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This package is a compilation of documents pertaining to the operation of the SAEC.
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TERMS OF REFERENCE
The Department of Education’s Schools Animal Ethics Committee (SAEC) acts as the animal ethics committee for all licensed schools, inclusive of agricultural colleges, in Western Australia.  This committee is responsible for ensuring that the use of animals in schools for scientific purposes complies with the Animal Welfare Act (2002) (the Act) and the National Health and Medical Research Council’s Australian code for the care and use of animals for scientific purposes, 8th Edition 2013 (Updated 2021) (the Code).  The operation of the SAEC is also a requirement of the Department of Education’s licence to use animals for scientific purposes with the Department of Primary Industries and Regional Development (DPIRD).  The Association of Independent Schools, Western Australia and Catholic Education, Western Australia also use this committee.
The role of the SAEC is to ensure that the use of animals for scientific purposes is justified, provides for the welfare of those animals and incorporates the principles of Replacement, Reduction and Refinement.

The Terms of Reference of the Schools Animal Ethics Committee is to:
· Approve guidelines for the care of animals that are bred, held and used for scientific purposes on behalf of the institution; 

· Monitor the acquisition, transportation, production, housing, care, use and fate of animals; 

· Recommend to the institution any measures needed to ensure that the standards of the Code are maintained; 

· Appoint, re-appoint, or retire members according to procedures developed by the institution in consultation with the SAEC; 

· Require that all members declare any conflict of interest; 

· Deal with situations in which a conflict of interest arises; 

· Examine and approve, approve subject to modification, or reject applications for the use of animals for scientific purposes; 

· Approve only those studies for which animals are essential and justified and which conform to the requirements of the Code.  This should take into consideration factors including ethics, the impact on the animal or animals and the anticipated scientific educational value;

· Inform the teacher and principal responsible when non-compliance is detected, either by phone call, email or letter, depending on the severity of the non-compliance.  Instances of non-compliance will be added to a register that will be monitored for repeat offenders.  Repeat offenders may receive a short-term ban on activities using animals;
· Assist teachers in charge of the non-compliant activity to ensure they are aware of their responsibilities for future activities; 
· Withdraw approval for any project when non-compliance with the Code significantly impacting animal wellbeing is detected; 

· Ensure veterinary details are provided by the school in case the emergency treatment or euthanasia of any animal is required; 
· Examine and comment on all institutional plans and policies that may affect the welfare of animals used for scientific purposes; 

· Maintain a record of applications and projects; 
· Comply with the reporting requirements of the institution and the Code; and
· Perform all other duties required by the Code. 
This Terms of Reference should be considered in conjunction with the SAEC Operating Procedures.
OPERATING PROCEDURES
1. Introduction
The Schools Animal Ethics Committee (SAEC) acts as the animal ethics committee for schools and colleges in Western Australia that hold a licence to use animals for scientific purposes.  This committee is responsible for ensuring that the use of animals in schools and colleges complies with the Animal Welfare Act (2002) (the Act) and the National Health and Medical Research Council’s Australian code for the care and use of animals for scientific purposes (8th Edition 2013) (the Code).
The SAEC services the following institutions and their associated schools:

· The Department of Education (DOE)

· Association of Independent Schools of Western Australia (AISWA)

· Catholic Education Western Australia (CEWA)

The SAEC has developed these Operating Procedures in accordance with Section 2.2.1 (iv) of the Code to enable compliance with the provisions of the Code and the relevant policies of the institutions it serves.
2.  Provisions of the Code
Provisions of the Code apply to the establishment of the SAEC, the composition and governance of the committee as well as the responsibilities of the SAEC regarding ethical review, approval and monitoring of animal care and use. 

Where a provision of the Code has not been included in these Operating Procedures it is assumed to apply.  Should an instruction in these Operating Procedures be deemed to be inconsistent with the Code, the provisions of the Code supersede.
3. SAEC Definitions

Animal: any live non-human vertebrate (that is, fish, amphibians, reptiles, birds and mammals, encompassing domestic animals, purpose-bred animals, livestock, wildlife) and cephalopods.
3Rs:
Reduction alternatives: methods for obtaining comparable levels of information from the use of fewer animals in scientific procedures or for obtaining more information from the same number of animals.

