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Objective 

The Australian Kinesiology Association (AKA) is committed to leading the industry to develop 
member skills through the use of all forms of education. As such, webinars and workshops will 
form part of the accepted forms of professional development required by members each year. 
This policy aims to provide requirements for acceptable webinar and workshop services to 
Australian Kinesiology Association Members. 

Introduction 

The underpinning principle of this policy is the provision of webinar and workshop services for 
the benefit of Members in the interests of education and professional development. 

What is a Webinar? 

A webinar is a seminar or presentation conducted online. 

What is a Workshop? 

A workshop is an interactive experience between the presenter and the attendees, which can 
be held face-to-face, or conducted online. 

Responsibilities 

Australian Kinesiology Association Responsibilities 

The Australian Kinesiology Association Inc. will: 

• Review and approve each webinar/workshop to ensure it complies with Australian 
Kinesiology Association Inc. guidelines. 

• Pay the presenter their nominated or agreed fee, if applicable. 

• Make webinars and workshops affordable for its Members. 

• Advertise in In Touch, on social media platforms and on the Australian Kinesiology 
Association website. 

• Advertise a timetable of webinars/workshops for a minimum of 4 weeks in the lead up 
to the event, where applicable. 

• Maintain a Calendar of Events for webinars/workshops for Australian Kinesiology 
Association Members to easily navigate and reserve a place. 

• Have a ‘must register by’ date listed on the Calendar of Events. 

• Ensure income generated from participation or after sales of the event, goes solely to 
the Australian Kinesiology Association Inc., after any prior negotiated fees have been 
deducted for the presenter. Or as per the negotiated agreement in writing between the 
Australian Kinesiology Association Inc. and the Presenter. 

• Manage the privacy of collected email addresses, in association with the Australian 
Kinesiology Association Inc. Confidentiality Policy, Procedures & Agreement. 

• Provide the platform for webinars and workshops to be held electronically, and where 
applicable, recorded. 

• Arrange a host to introduce and give “Share” access to the presenter, facilitate Q&A 
and maintain behaviour protocols in line with the Australian Kinesiology Association 
Inc. Code of Conduct. 
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• Due to their interactive nature, workshops may be recorded at the discretion of the 
presenter and the AKA. 

• Approve Continued Professional Development (CPD) points as applicable relating to 
the type of webinar or workshop in line with the AKA CPD Activity List. 

• Allow access to the recording free of charge for registrants who purchased/registered 
to attend webinars. This option will not be available for workshops that are NOT 
recorded. 

• Make recorded webinars available for sale on the Australian Kinesiology Association 
Inc. website as an alternative income stream. 

• Allow non-members to attend events for a fee and automatically gain access to the 
recording (if the event was recorded). Non-members may also purchase recordings (if 
they did not register for the event) for a higher cost than Members. 

The Australian Kinesiology Association Inc. aims to introduce and implement ongoing webinar 
or workshop event programs that include: 

• The creation of a webinar/workshop or Events sub-Committee. 

• The provision of training and professional development for Members, that may 
contribute to CPD points. 

• Providing survey feedback to the Australian Kinesiology Association Management 
Committee regarding participant surveys. 

• Fostering a culture of continuous improvement within the membership. 

• Maintenance of records and databases relating to registering for events, active 
participation/attendance, and providing certification of attendance with CPD points 
acquired, if applicable. 

Additionally, the Australian Kinesiology Association Inc. will: 

• Send an annual survey to all Members to ascertain content which may assist with 
future webinar and/or workshop content planning and delivery timetable. 

• Ensure the quality of services to participants is reviewed annually as part of the 
strategic planning process. 

• Issue post-webinar/workshop surveys to assist conference sub-Committees in 
considering potential conference speakers. 

• Report income generated from webinars and workshops, where applicable, to the 
Management Committee. 

• Provide a template and copy for advertising (which may be created by the 
webinar/workshop or Events sub-Committee), that includes the Presenter’s logo and 
contact details, for publishing on Australian Kinesiology Association Inc. advertising 
mediums. 

• Publish the advertisement on the Australian Kinesiology Association Inc. website, in 
the Member Newsletter, and on social media pages. 

• Survey participants for every webinar and workshop provided, to assess satisfaction 
with programs and services. A standard, Australian Kinesiology Association approved 
survey is recommended to be sent to participants within 24 hours of completion of the 
webinar or workshop. 
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Presenter Responsibilities 

The following must be adhered to for each webinar or workshop approved by the Australian 
Kinesiology Association Inc.: 

• Provide marketing flyer, copy (content) and graphics (including your logo) to promote 
the content of the webinar or workshop. 

