the NZILA Education Foundation policy.
· That the NZILA organises and funds the preparation of a certificate for the 'NZILA Visiting Fellow' of behalf of the NZILA Education Foundation Trust.
· That the Foundation provides the relevant information for the certificate and that the trustees make the presentation to the visiting speaker on the occasion of their first speaking engagement in New Zealand.
· That this certificate be displayed at each of the other venues.
· That NZILA and the NZILA Education Foundation action a certificate for Rob Thayer immediately.
· That this certificate be funded from the NZILA 2004 Printing Budget.

(Exec.08.2004)

Foundation Letterhead

The Education Foundation will print its own letterhead.

it was decided that the Foundation would not have an  @nzila email address, but just note the NZILA website and its own phone number plus the three email addresses of the trustees to be on the NZILA website.


(Exec.08.2004)

NZILA Visiting Fellow Certificate

The Education Foundation advised they were engaging a graphic designer to design a certificate of thanks for presentation to visiting scholars as a token of appreciation.  The selected visitor is to be given a title which will reflect the status of the award, such as – NZILA Visiting Fellow. (Exec.02.2005)
3.9
RELATIONS WITH OTHER NZ BODIES
3.9.1
Landscape Industries Association of New Zealand  (LIANZ)
LIANZ represents designers, contractors and suppliers in the landscape industry.  There is mutual benefit to be gained from the maintenance of a close working relationship between NZILA and LIANZ members, based on mutual respect for each other’s expertise and capabilities.

Nevertheless, it is in the interests of NZILA members that a clear distinction be made in terms of academic qualifications, professional capabilities and principal areas of involvement between NZILA members and LIANZ design members.  This has tended to blur the distinction between the respective groups, and confused both potential employers and the public.

The academic standards which must be met to be eligible for membership of the NZILA do not apply to LIANZ, although academically-qualified landscape architects may choose to apply for design membership of LIANZ, which has its own entry examination.  LIANZ members without landscape architecture qualifications may be eligible for affiliate membership of the NZILA.

3.9.2
Design & Construction Industry Training Organisation (D&C ITO)

The Institute is a debenture holder in the D&C ITO.  However, as one of the smaller institutes represented, NZILA does not have a seat on the board, where it is represented by the NZIA delegate.  For some time Julia Williams represented NZILA at ITO functions and responded to calls for submissions from time to time.  For the past two years the Institute has withdrawn from active participation, but it continues to receive mailings through the education portfolio.  Membership over a four-year period has brought no tangible benefit to the Institute and its continuing membership needs to be reviewed.

3.9.3
ICOMOS New Zealand

NZILA members have from time to time served on the NZ Committee of ICOMOS.  At present, John Adam, as a member of the NZ Committee and NZ correspondent for ICOMOS, keeps the Executive informed.  A lack of appreciation of landscape as cultural heritage is a continuing matter of concern.

3.9.4
Other Professional Associations & Industry Groups
The Institute aims to maintain good relations with related professional groups within New Zealand, such as NZIA, NZPI, IPENZ, RNZIH, RMLA, MfE, PCE and the Construction Liaison Group (CLG).  In the past, joint conferences have been held between the NZILA and other professional bodies and associations, with mutual benefits for both parties.  This is clearly a policy which ought to be continued in the future where and when appropriate, and the projected collaboration with NZPI for 2003 would continue this tradition.

The Executive Committee continues to endorse NZILA involvement in the NZ Construction Industry Council (CIC), subject to funding provision being made.  It is recommended for budgetary purposes, that NZILA selects a representative resident in Wellington as a first choice or Auckland as a second choice 
(2002 & Exec.05.2006)
3.9.5
Construction Industry Council
Minutes of the Construction Industry Council are forwarded onto members of the Documentation Working Group.
(2003)

3.10
Conference Partnering

That if the NZILA partners with EDS in the future it enter into a letter of understanding with respect to the partnership, especially regarding sponsorship issues.  That a policy be written that can be used for any conference/award partnership situation.

