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1 BOARD FUNDAMENTALS
1.1 Orientation Essentials

· History, mission and vision of organisation

· Rules (Constitution)

· Policies and Procedures (access on CD)

· Legislative requirements (Awards and Acts)

· Service Descriptions and Funding Agreements

· Strategic/Business Plan and Budget overview

1.2 Board Member Responsibilities

· Accountability (active and informed at all times, personal responsibility and liability for activities/duties undertaken))

· Organisational Development

· Human Resource management (including appointment of CEO/Manager)

· Planning and evaluation

· Policy development and systems

· Leadership and promotion

· Efficiency and effectiveness

· Access and equity to the organisation and its services

· Board Performance

· Financial Management systems

· Information Management

· Participation in training and skills development as necessary 

1.3 Governance

· Board responsible for governance not operational activities

· Strategic direction, policies, performance monitoring, financial oversight, integrity and accountability

· Legal responsibility for the organisation

· Employer of all the staff

1.4 Fiduciary Duty (Code of Ethics)

All Board Members accept Fiduciary Duty when they join an organisation. This means they have a duty to act in the best interests of the organisation without allowing personal interest to influence decision-making processes on behalf of the organisation.

Fiduciary duty can be fulfilled by:

· Not taking advantage of your position to further your own needs

· Acting honestly and industriously

· Never using information gained through your privileged position to advantage a family member/friend/associate

· Providing adequate information to authorised people or members when requested and not misleading them in any way

· Disclosing any potential conflict of interest

· Acting with care and diligence

· Maintaining confidentiality

· Never knowingly placing the Board in a potentially litigious position

· Ensuring all decisions made are to the advantage of your organisation, not individuals or any particular interest groups

· Ensuring you act according to the constitution/rules of the organisation

Source: www.ourcommunity.com.au  Boards: Overview of Legal Responsibilities

1.5 Leadership

· Create and convey a clear vision

· Initiate and drive through change when needed

· Take final responsibility for the organisation

· Establish and communicate clear standards and expectations

· Demonstrate resilience, stability and reliability

· Consider long term consequences of decisions

· Operate democratically

· Participate effectively in meetings

· Maintain effective networks

· Represent the organisation effectively and positively

· Manage risk and resolve conflict

· Respect all stakeholders

· Engender a collective sense of identity and purpose for the organisation

1.6 Board Checklist

· Board members read and understood position description

· Board members endorse and promote the mission of the organisation

· The specific needs of the client base are recognised and addressed by the organisation

· Board and manager agree on governance and operational roles

· Clear delegation to Board Executive and Manager

· Organisation is financially viable and operating effectively

· Strategic and Business Plans are realistic and achievable

· Proactive approach to risk management

· Consistent and transparent decision making

· Achievements of Board and staff (including volunteers) are acknowledged and celebrated

· Board has clear succession plan strategies in place
“In essence, a succession plan outlines the roles played by each member of the organisation and identifies how their knowledge and skills can be captured and transferred to others.” Source: http://www.arts.tas.gov.au/publications/news/punew23.htm
Cause Change & Lead

Accept Change & Survive

Resist Change & Die

Ray Norda, Chairman, Novell

1.7 Board Member Qualities

· Honesty and trustworthiness at all times

· Strong ‘team management’ style with Board and management

· 100% confidentiality regarding all Board matters

· Strong loyalty to the interests of the organisation’s members and clients

· Timely, confident and very well informed decision making and problem solving

· Articulate and confident communicator (verbal and written)

· Leadership and achievement driven

· Numerically and analytically competent

· Exercise complex judgement and initiative

· Actively avoid potential and actual conflicts of interest

Source: www.consultgroup.net.au
1.8 Conflict of Interest

Board members need to ensure that they do not allow conflicting interests or personal advantage to override the interests of the organisation. The organisation must always come first. A Board member must avoid being placed in a situation of making a decision in relation to the organisation’s affairs which might be affected, even if not actually affected, in some way by another business or personal interest of the Board member, or a relative of the Board member.