Refinement alternatives: methods that alleviate or minimise potential pain and distress and enhance animal wellbeing.

Replacement alternatives: methods that permit a given purpose of an activity or project to be achieved without the use of animals.
Science: The Western Australian Curriculum: Science has three interrelated strands: Science Understanding, Science as a Human Endeavour and Science Inquiry Skills.  Together, the three strands of the science curriculum provide students with understanding, knowledge and skills through which they can develop a scientific view of the world.
Teaching activity: any action or group of actions undertaken with the aim of achieving a scientific purpose, where the scientific purpose is imparting or demonstrating knowledge or techniques to achieve an educational outcome in science, as specified in the relevant curriculum or competency requirements.
4. Assessment of Applications
The SAEC will examine and approve, approve subject to modification, or reject written applications relevant to the use of animals for scientific purposes.
· Any activities that involve minor conscious disruption to an animal’s condition require an application to be submitted and approved by the SAEC prior to commencement of the activity, including: 
· non-invasive investigations of animal’s responses to varied conditions;
· the monitoring and care of very young and vulnerable animals; 
· invasive procedures;
· procedures involving pain, risk to the animal and/or recovery; and/or
·  activities requiring the death of an animal.

· All applications must be submitted online via the Animal Ethics System.  

· New applications may only be considered at a quorate meeting of the SAEC.

· The Executive Officers will ensure that all applications and supporting information is distributed prior to the meeting allowing reasonable time for members to read, consider and prepare questions. 
· Applications may be approved for a maximum of three years, allowing for the approved number of animals to be used in each of the approved years, i.e. the number of animals approved for use is per year of approval.
· Decisions are made on the basis of consensus and confirmed by a show of hands.  Where consensus cannot be reached after reasonable effort to resolve differences, the SAEC should explore with the applicant(s) ways of modifying the project that may lead to consensus.  If consensus is still unachievable, the SAEC should only proceed to a majority decision after members have been allowed a period of time to review their positions, followed by further discussion. 

· Following the SAEC meeting, a Certificate of Approval, Animal Use and Health Records, the sector specific Licence (CEWA & DOE only) and relevant standard operating procedures are emailed to the teacher and principal informing them that the application was approved.
· If the SAEC deem an application to have insufficient information to make an informed decision, the application will be returned outlining the information and/or changes required.  The SAEC may authorise the Executive Officer to provide approval if the response provided meets the requirements.  These applications will be ratified at the next SAEC meeting.
· During the deliberation of applications, the SAEC will determine which schools will be subject to an inspection.  Some factors that may be considered could include whether a teacher is new to an activity, there is an unknown supplier and/or previous low hatching rates, non-compliance or adverse events to animals.
· In the event that a teacher or principal is dissatisfied with either the SAEC's procedures or any decision relating to any application, they will be referred to the SAEC’s Complaints and Grievance Processes. 
· Executive Officers will maintain a database (register) of all applications to the SAEC, both approved and rejected, including the outcomes of the committee’s deliberations.
5. Membership of the SAEC
· The SAEC membership will consist of:

a) at least one and up to 3 persons in Category A as described in Clause
2.2.4(i) of the Code.

b) at least three and up to 5 persons in Category B as described in Clause 2.2.4(ii) of the Code.

c) at least one and up to 3 persons in Category C as described in Clause 2.2.4(iii) of the Code.

d) at least one and up to 3 persons in Category D as described in Clause 2.2.4(iv) of the Code.

· The SAEC may appoint reserve members for each category for the purpose of ensuring a quorum when regular members are unable to attend.  Reserve members will meet the criteria for membership of the relevant category.  However, they will only attend meetings when one or more of the regular members in their category is unable to attend.
· The Chairperson is a mandatory appointment under Clause 2.2.2 of the Code and is appointed by the Department of Education.

· The SAEC may appoint a Deputy Chairperson to cover short-term absences by the Chairperson.  This person may be appointed in addition to Category A to D members, in which case they would not have counted, for the purposes of determining a quorum, unless acting as Chairperson.
· The SAEC may invite other people to attend individual meetings to provide expert opinion to assist deliberations.
6. Meetings (2.2.25 to 2.2.26)
· The SAEC will ordinarily meet twice each school term, in week 3 and week 8 unless otherwise decided by the SAEC.  In exceptional circumstances, an extraordinary meeting may be called.