(Exec.04.2005)
3.11
TRUSTEESHIP or DIRECTORSHIP
3.11.1
(Notable Trees foundation or trust/ Stem System)
Ron Flook's Passing Away and invitation to be part of Trust

Ron Flook passed way in January 2006.  A Notable Trees foundation or trust is being established and the NZILA were invited to be equally represented on the to board of the future foundation.  It was moved That the NZILA support the efforts to continue Ron's work but the Institute is not in a position to become trustees in the proposed foundation or to endorse the Stem System.   Individual members of the Institute may well be interested in joining the foundation. 
(Exec.03.2006)
3.12
NZILA REPRESENTATION ON PANELS

3.12.1
The Environmental Legal Assistance Fund (MfE)
MfE seek representation from the landscape architect sector.  It was noted that there will be a time commitment from the representative, 1 full day every 5 weeks plus preparation time.  Suitable people to be contacted for their interest and availability. 
(Exec.03.2006)
3.13
URBAN DESIGN

NZILA represents members who are distributed throughout NZ. NZILA members have experience at facilitating community based groups and working with other professionals to achieve excellent community / urban design outcomes.

NZILA must further develop UD skills and knowledge. It is important that NZILA is associated with other groups such as MfE, UDF (Fora), UDA (Alliance) and UD Panels but it must also remember smaller community groups throughout the country and the hard work already done by LA members.

Recommendation; 
1
That NZILA, through membership and representatives, continues to be associated with all other UD groups throughout the country.

2
That NZILA urgently identifies what members skills are required to contribute to urban design. That NZILA reviews teaching curricula and professional registration requirements to meet those needs.

(Exec.05.2006)

4.0
PROFESSIONAL RESPONSIBILITY
4.1
CODE OF PROFESSIONAL CONDUCT
A statement covering professional behaviour by NZILA members was released in 1982.  This provided guidelines for the actions of members.  Since then, there has been a considerable change in public attitudes with respect to what constitutes "professional" behaviour.  The Commerce Act (1986) and the Fair Trading Act (1986) both make illegal certain practices which were once considered professionally obligatory.

In 1990 a sub-committee was appointed to review the professional behaviour of NZILA members.  The findings and recommendations of this sub-committee were ratified at the 1991 AGM and now stand part of the Constitution.  The provisions include a revised Code of Conduct and a Complaints Procedure which applies in cases of complaints from a member of the public against a member of the Institute, as well as in cases of a complaint by a member of the Institute against another member of the Institute.  These provisions are binding on members.

4.2
CONDITIONS OF ENGAGEMENT
A Conditions of Engagement document which clarified recommended procedures and professional requirements of members of the Institute was prepared in 1988.  These documents were revised and updated in 1994.  The revised documents were approved at the 1995 AGM and are now included as NZILA official documents.

Members are permitted to engage in Design and Build operations, should they wish to do so.  Such activities are neither encouraged nor condemned.  The prime responsibility of the landscape architect to the client dictates that full disclosure of financial interest, and fair competition must be observed.

4.3
REPRESENTATION OF SERVICES
Advertising of professional services is allowed, provided that the advertising is legal, accurate and does not bring the profession into disrepute (see also 1.10).

The NZILA has specifically not attempted to draw up a code of advertising practice, preferring instead to leave members themselves to be liable for the consequences of their own actions in the courts of law.  Members need to be aware of the relevant acts of parliament which relate to the provision for professional services.

5.0
INTERNATIONAL AFFAIRS

5.1
INTERNATIONAL FEDERATION OF LANDSCAPE ARCHITECTS (IFLA)

The Institute is an active member of IFLA and supports IFLA objectives and activities as resources permit.  The present Secretary-General of IFLA is Dr Diane Menzies, an Institute member.  NZILA pays IFLA an annual levy scaled to the size of its corporate membership.

The Executive appoints a member, or a suitable person outside Executive, to be the Institute's IFLA delegate.  The delegate is expected to report to Executive meetings on IFLA activities of relevance to the Institute and to be responsible for liaison between the Institute and IFLA.  Ordinarily the delegate represents the Institute at IFLA's annual World Council Meeting, and where called upon the Institute assists the delegate in meeting the related travel & accommodation costs up to $1000 per annum.