Good practice would be that the Board members:

· Discloses to the other Board members the ‘material personal interest’ which the Board member has in the subject matter of the discussion;

· Make an initial standing disclosure of all material interests which are then taken, on an ongoing basis, to have been notified to all other board members;

· Must not vote on, nor be present during the discussions in relation to the matter in respect of which the Board member has a material personal interest. It should be recorded in the Minutes that the Board member did not vote on such matters

1.8.1 Three steps to avoid conflict of interest 

· Establish a policy related to conflict of industry which is signed by all Board members when they join the Board. The statement can be as simple as a declaration or require detailed information about the board members’ financial interests

· Establish disclosure as a normal practice

· If major purchases (for either goods or services) are involved, obtain competitive written bids to ensure that prices and product are comparable if a Board member stands to benefit (financially) from a particular decision.

Source: David  Fischel, The book of THE BOARD, Effective Governance for Non-Profit Organisations The Federation Press 2003
2 FINANCIAL ESSENTIALS
2.1 Treasurer’s Responsibilities

· Oversee financial affairs of the organisation 

· Checks details of bank accounts and signatories

· Has access to the financial procedures manual

· Keep Board members updated on the finances

· Ensure a realistic budget is developed

· Regularly review the budget

· Ensure financial records are updated and accurate

· Provide advice on finances and investments as necessary

· Awareness of milestones, reporting and delivery conditions within funding contracts

· Organise and present annual balance sheet and accounts at the AGM

2.2 Budgets

· Key management tool as most organisations have minimal capital or reserves

· Plan organisations finances for a specified time (usually one year)

· Monitoring tool for income and expenditure

· Usually need to use a combination of incremental and zero-based approach

2.3 Financial operations

Accrual accounting

· Revenue recognised when it is earned rather than when it is received

· Expenses are recognised when they occur rather than when they are paid

Cash accounting

· Simplest form of bookkeeping

· Record entries as an account is paid or income is received

If your accounts only show a commitment once it is paid you can incorrectly assess the money available – accounts will not include outstanding amounts to be paid and income still to be received.

2.4 Procedures Manual

Issues to be covered should include

· Sources of income

· Expenditure control 

· Who authorises spending

· Upper limit without Board approval

· Who can sign cheques

· Internet banking procedures

· Assets register

· Income generation control

· Fund raising procedures

· Grant applications

· Security of cash and cheque books
3 MEETING ESSENTIALS
3.1 Chair Checklist

· Organise regular meetings

· Adhere to the Rules of the organisation

· Maintain a neutral position

· Deliver a casting vote when required (generally retains status quo)

· Prepare agenda in consultation with Secretary and Manager

· Adhere to the agenda

· Keep discussion relevant and set time limits if necessary – preserve order

· Ensure all Board members have the opportunity to contribute during meetings

· Sign the minutes of the previous meeting after they are confirmed as a true record

3.2 Meeting Checklist

· Meetings start and finish on time

· Follow the agenda

· No side conversations

· Speak through the chair

· Prepare by reading previous minutes and other materials before the meeting

· Do not dominate– give everyone a chance to contribute

· Remain focussed on the topic under discussion

· Listen to and respect the views of others

· Be open, positive and friendly

· Criticise ideas – not people

· Carry out allocated tasks on time

3.3 Minute Essentials

Minutes are fundamentally a record of agreements. It is important that they state:

· who met (including first and last name);

· where and when the meeting took place;

· what was decided;

· who agreed to do what.

Minutes are considered to be a legal document recognisable in a court of law. It is vital they are accurate. They are in effect a contract between the participants at the meeting – a binding agreement of what took place. The legal status is important for:

· accounting & financial reasons (auditors often cross reference expenditure too)

· management 

· employment matters

· labour relations

All forms of incorporation stipulate in their relevant Act of Parliament that Minutes must be kept or fines will be imposed.

