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Introduction

1 INTRODUCTION

Message from the President of Neighbourhood Houses
Tasmania Inc.

Welcome to the Management Committee Handbook, a resource available for
use by Neighbourhood Houses throughout Tasmania. The contents of this 2018
version is the same as the original 2013 Handbook but is rebadged under the
new name of our peak body — Neighbourhood Houses Tasmania Inc.

This Handbook is designed to assist Management Committee members add to
their knowledge and skills in governance and to have the satisfaction of doing
their job well. The aim has been to present the material in a user-friendly
manner.

The Handbook is not a manual or toolkit. A manual is a prescriptive, technical

document, stating exactly how something should be done. This Handbook, in

contrast, acts as a ready reference, offering general guidance on the range of

issues that typically are dealt with in the running of a Neighbourhood House by
the Management Committee.

The proof of the pudding is in the eating! While the content of this Handbook
has been used by Neighbourhood Houses in Tasmania over the lasgt five years
and even adopted by Neighbourhood Houses in other states, we welcome your
feedback. Ideas for improvements will help us make the Handbook as useful as
possible to Houses and Management Committees.

Thanks for your commitment to the Neighbourhood House network and happy
governing.

Kate Beer

President

Neighbourhood Houses Tasmania Inc
January 2018
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Introduction

How to use this Handbook

This Handbook has been prepared for members of the Management
Committees responsible for governing the operations of Neighbourhood Houses
in Tasmania. The Handbook will also be of interest to their staff and volunteers.

It aims to provide a handy reference and a better understanding of governance
requirements. The Handbook also provides useful information on the roles and
responsibilities of Management Committee members.

The Handbook does not cover every aspect of House governance. For
example, it is not intended to replace other resources used by Committee
members to monitor and act on legal requirements. It will, however, help
improve understanding of House governance legal obligations and better
practices. Additional information and resources are also available on the NHT
website in the Neighbourhood House Resources Toolbox.

To be most useful, the Handbook should be provided to all members of the
House Management Committee.

Future changes to the Handbook

Changes in the law, changes in governance requirements and funding
agreements, and changing community expectations will all have an impact on
how Management Committees operate. Inevitably changes to the Handbook
will become necessary in the future.

Neighbourhood Houses Tasmania will update the Handbook from time to time
and provide new versions on the NHT web site. Houses will be notified of any
updates and it will then be the House responsibility to keep up-to-date with the
changes.
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2 PRINCIPLES OF GOVERNANCE

What is governance?

Put simply, governance is about how your Neighbourhood House is run — the
structures, policies, systems and understandings that enable you to determine
your future direction, set the right course and make the right decisions.

An important part of governance is the system of checks and balances that a
Neighbourhood House has so that it meets its legal obligations and oversees
the business of the House effectively.

Governance is not simply your policies or your purpose or the direction in which
your House is headed. It is also how your House decides what that purpose
and that direction and those policies will be. Good governance is the foundation
upon which your Neighbourhood House is built.

Governance and management: is there a difference?

There is a difference between governance and management. What your
Committee does is governance; what your co-ordinator or manager does is
management.

Governance sets the purpose and direction of the House and monitors that
everything is on course and proceeding as it should. Governance of the House
shapes management but management is a separate, though overlapping
function of the House.

The Management Committee sets the strategic and policy direction for the
House. The House Coordinator then manages and implements the strategies
and policies to achieve that direction. The Coordinator deals with the internal
processes and operations of the Neighbourhood House, leading, organising and
controlling operations from day to day. This is done by developing and using
the resources and capabilities of the House to get the results the Management
Committee is looking for.

The governance roles and responsibilities of volunteer members of the
Management Committee can sometimes overlap the management roles and
responsibilities of paid staff and volunteers. Sometimes this might work well
enough, but frequently difficulties can arise when there unclear definitions of
roles and delegated responsibilities.
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Why is governance important?

