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Online / On-site
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Course Introduction

In today’s evolving regulatory and compliance environment, cooperative societies must adopt robust corporate

secretarial practices to ensure good governance, transparency, and sustainable growth. Training Course on Corporate

Secretarial Practices for Cooperative Societies is tailored for cooperative society secretaries, board members,

compliance officers, and legal advisors. The course equips participants with essential knowledge and practical tools to

manage statutory responsibilities, enhance internal governance mechanisms, and support strategic decision-making.

The course also addresses real-world challenges in filing obligations, record maintenance, compliance reporting, and

legal framework navigation—all tailored to cooperative institutions.

With increasing government scrutiny and growing public expectations, corporate secretaries in
cooperatives must stay updated with trending governance frameworks, risk mitigation strategies,
legal compliance tools, and stakeholder management techniques. This course features in-depth case
studies, interactive sessions, and downloadable resources to empower participants to strengthen
their cooperative’s governance structure while aligning with national and international regulatory
requirements.

Programme Curriculum

Corporate Secretarial Practices for Cooperative Societies Training Course

Introduction

In today’s evolving regulatory and compliance environment, cooperative societies must adopt robust corporate secretarial

practices to ensure good governance, transparency, and sustainable growth. Corporate Secretarial Practices for Cooperative

Societies Training Course is tailored for cooperative society secretaries, board members, compliance officers, and legal

advisors. The course equips participants with essential knowledge and practical tools to manage statutory responsibilities,

enhance internal governance mechanisms, and support strategic decision-making. The course also addresses real-world

challenges in filing obligations, record maintenance, compliance reporting, and legal framework navigation—all tailored to



cooperative institutions.

With increasing government scrutiny and growing public expectations, corporate secretaries in cooperatives must stay

updated with trending governance frameworks, risk mitigation strategies, legal compliance tools, and stakeholder

management techniques. This course features in-depth case studies, interactive sessions, and downloadable resources to

empower participants to strengthen their cooperative’s governance structure while aligning with national and international

regulatory requirements.

Course Objectives

1. Understand the legal framework governing cooperative societies.

2. Explore the roles and responsibilities of corporate secretaries in cooperatives.

3. Develop effective board meeting procedures and minute-taking strategies.

4. Master statutory compliance management systems and documentation.

5. Learn about GDPR and data protection compliance in cooperatives.

6. Establish best practices in filing and record keeping.

7. Mitigate risks through effective internal control systems.

8. Enhance communication with regulatory bodies and members.

9. Implement conflict resolution mechanisms within governance.

10. Apply digital tools for secretarial efficiency.

11. Align secretarial duties with strategic organizational goals.

12. Understand international best practices in cooperative governance.

13. Analyze real-world corporate secretarial case studies for cooperative societies.

Target Audience

1. Corporate Secretaries of Cooperative Societies

2. Legal and Compliance Officers

3. Cooperative Society Board Members

4. Governance and Risk Management Professionals

5. Cooperative Development Officers

6. Internal Auditors

7. Government Regulators and Inspectors

8. Legal Practitioners and Advisors

Course Duration: 5 days

Course Modules

Module 1: Legal Framework for Cooperative Secretarial Practices

Overview of cooperative legislation (national & international)

Legal duties of cooperative secretaries

Regulatory bodies and reporting obligations

Incorporation and registration procedures

Risk of non-compliance and penalties

Case Study: Legal restructuring of a failing agricultural cooperative

Module 2: Corporate Governance in Cooperative Societies

Understanding governance structures

Roles and responsibilities of directors and officers

Board composition and ethical practices

Internal control and accountability

Governance policy development



Case Study: Board governance audit of a housing cooperative

Module 3: Statutory Filings and Record Keeping

Mandatory statutory registers and their maintenance

Timely submission of regulatory filings

Archiving and digitalization of records

Filing challenges and common errors

Record retention and disposal policy

Case Study: Missed filing deadlines in a credit cooperative

Module 4: Board Meeting Management

Preparing agendas and notices

Accurate and compliant minute-taking

Conducting virtual and hybrid meetings

Conflict of interest declarations

Confidentiality and documentation storage

Case Study: Disputed AGM outcomes in a consumer cooperative

Module 5: Member Relations and Communication

Rights and responsibilities of members

Handling disputes and grievances

Membership applications and terminations

Transparency and information sharing policies

Conducting elections and voting processes

Case Study: Managing member disputes in a dairy cooperative

Module 6: Data Privacy and Protection in Cooperatives

Understanding GDPR and local data laws

Data collection and consent protocols

Handling member data securely

Cybersecurity responsibilities of secretaries

Developing a data privacy policy

Case Study: Data breach in a SACCO and its legal impact

Module 7: Risk Management and Legal Compliance

Identifying and assessing organizational risk

Mitigation strategies through governance

Contract management and legal oversight

Whistleblower policy and ethics reporting

Compliance checklist development

Case Study: Legal liability from vendor contract breach

Module 8: Strategic Secretarial Support & International Best Practices

Strategic planning alignment with secretarial duties

KPIs and performance tracking for secretaries

Embracing global governance standards (e.g., ICA principles)

Benchmarking cooperative best practices worldwide

Continuous professional development

Case Study: Implementing secretarial KPIs in an international cooperative

Training Methodology



Interactive online and in-person workshops

Expert-led lectures and Q&A sessions

Group activities and peer-to-peer learning

Downloadable compliance templates and checklists

Real-life case study analysis and role-playing exercises

Post-training assessments and certification

Register as a group from 3 participants for a Discount

Send us an email: info@fineskilltrainingcenter.com or call +254769199797 

Certification

Upon successful completion of this training, participants will be issued with a globally- recognized certificate.

Tailor-Made Course

 We also offer tailor-made courses based on your needs.

Key Notes

a. The participant must be conversant with English.

b. Upon completion of training the participant will be issued with an Authorized Training Certificate

c. Course duration is flexible and the contents can be modified to fit any number of days.

d. The course fee includes facilitation training materials, 2 coffee breaks, buffet lunch and A Certificate upon successful

completion of Training.

e. One-year post-training support Consultation and Coaching provided after the course.

f. Payment should be done at least a week before commence of the training, to FINESKILL
TRAINING CENTER account, as indicated in the invoice so as to enable us prepare better for you.

Upcoming Scheduled Sessions

Start Date End Date Location Price

10 Aug 2026 14 Aug 2026 Online $1,100

17 Aug 2026 21 Aug 2026 Online $1,100

24 Aug 2026 28 Aug 2026 Online $1,100

31 Aug 2026 04 Sep 2026 Online $1,100

07 Sep 2026 11 Sep 2026 Online $1,100

14 Sep 2026 18 Sep 2026 Online $1,100

mailto:info@fineskilltrainingcenter.com


Start Date End Date Location Price

21 Sep 2026 25 Sep 2026 Online $1,100

28 Sep 2026 02 Oct 2026 Online $1,100

Ready to enroll or request a customized program? Book online or contact us:

Register Online Now

Email: info@fineskilltrainingcenter.com | Website: www.fineskilltrainingcenter.com

https://www.fineskilltrainingcenter.com/courses/corporate-secretarial-practices-for-cooperative-societies-training-course