• Submit a PowerPoint presentation, content outline documentation, (or similar) for the 
Australian Kinesiology Association to review, at least one month prior to the date of 
your presentation. It is understood that the documentation submitted may not be the 
final draft, however, this gives the Association an opportunity to review the content and 
raise any concerns prior to presenting. 

• Once the final draft of the presentation has been created, a copy may be sent to the 
host for support purposes, should any technical difficulties be experienced by the 
presenter at the presentation. 

Presenters must not: 

Collect email addresses from participants for ANY purpose, especially marketing purposes 
unless specific consent is given by the individual participant. 

Participant Responsibilities 

Participants are required to: 

• Log-in if they are an AKA Member, in order to obtain member discounts. 

• Submit their Australian Kinesiology Association Member number if applicable, when 
registering for the webinar or workshop. 

• Ensure the access link provided to the webinar or workshop is not shared. 

• Comply with any protocols provided when receiving access to the webinar or 
workshop. 

• Mute themselves during the presentation. 

• Unmute when addressed by name and/or invited to speak. This may vary depending 
on whether the event is a webinar or a workshop. 

• Be respectful with their comments and questions during the webinar or workshop. 

• Complete the survey after attendance at the webinar or workshop. 

• Abide by Copyright laws and not share any recordings or other information provided 
through attendance at the webinar or workshop. 

Presenter Benefits 

• Creation of a sharable advertisement, including bio image. 

• Free advertising for 4 weeks leading up to the event through Australian Kinesiology 
Association advertising mediums. 

• Free advertising for 12 months after the event in the Member Newsletter. 

• Exposure from the webinar for up to 2 years on the website store. 

• Exposure to all Members of the Australian Kinesiology Association. 

• Exposure to the wider community via Australian Kinesiology Association social media 
outlets, through the sharing of the events. 

• Facilitation of the event completed entirely by Australian Kinesiology Association Inc. 
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Procedure for Presenters 

• Keep content and context appropriate to the audience. 

• Introduce yourself and summarise what your expected outcomes will be. 

• Present and keep to the allocated advertised time frame for your presentation. 

• Remind participants to mute themselves during your presentation. 

• Not make claims outside your scope of practice. 

Presenter Rules for Conduct within a Webinar or Workshop 

• No marketing of any kind is allowed in webinars or workshops with the exception of the 
last two slides mentioning your website, contact details and social media outlets. 

• Submit the final participant list to the Australian Kinesiology Association Inc. for the 
issue of Continued Professional Development point certificates, if applicable. 

Performance Indicators 

The Australian Kinesiology Association Inc. will measure the success of the webinar or 
workshop in terms of: 

• Member registration and participation/attendance at the webinar or workshop. 

• How long participants were engaged in the event. 

• Overall participation in Association events. E.g.: conferences, webinars, workshops, or 
other events. 

• Membership retention year on year. 

Review 

This policy will be reviewed biannually. The review process will include an examination of the 
performance indicators and discussions with appropriate stakeholders as required. 

Related Documents 

• Rules of the Australian Kinesiology Association Inc. 

• Bylaws of the Australian Kinesiology Association Inc. 

• AKA Confidentiality Policy, Procedure & Agreement 

• AKA Approved Webinar Submission Form 

• AKA Code of Conduct 

• AKA Process and Check List for AKA Events 
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Definitions: 

Definitions and wording below are stated in the singular and apply to the plural. 

AKA is an acronym for the Australian Kinesiology Association Inc. 

AKA Witness means any person employed by the Australian Kinesiology 
Association Inc. or a current member of the AKA Management Committee, 

authorised to witness another person’s signature. 

Association means the Australian Kinesiology Association Inc. 

Australian Kinesiology Association Inc. is the Association of Members who 
practice kinesiology. Also referred to as Australian Kinesiology Association, the 

Association, AKA, or AKA Inc. 

Breach of Confidentiality means restricted and/or sensitive information or 

material has been shared outside of the boundaries set by the Australian 

Kinesiology Association Inc.’s policies and documents including the Confidentiality 
Policy, Procedure, & Agreement, and any Memorandum of Understanding, Terms 

of Reference, or Contract between the Australian Kinesiology Association Inc. and 

any engaged entity. 