· Each meeting will be quorate.  The quorum for a meeting is a minimum of four members, who must include a separate person from each of Categories A, B, C and D as stipulated by the Code and the Chairperson or their nominated representative. 

· If there are more than four members present, Category C and D members together must represent no less than one third of the members present at a meeting.

· Only members in Categories A, B, C and D and the Chairperson are counted for the purposes of determining whether a quorum is present.

· In exceptional circumstances, a member required to meet quorum may participate in a meeting via a teleconferencing or videoconferencing link if it is not possible and/or practical to attend the meeting in person.  Members in addition to those required to meet quorum may teleconference whenever it is not possible and/or practical for the additional member to attend the meeting in person.  The electronic link must utilise a conferencing feature so that all participating members can hear each other during the meeting discussions and decision making. 

· Participation of a member via a teleconferencing or videoconferencing must be clearly noted in the minutes and the member may authorise the Chair to record their support on the application. 

· If quorum is not met, the present members will review the applications and make recommendations.  The Department of Education’s Executive Officer will summarise the discussion and forward the information to members of the category not represented during the meeting for their response to formalise a final decision.
· The DOE Executive Officer will maintain minutes of decisions and other aspects of SAEC business for each meeting. 

· If a member is unable to attend s/he will provide adequate notice to ensure a quorum will be met.

· When a school is seeking approval for an activity due to commence before the next SAEC meeting, the Executive Officer will normally ask the school to arrange alternative dates.  If there are exceptional circumstances, an out of session deliberation may be undertaken via group email.

· An out of session deliberation requires approval by one member of each category.

· The SAEC authorise the Executive Officers to approve changes to activity dates whereby the duration of the activity and all other conditions remains the same when an amendment form is submitted.

· Decisions and recommendations made the out of session must be ratified by a quorate meeting of the SAEC.
7. Monitoring (2.3.17 to 2.3.23)
The SAEC monitors the care and use of animals by:

· Ensuring applications comply with the Act and the Code.  Other guidelines, including standard operating procedures, for the ethical treatment of animals relevant to the specific activity may also apply.
· Monitoring activity completion reports and annual reports.
· Carrying out inspections of school and college sites and activities deemed as high risk by the SAEC.  The inspection team will prepare a written report for the SAEC following inspections.  Should the written report include recommendations, schools/colleges will be requested to respond to the report.
· Selecting schools to submit photographic evidence in lieu of a physical inspection in certain circumstances such as those with time constraints, regional or remote geographical location or government mandated stay at home orders.  Photographic inspections will be evaluated by the SAEC at the next quorum meeting.
· Commenting on the standard of the facilities/infrastructure, animal management and staff competencies and make recommendations where appropriate.
· Authorising delegates to inspect sites and monitor projects on behalf of the SAEC.  Delegates must prepare written reports for the SAEC following inspections (2.3.23).
· Whenever possible, ensuring a Category C or D member participate in inspections (2.3.20).
· Assisting in the development of any new SAEC Standard Operating Procedures.
· Approving the SAEC Standard Operating Procedures.
· Ensuring the SAEC Standard Operating Procedures are reviewed on a three-year cycle.
8. Non-compliance (2.3.25)
· Where an instance of non-compliance with the Code is detected the SAEC will advise the teacher who is responsible for the activity (as nominated on the application), and the school principal either by phone call, email or letter, depending on the severity of the non-compliance.
· Where non-compliance with the Code is detected that may compromise the welfare of animals the SAEC will ensure that such activities cease immediately, and that corrective action is taken.  Significant instances of non-compliance will be further investigated by the relevant Executive Officer or Chairperson and reported to the SAEC.
· Significant contraventions of the Code or approved project procedures may be referred to the institution.  Some matters may be dealt with by the institution’s internal discipline system. 
· Instances of non-compliance will be added to a register that will be monitored for repeat offenders.  Repeat offenders may receive a short-term ban on activities using animals.
· Instances of non-compliance are reported to the regulator in the SAEC’s Annual Report.
9. Conflict of Interest
· A SAEC member must declare all real or potential conflicts of interest and the nature of that interest to either the chair or an executive officer of the SAEC as soon as is reasonable after they become aware of the conflict.
· A conflict of interest may arise where a SAEC member:

