FS 014

(12 October 2017)

Fact sheet
Notification of changes
The Fair Work (Registered Organisations) Act 2009 requires organisations of employers and employees to
annually lodge certain information to the Registered Organisations Commission (the ROC). In addition,
whenever any changes occur in relation to certain records, registered organisations are required to lodge a
notification of change to the ROC. The change must be lodged within 35 days after the change occurs.

Records requiring notifications of any changes
If any of the following records change, the organisation must notify the ROC of the change within 35 days
after the change occurs:
•
•
•
•
•

the list of offices in the organisation or in a branch of the organisation
the name, postal address or occupation of a person holding office
the name of a branch of the organisation
the commencement or cessation of a branch of the organisation
the address of the office of the organisation, or the address of the office of a branch of the
organisation

What does the ROC do with the information?
Records including the above information are required to be lodged by each organisation by 31 March in
each year in the Annual Return of Information. Annual Returns are published under the corresponding
organisation on the ROC website. This information can be found by clicking on the ‘Find a Registered
Organisation’ tab. Notifications of changes are published in descending date order within the corresponding
year’s annual return document. This enables members to view the changes with reference to the complete
list of office holders.

When changes must be notified
Details of any changes must be notified within 35 days after the change occurs, as prescribed by regulation
151 of the Fair Work (Registered Organisations) Regulations 2009.

What needs to be included?
NOTE: The ROC recommends use of the sample Notification of Changes template, as provided below, to
help ensure that all of the required details are included in a notification of change
•

The notification must be lodged with a declaration signed by the Secretary or another office holder
whose duties under the rules of the organisation or branch include lodging required information to
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the statutory body. The declaration must contain a statement that the information lodged is a correct
statement of the changes made.
•

The notification must include details of each relevant office/office holder/branch to which the
changes have occurred.

•

The notification must include the date the change occurred and clearly specify what the change was.

•

The notification must indicate the date on which the changes occurred, as this pertains to the
obligation to lodge the notification within 35 days of the change.

•

For changes to office holders the following details are also required:
o The title of the relevant office
o The name of each new or former office holder
o the postal address of each new office holder. For privacy reasons, the ROC recommends
using the postal address of the relevant organisation/branch, rather than the residential
address of the person.
o The occupation of each new office holder

•

For new branches the street address (not just a postal address) must be included.

Who can sign the declaration?
The declaration must be signed by the Secretary or another office holder whose duties under the rules of the
organisation or branch include lodging required information to the statutory body. A sample declaration
template is provided below under ‘sample notification of change template’.
If an organisation is divided into branches or divisions, the notification of change may be made by a national
office holder or the relevant branch or division office holder, depending on who has authority under the rules
of the organisation to do so.

Sample Notification of Changes Template
The sample notification of change template provided below includes a sample declaration template and a
sample notification table. The ROC recommends use of these documents to help ensure that all of the
required information is provided.
•

Sample notification of change template

Find out more
•
•
•
•
•

Guidance Note – ROC Quiz Answers - Notifications of Change
Legislative Summary – Notifications of Change
ROC Internal Checklist – Notifications of change
Fact Sheet – Records to be kept by registered organisations
Fact Sheet – Records to be lodged annually by registered organisations

For instructions on how to lodge a notification of changes with the ROC, please refer the Lodging
Documents section of our website.
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