(1999)

Guidelines Outlining Purpose and Nomination of (NZILA) IFLA Delegate document are being finalised. It is highly desirable for the Institute that their delegate attends IFLA Conferences/Congresses (at least 2 meetings during the term).  The budget set with the intention that it is in the order of 50% of the delegates costs of attending.  The delegate to be responsible for their own travel and health insurance and that the NZILA be indemnified of any risk of the delegate going.
(Exec.02.2007)
IFLA, in association with UNESCO, convenes an annual Student Design Competition with substantial cash prizes and attendant publicity.  New Zealand students have entered from time to time, and in 2001 Lincoln student Sarah Bishop took the premier award, the prestigious UNESCO Prize.

IFLA regions have had a change of name, rather than the Central, Western and Eastern Regions, the World Council resolved to create 4 regions with new names - Europe, Africa/Middle East, Americas and Asia Pacific.  Rather than being part of the Eastern Region, NZILA will now be in the Asia Pacific Region of IFLA. 
(Exec.11.2006)

Alan Titchener was appointed the NZILA IFLA Delegate for the 2007-2009 term.   Succeeding Di Lucas
(Exec.04.2007)
5.2
IFLA EASTERN REGION

The Institute is an active member of IFLA Eastern Region and pays a further annual levy for this purpose.  NZILA delegates have played an integrative role on the Eastern Regional Council where there are few English-fluent speakers.  Institute members participate in annual Eastern Regional conferences, and indeed NZILA hosted the 1995 event in Christchurch.  New Zealand students compete annually in the Eastern Region Student Design Competition, and the New Zealand sectional winner is sponsored by the Institute to attend the Regional Conference at which the Awards Final takes place (see also 3.6.1).

5.2.1
NZILA representative in attendance at IFLA conference.

It was recommended:  That it is desirable for executive to always allow a sum of money to support attendance and therefore representation at IFLA activities.  To enable this it was decided that an allocation be reinstated as a 2006 budget item.  It was noted and acknowledged that the NZILA have been fortunate in past years because Diane Menzies, as Secretary General, has also been the NZILA representative at no cost to the Institute.


(Exec.04.2005)
5.3
AUSTRALIAN INSTITUTE OF LANDSCAPE ARCHITECTS (AILA)
See also 
3.4.1.1
Rotation of Conference/Workshop with AILA
The Institute enjoys good relations with AILA and has a policy of encouraging inter-Institute contact.  Joint institute council meetings have been held on two occasions, there has been one jointly hosted conference, and several have been jointly attended.

An agreement is in place regarding reciprocal corporate membership between NZILA and AILA, subject only to 12 months professional experience in the host country (which AILA chooses to waive). Reciprocity does not extend to Registration which is administered by a separate board with quite different pre-requisites to NZILA Registration (see also 1.8).
(1991/1999)

5.4
HONG KONG INSTITUTE OF LANDSCAPE ARCHITECTS (HKILA)
A reciprocal agreement with HKILA entitles an NZILA corporate member to HKILA associate membership.  Associate membership is a prerequisite for application to the Hong Kong Registration Board.  The Board is a government body independent of HKILA and any incoming NZILA corporate member would have to sit the Board’s examinations – comprising a 3-hour written paper, followed some months later by an oral if the written examination is successful.
(2001)

5.5
KOREAN INSTITUTE OF LANDSCAPE ARCHITECTS (KILA)

Through successive contact between the IFLA delegates of NZILA and KILA, a culture of collaboration is developing between the two institutes.  This has seen KILA Vice-President Tong-Mahn Ahn address NZILA branches, NZILA Past-President Diane Menzies give an invited paper to KILA, and most recently the inauguration of a scheme for the exchange of articles between the two institutes' journals, with Tong-Mahn Ahn as translator.
(2001)

5.6
LANDSCAPE INSTITUTE (UK)

It was confirmed that no reciprocity is in place with ILA, but the potential should be explored.  Melean has initiated this and will follow through. 
(Exec.11.2004)
5.7
OTHER OVERSEAS ASSOCIATIONS OF LANDSCAPE ARCHITECTS
The benefits of encouraging contact between NZILA members and members of other Institutes are clear.  Nevertheless, the Institute needs to be watchful of standards.  Aside from the Institute's two reciprocity agreements, members of overseas associations of landscape architects must fulfill the requirements of associate membership before becoming corporate members of the NZILA.

________________________________________________________________________________
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