· has his or her own application being considered;

· has an interest in an external provider of a product or service; or

· has an interest or relationship with a researcher or teacher with an application being considered.
· When a member of the SAEC is a practising teacher or lecturer that has their own application being considered, he or she will not take part in the vote.
· Where a situation arises where a member of the SAEC has an interest that may be seen to influence the objectivity of a decision that member must declare the conflict of interest and refrain from joining in the discussion, providing an opinion or casting a vote on any matter where there could be a perceived or real conflict of interest.
10.  Immediate Use of Animals (2.1.5 (v) (e))
· The SAEC may by the agreement of one Category A member, one Category B member, one Category C and one Category D member approve, in advance, the immediate use of animals should that be required for the diagnosis of unexplained and severe disease outbreaks, or morbidity/mortality, in animals or people.  
11.  Appointment of an Executive (2.2.23)
· If established, an Executive may be formed by the Chairperson (or Deputy Chairperson) and at least one member from Category C or D to: 

· approve amendments to projects; and 

· specify emergent or alternative action required in response to reports of adverse events.
· An Executive may make decisions by meeting in person, via teleconference or via email communications.
· An Executive must not approve new applications.
· Decisions and recommendations made by an Executive must be reviewed by a quorate meeting of the SAEC. 

12.  Member appointments, retirement, roles and responsibilities

· The Chairperson is a mandatory appointment under Clause 2.2.2 of the Code and is specifically appointed by the Department of Education.

· The SAEC may appoint a Deputy Chairperson to cover short-term absences by the Chairperson.  This person may be appointed in addition to Category A to D members, in which case they would not have counted, for the purposes of determining a quorum except when acting as the Chairperson.
· The Department of Education, the Catholic Education Western Australia (CEWA) and the Association of Independent Schools Western Australia (AISWA) will each appoint an Executive Officer.  Executive Officers are not mandated positions and as such are not counted for the purposes of determining a quorum.

· A Category B member may also be appointed to the role of an Executive Officer if required by an institution.  In this instance the member will count as a Category B member for the purposes of determining a quorum.
· Any member of the SAEC receiving a welfare complaint is obliged to raise the matter with the AEC as soon as possible.
12.1 Procedures for appointing new members
·  Members are recruited and appointed as vacancies arise. 
· Category A, C and D vacancies are filled by the DOE Executive Officer through recommendations or an advertisement.  Interested applicants apply in writing to the SAEC Executive Officer providing a brief CV with evidence of their appropriateness for the role. 
· The SAEC Chair will present recommendations to the SAEC for endorsement.
· The Department of Education, the Catholic Education, Western Australia (CEWA) and the Association of Independent Schools, Western Australia (AISWA) will each appoint a Category B member that meets the requirements of Clause 2.2.4 (ii) of the Code.

· The SAEC Chair will be informed in writing about the appointment of an institution Category B representative.
· The DOE Executive Officer will be responsible for the induction of new members except for the Category B representatives for the Catholic and Independent schools, which will be the responsibility of their respective Executive Officers.
· Appointments will be reviewed every 3 years but may continue by agreement of both parties. 

12.2 Retirement from the SAEC

· Voluntary retirement:
· Any member wishing to retire will inform the Department of Education’s Executive Officer in writing.

· Category B members will also inform the relevant sector Executive Officer.

· The Department of Education, Executive Officer will inform the SAEC chair of any retirements.

The SAEC chair will thank in writing both the retiring SAEC member and where appropriate the institution or organisation they represent. 
· Involuntary retirement:
· Following recommendations from SAEC members, any member can be informed by the SAEC Chair that their participation is no longer required.
12.3 Role of the Executive Officers 
· The DOE, CEWA and AISWA Executive Officers are the first point of contact for teachers and schools wishing to access the SAEC.
· The Executive Officers will assist the Chair and efficient operation of the SAEC by: 

· expediting applications and approval processes through the provision of advice and assistance to researchers regarding ethics applications, procedures and mandatory reporting requirements;
· organising the distribution of information to members; 

· scheduling meetings and monitoring sessions; and
· overseeing database integrity and requirements and providing management reports. 