All Neighbourhood Houses today are expected to operate with good
governance systems in place. Members of Neighbourhood House Management
Committees are admired for their voluntary contribution to the community but
nowadays are subject to the same demands for efficiency, legal compliance and
accountability as those in the business sector.

Management Committee members play a vital role in serving their communities
and bring passion, commitment, skills and experience to the House that they
lead. If you also govern your House properly and ensure that sound decisions
are made, you will make a real difference and get a greater sense of
satisfaction, achievement and enjoyment on the Management Committee.

Governance is not just about compliance with the law and funding agreements.
It also ensures the resources of the House are managed effectively and
activities are carried out in the interests of the House as a whole and the
community it serves, not just a minority group.

In summary, the benefits of good governance are:

1 People can see that decisions are made fairly and openly. This
encourages people to be involved with the House. People can have
confidence in the decisions of the House and are clear about how they
can have a say in those decisions.

1 People who work in the House are clear about their roles, responsibilities
and accountability. These are spelled out in writing for every person who
has a role in the House (Committee members, staff and volunteers).

1 Informed decision-making helps your House to achieve its objectives in
an accountable and legally responsible way (refer to Section 3 and
Section 4).

1 A system of checks and balances keeps things on track and protects
your House’'s future.

Four key elements of governance

There are four key elements of governance. These are:
1 thinking strategically and setting direction;
1 developing and implementing policies;
1 being accountable; and
i monitoring performance.

It is essential that your House practises good governance and leadership in
each of these vital areas.
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Thinking $rategically and settingdirection

Your Committee can provide good governance and leadership by thinking
strategically about the future direction of the House. Make sure the Committee
focuses its efforts on things that are strategic in nature and/or a vital part (e.g.
reports) of the checks and balances it has put in place.

Practical steps include:
1 Ensuring the vision, mission and strategic actions of the House remain
relevant and valid, especially as changes occur in the community.
1 Developing and agreeing on a strategic plan for the next three years, and
regularly reviewing it.
1 Agreeing on operational plans and budgets.

For more details see Section 10.

Developing and implementing policies

Written policies and procedures need to be developed and implemented for all

House activities. Policies are guidelines for decision-making; procedures are

more detailed and describe the “how”. Your
review your policies to ensure they reflect best practice and legal and other

changes.

More detail on creating effective policies is covered in Section 11 of this
Handbook.

Being Accountable

Your Committee will provide good governance and leadership by being open
and accountable with people both inside and outside the House. This includes:

1 Open communications, informing people about the House and its
activities in a variety of ways, including the annual report, strategic plan,
brochures and website.

1 Consulting widely on significant changes to programs, services and
policies.

i Listening and responding to the views of employees, community
members, volunteers, supporters, funding agencies and others who have
an interest in the programs and services offered by your House.

1 Handling complaints constructively and effectively (see Section 9).

Monitoring performance

There are important questions to ask when you are checking on the governance
performance of your House. To start with, ask yourself:

1 Are we heading in the right direction?

1 Are we achieving what we set out to do?
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These questions are really about the whole purpose of your House. Once you
have checked your performance on these questions, you will need to look
closely at how you go about it. To monitor your governance performance, your
Management Committee also needs to make sure that:

1 The House understands and complies with all legal and regulatory
requirements that apply to it.

1 A system of sound internal controls is maintained. Internal controls are
the methods your House uses to protect its assets, ensure financial
information is accurate and reliable, comply with all financial and
operational requirements and generally assist in achieving the objectives
of the House.

1 Major risks that the House might face are considered regularly and
systems are put in place to manage those risks.

1 Delegation to sub-committees, staff and volunteers works well and the
use of delegated authority is properly supervised. Delegation is about
entrusting someone else to do parts of a job. It involves assignment of
duties, granting authority and creating responsibility and accountability

(see Section 8).