Minutes from a previous meeting must be:

· seen by a number of people who attended the meeting;

· agreed by the attendees that they are an accurate record;

· signed by a representative (usually Chairperson) in front of witnesses, testifying that is a record agreed upon (it is good practice to initial the bottom of each page).

Minutes can:

· reveal the history of an issue over time;

· reflect who has been involved in decision making;

· reflect who feels strongly about particular issues;

· reveal investment strategies;

· reflect the financial decision making processes.

Remember Minutes are a legal document. Are they accurately reflecting:

· the times when people arrived and left a meeting (if not there for the whole meeting);

· the names of people who have voted against a motion (if this is not done you are deemed to have been in favour of the motion and are thus legally responsible for the motion);

· the names of people who abstained from voting on an issue;

· that there was a quorum for the entire length of the meeting (if people leave early do you still have a quorum at the end of the meeting).

Staff disciplinary issues should NOT be recorded in the ordinary Minutes. This information should be recorded separately and kept in a locked file.

NEVER FORGET the maxim of “if it is not in the Minutes it did not happen” followed by “if it is not in your Rules (Constitution) it cannot happen”.

4 STAFF SUPERVISION ESSENTIALS
The Board is responsible for ensuring staff (paid and unpaid) have effective supervision and support, that staff (paid and unpaid) are helped to identify problems in their performance and that these problems are dealt with fairly and in a supportive manner.
The Board are responsible for the supervision and support of the CEO/Manager. The CEO/Manager is delegated the responsibility of supervising and supporting all other staff.
4.1 Supervision and management support 

This should include:

· Accountability – staff work according to policies and procedures of the organisation and they undertake tasks outlined in their job descriptions

· Individual support – supervisor supports the staff, especially when dealing with complex or unusually demanding situations

· Staff performance appraisals – should be undertaken on an annual basis

· Professional development activities – opportunity to enhance the skills of staff and further develop analysis and problem solving techniques

· Increased responsibility – enhances career path opportunities and provides experience in the challenge of additional responsibility

Performance Management and Development within an organisation helps to identify what staff need to do to contribute to the implementation of the strategic plan. Effective Performance Management and Development contributes to:

· Individual and team productivity 

· Quality of service delivered 

· Staff capability 

· Individual and team ability to continuously improve 

· Staff commitment 

· Team cohesion 

· More consistent achievement of organisation objectives 

· Satisfaction of service recipients 

· Management and leadership capability/effectiveness 

· Succession planning capability

DISCLAIMER 

People First -Total Solutions P/L has prepared this Information for the sole use of the Client for the intended uses as stated in all agreements between People First -Total Solutions P/L and the client. The views and interpretations expressed in this Information do not necessarily represent the views of the client.

People First -Total Solutions P/L has exercised due and customary care in researching and collating this Information. The opinions provided are based on generally accepted practices and standards at the time they were prepared. Any changes in circumstances may significantly affect the recommendations, opinions and findings contained in this Information.

We have not independently verified the information supplied by others. No other warranty, express or implied is made in relation to the contents of this Information. Therefore People First -Total Solutions P/L assumes no liability for any loss resulting from errors, omissions or misrepresentations made by others.

No part of this Information may be copied or duplicated without the express permission of the client or People First -Total Solutions P/L.

5 ABOUT PEOPLE FIRST-TOTAL SOLUTIONS 
5.1 People First –Total Solutions Pty Ltd Description
People First -Total Solutions was established in 2003 to provide Consultancy and Training Services primarily focussed on the not for profit and community sectors. The Company’s growth has been propelled by our knowledge and commitment of the sector and a very high customer satisfaction rate.