· The Executive Officers will approve amendments whereby the only change is to the activity dates and all other elements, including the duration of the activity, remain the same as the approved activity.

· CEWA and AISWA Executive Officers will ensure that any additions to their sectors application register, inspection visits register, and non-compliance register are forwarded to the DOE Executive Officer for inclusion in master documents.
12.4 Responsibilities of the Chair 

The Chair must: 

· Ensure that the SAEC operates in accord with the principles and requirements of the Code, the relevant institutional policies and the agreed SAEC procedures. 
· Ensure that applications are considered by the SAEC and the outcomes are conveyed to the activity leaders in a timely fashion.
· Advise the institutions regarding the level of resourcing required by the SAEC. 
· Represent the SAEC in negotiations with the institution’s management. 
· Oversee all requirements of the SAEC to report and review its operation as outlined in the Code. 
· Ensure SAEC records are maintained and made available for review by the institutions. 
13.  Complaints and Grievances Procedures
· In the event that a teacher or principal is dissatisfied with either the SAEC's procedures or any decision relating to any application, monitoring and/or evaluation they will be referred to the SAEC’s Complaints and Grievance Process. 
· The school community and general public will be able to access these processes on the public facing website.
· These processes are outlined in the flowcharts below.
14.  Confidentiality 
SAEC members will sign a confidentiality agreement prior to appointment.
COMPLAINTS AND GRIEVANCE PROCESSES

15. Schools and General Public
Complaints and grievances regarding use of animals for scientific purposes.
The school must give priority consideration to the well-being of the animals and ensure the activities with the potential to adversely affect animal well-being cease immediately.  The principal will ensure fair, prompt, timely, effective, confidential processes that accord with procedural fairness and the principals of natural justice.
The following flowchart assumes schools are using a:
· complaints handling process.
· incident notification and response process.
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16. Serious Disagreements Between Members of the SAEC.
In the event that any disagreements arise between members of the SAEC the matter shall be referred to the Chairperson for arbitration.  The Chairperson may refer the matter to an independent conciliator/arbitrator, a member of the DPIRD AEC, as agreed between the parties.

COMMITTEE MEMBERSHIP
The Schools Animal Ethics Committee (SAEC) acts as the animal ethics committee for public, Catholic, and independent schools and colleges (inclusive of farm schools and agricultural colleges) and Central Regional TAFE in Western Australia.  This committee is responsible for ensuring that the use of animals in schools and colleges complies with the Animal Welfare Act (2002) and the National Health and Medical Research Council’s Australian code for the care and use of animals for scientific purposes, 8th Edition 2013 (the Code).

As per the Code, the committee must consist of representatives from four distinct categories.
Category A is a person with qualifications in veterinary science and with experience relevant to the activities of the institution.  Veterinarians who lack this experience must familiarise themselves with the biology and clinical characteristics of the species of animals used, as outlined in the Code.
Category B is a suitably qualified person with substantial and recent experience in the use of animals for scientific purposes relevant to the institution and the business of the AEC.  This must include possession of a higher degree in research or equivalent experience.  If the business of the AEC relates to the use of animals for teaching only, a teacher with substantial and recent experience may be appointed, as outlined in the Code.

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

Category D is a person who is both independent of the institution and who has never been involved in the use of animals in scientific for teaching activities, either in their employment or beyond their formal education.  Category D members should be viewed by the wider community as bringing a completely independent view to the AEC and must not fit the requirement of any other category, as outlined in the Code.
The species of animals used for educational purposes in public, Catholic, and independent schools and colleges, agricultural and Central Regional TAFE Colleges most commonly are poultry, rodents, fish, amphibians, domestic and farm animals.

The SAEC meets twice a school term, ordinarily in weeks three and eight of each term from 1.00pm to 3.30pm to consider applications.  The SAEC also provides expert advice about the development of processes and procedures to enhance animal welfare and to manage the SAEC.  SAEC members provide advice via email to the Executive Officers of each school system and sector.

Additional information can be found on the Animal Ethics website.

https://myresources.education.wa.edu.au/programs/animal-ethics
Interested applicants need to provide a brief Curriculum Vitae via email, including contact address, employment status, details of any experience on an animal ethics committee and availability to attend meetings.