Improving governance

There are steps you can take to improve the standard of governance in your
House. In summary, these are:
1 Identify the roles and responsibilities of all Management Committee
members, staff and volunteers and put them in writing
1 Establish a Management Committee that has the make-up, size and
commi t ment to meet the House’s requireme
agreements
1 Promote ethical and responsible decision-making that is consistent with
the House’s purpose and objectives
i Establish systems to meet legal and financial obligations such as
taxation obligations, role as an employer, duty to provide a safe
workplace etc.
1 Make available adequate, timely and appropriate information to anyone
thatneedst o assess the Hosusheasfandipger f or manc e
agencies, local community, sponsors etc.
1 Identify and manage risks

How to do this is set out in the rest of this Management Committee Handbook.
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3 ROLES & RESPONSIBILITIES OF THE
MANAGEMENT COMMITTEE

What is a Management Committee

Every Neighbourhood House must have a group of people who are responsible
for ensuring that the House is properly managed. This is the Management
Committee, which is the governing body accountable to the members of the
House. It acts on behalf of the members to ensure that the House remains
viable and effective.

The Committee is made up of volunteers. As volunteers, Committee members
do not get paid for the work they do for the House but they may be reimbursed
for expenses. Management Committee members are usually appointed or
elected by the members of the House each year at an Annual General Meeting.
At this meeting, an annual report is also given to the members on the activities
of the House during the past year.

Important rules affecting the Management Committee are found in the
Constitution of the House. This written document explains how many
Committee members there should be, how they are appointed, how long they
serve on the Committee and a host of related issues. This topic is discussed in
Section 4.

Building membership of the Neighbourhood House

Without financial members the Neighbourhood House cannot operate, because
only members can be elected to the Management Committee. The more
members that a House has, the more likely that the Management Committee
will be able to draw upon a range of skills to form the Committee, and the more
stable and viable the future of the House will be.

Potential members of the House need to be able to see the benefits of joining
as well as have a desire to support and develop their community through the
operations of the House. Current members, including Management Committee
members, need to actively work to maintain and broaden the membership of the
House. Consider incentives such as:

A low membership fee

Discounts for House run courses and programs and for use of facilities
Subsidised training

Attendance at the annual conference or other events

Development of social connections at the House

E R
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Participation in decision making about developing the community
House newsletter posted to members

Regular recognition and appreciation of members

Potential to become a member of the Management Committee

E R

Roles and responsibilities of the Management
Committee

In essence, the role of Management Committee is to ensure that the House
operates legally and is well managed, without the Committee itself doing the
day to day managing. The Committee also makes important decisions about
the future of the House, how it will grow and develop and what direction it will
take. These are usually referred to as strategic decisions, because they are
about the long term future of the House, not about day-to-day matters or
operational decisions.

The Management Committee’ s key responsibil:i

i Strategic planning — setting and reviewing the short, medium and long
term goals of the House in consultation with the community and other
key stakeholders.

1 Financial oversight — approving the annual budget, monitoring financial
performance, making major financial decisions and ensuring there is
accurate financial reporting.

1 Oversight of the Co-ordinator — appointing, working with, and reviewing
performance.

1 Developing policies — developing, approving and regularly reviewing
policies for all aspects of management and operation of the House.

1 Complying with the law — ensuring that the House complies with all
aspects of the law, including legislation covering such areas as
employment, taxation and occupational health and safety.

Risk management — ensuring major risks are identified and managed.
Succession planning for the Management Committee.

Community relations —building relationships and communicating with the
community.

Promoting the House — acting as a positive ambassador for the House.
Encouraging people to become members of the House.

Reporting to members, the community and other stakeholders at the
Annual General Meeting.

E N

EJE

Responsibilities of Committee members

To work well, your Management Committee needs members who:
1 Understand their responsibilities and roles.
1 Have the right blend of skills, abilities and experience.

10
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Are committed to the aims and objectives of the House.

Have a sense of purpose and are prepared to take the lead to get things
done.

1 Understand the boundaries that exist between overall direction and day-
to-day management (refer Section 2).

E |

There are specific responsibilities for the designated roles of President,
Secretary, Treasurer and the like, which are summarised later in this section.