People First-Total Solutions work with agencies to help them and their people to be more effective. We work with boards, managers, employees and volunteers. Our Services can be grouped into four main offerings
Assessing/Benchmarking

We benchmark agencies and provide in measurable terms key Strengths, and Areas for improvement in areas such as 

· Board effectiveness
· Volunteer Program structure and impact
· Not for Profit Policy and Procedures
· Social Media Benchmarking
 

Consulting:

People First -Total Solutions knowledge, expertise and international reach enable us to effectively investigate client needs, restructure Not for Profits, Create Strategic Plans, , review services and much more. A majority of our clients say our Consulting service exceeded their expectations 
 

Mentoring:

Want to build and improve team communication, morale and effectiveness? One answer could be through equipping your management through our Mentoring programs:

1. Mentoring for Managers Program

 HYPERLINK "http://www.pfts.com.au/MentoringforManagers.htm" 
,
2. Mentoring Skills Program for Not For Profit Organisations 

5.2 People First’s values are:
· Proactive leaders 

· Authentic and accountable 

· Collaborative 

· Environmentally responsible 
5.3 Client Evaluations

People First –Total Solutions Pty Ltd undertakes evaluations of client satisfaction.  All clients are provided an opportunity to rate and comment on our work. 

Through our history our clients’ average ratings for our consulting projects have been very high. As at February, 2010, our clients’ average ratings for our consulting projects were:

	Aspect
	Score

	Overall Rating of our work
	94%

	
	

	Response to Initial Inquiry
	93%

	Our Information Gathering Processes
	90%

	Quality of Final Report
	94%

	Usefulness of Final Report
	97%

	The helpfulness of our staff
	100%

	The professionalism of our staff
	97%

	The attitude shown by our staff
	98%

	Cost effectiveness of our services
	96%


6 Working Together
6.1  No Potential Conflicts of Interest

No conflict of interest exists, or is likely arise, which would affect the performance of our obligations in relation to this application.

People First -Total Solutions Pty Ltd has many clients who are involved in the delivery of a range of community services across Australia. We do not see these involvements and relationships in any way as a conflict of interest. These relationships will assist this project. 
Travellers Aid Australia have a range of relationships with Mebourne City Council and other key communti rogansatoons. These weill be leveraged off to  assiste ithw stakeholder consultation. 

6.2 Standard of Work

People First –Total Solutions provides the best possible service and won’t rest until the job is completed to the satisfaction of the client.  
6.3  Intellectual property

Resources developed by People First -Total Solutions Pty Ltd and Travellers Aid Australia for the purposes of this project shall remain the property of Melbourne City Council. Both parties may utilise the resources for future work with appropriate acknowledgements. The data collected and material developed remains the property of the client and may only be used by either party.

6.4 Insurances

People First -Total Solutions Pty Ltd possesses Public Liability to the value of ten million dollars and Professional Indemnity Insurance to the value of five million dollars. The insurance cover is provided by CGU and is current until 31st of July 2010 and will be renewed. Travellers Aid Australia posseses Public Liability to the value of ten million dollars and Professional Indemnity Insurance to the value of five million dollars
6.5 Legal Agreements 

People First –Total Solutions Pty Ltd is a registered company in Australia. As such, we are able to enter into a legally binding agreement with Melbourne City Council on behalf of the two parteners: People First –Total Solutions Pty Ltd and Travellers Aid Australia.
6.6 Unforeseen circumstances

Should human disasters, acts of God or illness cause the timelines to be cancelled or amended, any costs incurred by the client, and People First -Total Solutions Pty Ltd and Travellers Aid Australia that are unable to be covered by insurance or refund, will be absorbed by the respective party.

6.7  Confidentiality 

People First -Total Solutions Pty Ltd and Travellers Aid Australia will maintain the highest level of discretion and confidentiality in its dealings with the Client and other Stakeholders.  We will maintain privacy and confidentiality in line with People First -Total Solutions Pty Ltd and Travellers Aid Australia privacy policies. [image: image1.png]
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