For further information, any interested party should contact:
· Department of Education, SAEC Executive Officer
· Phone 9402 6106
· Email AnimalEthics@education.wa.edu.au
STANDARD MEETING SCHEDULE
The following steps below describe the sequence of activities that take place in each meeting cycle.

1. Schools Animal Ethics Committee meetings are usually held on Tuesday in week 3 and week 8 of each school term.  Except by special arrangements, meetings are held from 
       1.00 – 3.30pm at AISWA in Osborne Park, CEWA in Doubleview or at Statewide Services, Department of Education in Padbury.
2. Teachers submit applications via an online system and the SAEC Executive Officers allocate them to a scheduled meeting.  Applications are available for members to download from the Friday prior to the scheduled SAEC meeting.  Occasionally there are one or two late applications and members are notified by email when this occurs.
3. The agenda, minutes of the previous meeting and other meeting papers are available for download by Friday prior to the scheduled SAEC meeting.

4. The Department of Education appoints the Deputy Director General, Schools as the committee chairperson.  In the Chairperson’s absence, the chair is taken by the Deputy Chair, the Director, Agricultural Education, Department of Education.

5. The standard meeting agenda encompasses:

· Welcome by the Chairperson,
· Conflicts of Interest,
· Confirmation of minutes of the previous meeting,
· Action items list,
· Outcomes of applications from the last meeting,
· Correspondence,
· Applications including ratification of Out of Session approvals, new applications and amendments to approved activities,
· Project Monitoring,
· Incidences of non-compliance,
· Adverse events,
· Review of SAEC documentation, and
· General business (including reminder of reimbursement for committee costs).
6. The minutes are taken by the Department of Education Executive Officer unless by special arrangement, the AISWA or CEWA Executive Officer may undertake this role.
7. Immediately following the scheduled SAEC meeting, the completed SAEC’s ‘Certificate of Approval’, Animal Use and Health Records, the sector specific Licence (CEWA & DOE only) and relevant standard operating procedures are emailed to teacher in charge that submitted the application.  This informs the teacher whether the application was approved, obtained a conditional approval or was rejected.  Applications can be approved for a maximum of three years.

2022 SAEC MEETING DATES
	Meeting
	Meeting Date
	Education Sector Hosting Meeting

	Term 1 (10 week term)

	Meeting 1
	15 February 2022
1:00 – 3:30 pm
	Association of Independent Schools, Western Australia

	Meeting 2
	22 March 2022
1:00 – 3:30 pm
	Catholic Education, Western Australia

	Term 2 (10 week term)

	Meeting 3
	10 May 2022
1:00 – 3:30 pm
	Department of Education

	Meeting 4
	14 June 2022
1:00 – 3:30 pm
	Association of Independent Schools, Western Australia

	Term 3 (10 week term)

	Meeting 5
	2 August 2022
1:00 – 3:30 pm
	Catholic Education, Western Australia

	Meeting 6
	6 September 2022
1:00 – 3:30 pm
	Department of Education

	Term 4 (10 week term) 

	Meeting 7
	25 October 2022
1:00 – 3:30 pm
	Association of Independent Schools, Western Australia

	Meeting 8
	22 November 2022
1:00 – 3:30 pm
	Catholic Education, Western Australia


The meeting addresses are outlined below:
Association of Independent Schools, Western Australia (AISWA)

AISWA Conference Room,

41 Walters Drive, Osborne Park

Catholic Education, Western Australia (CEWA)

CEWA Newman Siena Centre,

33 Williamstown Road, Doubleview

Department of Education

Statewide Services
33 Giles Ave, Padbury
SCHOOL ANIMAL ETHICS COMMITTEE EXPENSES REIMBURSEMENT CLAIMS
The Department of Education highly encourage members of the Schools Animal Ethics Committee (SAEC) to submit expense claims.  As community volunteer members of the SAEC, you are entitled to receive reimbursement for out of pocket expenses, e.g. fuel & parking.
The Department of Education highly value and appreciate your work and reimbursing you is one small way we can acknowledge this.

Outlined below are the steps involved for SAEC members to undertake this process.  This process and all related electronic versions of the forms required will also be emailed to the SAEC members.
Steps to make a claim:
1. Fill in the SAEC Invoice Template (Attachment 1).