Complaint means an expression of dissatisfaction made to, or about the 
Association, its Members, Staff, or its services, or the handling of a complaint 

where a response or resolution is explicitly or implicitly expected or legally 

required. (AS/NZ 10002:2014). 

Complaint Handling Management System means all policies, procedures, 
practices, staff, hardware, and software used by the Association in the 

management of complaints. 

Conference refers to an event to be delivered for the Australian Kinesiology 

Association Inc. This event may be face-to-face, online, or a combination of both. 

Conference Coordinator means the person/s responsible for the management 

and delivery of both in person and online conferences for or on behalf of the 

Australian Kinesiology Association Inc. 

Confidential Information means all data and business relating to the Australian 

Kinesiology Association Inc., that is understood to be of private nature, that is 
shared with any other entity. Information considered private includes, but is not 

limited to: 

• Member information; 

• Association information including membership information, business 

operations and financial information; 

• Intellectual property; 

Consequences (as applicable to Workplace Health & Safety Risk Management) 

refers to outcomes outlined in the Risk Assessment Rating Table. 

Contract means an agreement between the Australian Kinesiology Association 

Inc. and any other entity outlined in writing in any capacity, including but not 

limited to: 

• Minutes of a General Meeting; 

• A contract; 

• Email correspondence between the parties. 
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Contractor means a person or entity engaged by the Australian Kinesiology 
Association Inc., for the purposes of completing a project for an on behalf of the 

Association. This role may be in a paid or unpaid capacity. May also be referred to 

as a Service Provider, entity, sub-contractor, business, organisation, etc. 

Correspondence means any written communication, including but not limited to, 
emails, notes, letters, texts, electronic communications, social media comments, 

etc. 

Current Year refers to the year specified for the date that an event, such as the 

annual conference, is to be held as outlined in a document, such as a 
Memorandum of Understanding, Terms of Reference, etc. It is understood that for 

some events, preparation may take more than one year to organise. 

Data Breach means a security violation wherein sensitive and/or confidential 

data is stolen, copied, altered, transmitted, etc., by unauthorised individuals or 

entities. 

Dispute means an unresolved complaint, escalated either within or outside of the 

Association. 

Electronic Vote – see Technology Vote. 

Engagement of Services relates to the engagement of an entity to perform a 
task, project, or event, etc., or form a sub-Committee, for defined purposes, for 

and on behalf of the Australian Kinesiology Association Inc. 

Entity means an individual, a group of individuals, Member, business, agency, 

contractor, sub-Committee, etc., engaged in services for or on behalf of the 
Australian Kinesiology Association Inc. May also be referred to as a Service 

Provider, contractor, sub-contractor, business, organisation, etc. 

Feedback (as applicable to Complaints Handling) means opinions, comments, 

and expressions of interest or concern, made directly or indirectly, explicitly or 
implicitly, to or about the Association, its services, or complaint handling system, 

where a response is not implicitly or explicitly expected or legally required. 

Grievance (as applicable to Complaints Handling) means a clear, formal written 
statement by an individual staff member about another staff member, or a work-

related problem. 

Hazard (as applicable to Workplace Health & Safety Risk Management) refers to 

a situation or thing which has the potential to harm a person. 

Hierarchy of Risk Control (as applicable to Workplace Health & Safety Risk 

Management) refers to the priority order for the types of measures to be used to 

control risks. 

Injury Management (as applicable to Workplace Health & Safety) includes 
workers compensation, claims management, recovery, and return to work 

activities that are covered by the Return-to-Work legislation. 

Likelihood (as applicable to Workplace Health & Safety Risk Management) refers 

to how likely something is to happen, as a result of a hazard. 

Management Committee refers to the Committee that Manages the affairs of 

the Australian Kinesiology Association Inc. Also referred to as the MC, or the 

Committee. 

Mediums (as applicable to Advertising) refers to In Touch magazine, social 

media outlets, Australian Kinesiology Association Inc. website, or similar 
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platforms that are governed, managed, or administered by the Association, its 
staff, volunteers or other entities engaged in projects for or on behalf of the 

Association. 

Member means an individual or entity who has a membership with the Australian 

Kinesiology Association Inc. 

Memorandum of Understanding means an agreement that is signed between 

the Australian Kinesiology Association Inc. and the entity it engages for a task, 
project, event, sub-Committee, etc. This agreement outlines the requirements 

and expectations of all parties in the undertaking and delivery of a project or 

task. 