2. Complete a Statement by a supplier form (Attachment 2 in the emailed information), or you may obtain this yourself directly from the Australian Taxation Office website.

Note:  You only need to do this once.  This may be completed electronically, printed and signed; or printed and completed by hand.

3. Send the completed invoice and statement to Department of Education SAEC Executive Officer, either by email, post, or in person.

Email:             AnimalEthics@education.wa.edu.au
Address:         Schools Animal Ethics Committee

Department of Education, Statewide Services

33 Giles Avenue, PADBURY   WA   6025

Phone:            9402 6106

We look forward to receiving your claims in the future.

SAEC EXPENSES CLAIM FORM
	To:

Schools Animal Ethics Committee

Department of Education, Statewide Services

33 Giles Avenue

PADBURY   WA   6025

OR

AnimalEthics@education.wa.edu.au

	
	Date:

Insert here

	For:

Motor vehicle and parking expenses incurred attending SAEC meetings and/or school visits.

VEHICLE DETAILS:

Make and Model: Insert here

	
	FROM:

Name: Insert here
Email address: Insert here
Phone: Insert here
BANK DETAILS:

Account Name: Insert here
BSB: Insert here
Account Number: Insert here

	
	
	

	Engine capacity
	Reimbursement rate
	
	

	1600cc and under[image: image7.jpg]CATHOLIC
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	$0.532
	
	

	1601cc - 2600cc
	$0.645
	
	

	Over 2600cc
	$0.895
	
	


	Description
	Km
	Engine capacity
	Rate
	Amount

	Example claims as below (Please delete as appropriate)

	SAEC meeting Add date

Add sector hosting AISWA / CEWA / DOE
	
	
	
	

	SAEC meeting parking expense date:

(Please add a scan or photo of the parking ticket)
	N/A
	
	N/A
	

	SAEC inspection visit 
Add school and date:
	
	
	
	

	SAEC inspection visit parking expense date:

(please add a scan or photo of the parking ticket)
	N/A
	
	N/A
	

	SAEC meeting Add date

Add sector hosting AISWA / CEWA / DOE
	
	
	
	

	SAEC meeting Add date

Add sector hosting AISWA / CEWA / DOE
	
	
	
	

	SAEC meeting Add date

Add sector hosting AISWA / CEWA / DOE
	
	
	
	

	Other: 
	
	
	
	

	
	
	
	TOTAL
	


ANIMAL ETHICS SYSTEM GUIDE FOR COMMITTEE MEMBERS

1. The Department of Education’s Executive Officer will provide each member with a log in and temporary password.

2. Click on this link to log in: https://apps.det.wa.edu.au/ane/login
3. The first screen that you see contains the applications and meeting papers for the current meeting.  From this screen you may:

· View any application or document on screen by clicking on its row; or 
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Download any application or document, individually, by clicking on the Actions button which is the square box with three dots at the end of the row.

4. Create a meeting bundle to download the applications and files to your computer, in one action, click on the “Create a meeting bundle” button that is in the strip above the list of applications.
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5. Once you have clicked on this button you will be asked if you want to open or save 

the .zip file.

· Click on the triangle next to “Save”, select “Save as” and choose a location on your computer.

· If you select “Open” instead of “Save” it will show you a Folder and a list of Files that you can open and read.  However, this option will not save the files when you close the screen.  Remember you can create a meeting bundle as many times as you like.
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· Once saved, most computers will prompt you to open the folder where the .zip file is located.  Double click to open.

The Meeting Bundle contains the following:

· “Files” folder: This includes any documents that have been uploaded by the Executive Officers such as the Agenda and Minutes

· Completion Reports:  A single PDF document that compiles all of the Activity Completion Reports that have been submitted online since the last SAEC meeting.

· Application documents: A PDF document for each individual application to be considered at the meeting.

Viewing Annual Reports

6. Annual reports from schools will appear in the meeting bundle whenever a school submits the annual report.
7. A PDF document with all the reports submitted since the last meeting will be included in the meeting bundle. 

8. You can view a school’s annual report online by going to the top menu, clicking on Committee and Annual Reports.  This will give you a list of all reports and you can select “View Report” for any school.

Support contact:

Department of Education

SAEC Executive Officer

Telephone:  9402 6106

Email:   AnimalEthics@education.wa.edu.au
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