Non-Member refers to anyone who does not have a membership with the 

Australian Kinesiology Association Inc. 

Occupational Violence (as applicable to Workplace Health & Safety) refers to 

any incident where a person is physically attacked, abused, assaulted, or 

threatened in the workplace. 

Office Manager refers to the person employed by the Australian Kinesiology 
Association Inc. to manage and oversee the administrative affairs of the 

Association. Also referred to as OM, or Staff. 

Officer (as applicable to Workplace Health & Safety) refers to a person who 

makes, or participates in making, decisions that affect the whole or substantial 

part of the business or undertaking. 

PCBU (as applicable to Workplace Health & Safety) is an acronym for Person 
Conducting a Business or Undertaking as defined in the Work Health and Safety 

(WHS) legislation. 

Policy means a statement of instruction that sets out the parameters of the 

Association’s vision, mission, and goals. 

Procedure means a statement or instruction that sets out how the Association’s 

policies will be implemented and by whom. 

Project means an undertaking for or on behalf of the Australian Kinesiology 

Association Inc. Also referred to as a task, or event. 

Purpose of Engagement relates to the task, project, event, sub-Committee or 
similar, that is the reason for engagement of services, for or on behalf of the 

Australian Kinesiology Association Inc. 

Residual Risk (as applicable to Workplace Health & Safety Risk Management) 

refers to the risk rating, based on the risk matrix, after recommended control 

measures have been implemented. 

Restricted and/or Sensitive Material means material considered confidential 
by the Australian Kinesiology Association Inc. Dependent upon the nature of the 

task, project, event, or sub-Committee, etc. restricted and/or sensitive material 
requirements will be assessed by the Australian Kinesiology Association Inc. and 

outlined in the Memorandum of Understanding, Terms of Reference, or Contract. 

Risk (as applicable to Workplace Health & Safety Risk Management) refers to the 

possibility that harm (death, injury, or illness) might occur when a person is 

exposed to a hazard. 

Risk Assessment (as applicable to Workplace Health & Safety Risk 

Management) refers to the process of evaluating the likelihood and consequences 
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(or severity) of injury, illness or disease arising from exposure to an identified 

hazard. 

Risk Control (as applicable to Workplace Health & Safety Risk Management) 
refers to the process of implementing measures to eliminate or minimise the risk 

associated with a hazard so far as is reasonably practicable. 

Risk Management (as applicable to Workplace Health & Safety Risk 

Management) refers to the process of hazard identification, risk assessment, 
implementation of appropriate risk control measures, and monitoring and review 

of their effectiveness. 

Service Provider means person/s engaged in performing a service for the 

Australian Kinesiology Association Inc. May also be referred to as a volunteer, 

contractor, sub-contractor, entity, worker, etc. 

Staff means persons employed and paid a wage by the Australian Kinesiology 

Association Inc. for administration purposes. Also referred to as Office Staff, 

Staff, Employees, or Service Providers. 

Sub-Committee refers to a group of people engaged to perform a task as 

delegated by the Management Committee.  

Technology Vote refers to a vote that has been completed on a form (either 
physically completed or electronically completed) either online, or sent via email 

to the Australian Kinesiology Association office for the purposes of voting on 

agenda items at a specified meeting. Also referred to as an Electronic Vote. 

Terms of Reference refers to an agreement between the AKA Management 
Committee and a sub-Committee, wherein the Management Committee have 

delegated duties/tasks, etc., to be performed by that sub-Committee.  

Volunteer means persons donating their time without expectation of payment of 

any sort, (e.g. wage, one off payment, payment in kind, etc.) to work on 
projects, Committees, sub-Committees, events, etc., for and on behalf of the 

Australian Kinesiology Association Inc. May also be referred to as a Service 

Provider, entity, worker, etc. 

Worker A person who carries out work in any capacity, whether on-site or off-

site, for the Australian Kinesiology Association Inc. including all volunteers, staff, 
contractors and sub-contractors and their employees, suppliers, labour hire 

company employees, trainees, persons gaining work experience and volunteers. 

Also referred to as an entity, Service Provider, or Staff. 

Workplace refers to places where people work in connection with the Australian 
Kinesiology Association Inc., whether on-site or off-site, including work-related 

conferences, functions, client events, retreats, and social events. 

 

 