However, as a member of the Management Committee, whether you have a
designated role or not, your personal responsibilities are to:

1 Prepare for and attend Committee meetings and activities of the House,
participate in discussions, ask questions, volunteer for tasks, and bring
concerns to the Committee in a constructive way.

I Maintain a good understanding of the House, what it does and how it
does it.

1 Understand the community your House serves, its stakeholders and their

needs.

Commit to House objectives.

Act always in the best interests of the House.

Accept and support majority decisions when issues are voted on.
Treat people respectfully

Support other Committee members and staff

E

Similarly, members of the Management Committee must collectively:
1 Work as a team
T Adopt vVvision and mission statements as
planning process.

1 Set the strategic direction (long-term goals) of the House.

1 Adhere to, and update (as necessary) the Constitution of the House.

91 Develop policies and procedures.

9 Act as a responsible employer, and support staff.

1 Finalise and approve budgets, allocate funds and approve any budget
variations.

1 Take responsibility fortheHous e’ s f i nanci al records.

1 Evaluate projects and programs.

9 Recruit, induct and train Committee members, manage sub-committees

and perform self-evaluations.

1 Take responsibility for all legal matters, comply with regulatory
requirements (e.g. AGM, annual return, audit, etc.) manage risk and
appoint auditors.

1 Maintain and build a positive public image of the House.

11
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Designated roles within the Management Committee

The usual designated roles with the Management Committee include:
President (or Chairperson)

Vice President (or Vice Chairperson)

Secretary

Treasurer

Public Officer

E

The Committee may also decide on additional roles that will help the Committee
work more effectively. A brief summary of these roles is set out below. Refer to
the Neighbourhood House Resources Toolbox for more detailed information on

each role.

President / Chairperson

In summary, the key roles of the President / Chairperson are to:
Provide leadership and direction to the Committee

Build teamwork within the Committee

Work with the Co-ordinator to set meeting agendas
Chair meetings

Work in partnership with the Co-ordinator

Focus the Committee on matters of governance

Mentor Committee members

A =a-a-a_-9_-4a_-2

Vice President / Vice Chairperson

In summary, the key roles of the Vice President / Vice Chairperson are to:
1 Supports the President/Chairperson in managing the meeting.
1 Fillin for the President/Chairperson if they are unavailable.

Secretary

In summary, the key roles of the Secretary are to work with the Co-ordinator
and staff to ensure that:

All correspondence is attended to

Correspondence files and other records are maintained

Agendas and minutes of meetings are prepared and distributed

The annual report is prepared

The annual reports and financials are lodged

E

Treasurer

In summary, the key roles of the Treasurer are to work with the Co-ordinator
and staff to ensure that:

12
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House income is banked

Accounts and wages are paid

Staff entitlements and tax obligations are met

Transactions are recorded in books of account

Regular financial reports are provided to the Committee

Financial report and statements are prepared

Business activity statements (BAS) and other required returns are
prepared and lodged

Liaisonwi t h House’ s e®ccurser nal auditor
An asset register is maintained

Appropriate and adequate insurances are in place

E N

E N

Public Officer

In summary, the key roles of the Public Officer are to:
T Act as the House’' s official person on wh
served
1 Notify amendments to rules or the Constitution, and the passing of
special resolutions
1 Ensure that the House is acting within the rules of its Constitution

To avoid the potential for conflict of interest and observe best practice in
governance, it is best that the person appointed as Public Officer does not hold
any other office with the House. This is sometimes unavoidable in smaller
communities where the number of volunteers may be limited. Where it does
become necessary to combine the position of Public Officer with other roles,
steps should be taken to avoid the potential for obvious conflicts of interest.

A House could also appoint someone to the role of Public Officer (subject to the
provisions of its Constitution) who is not a member of the Management
Committee.

Staff Liaison Officer

This is not an official Management Committee position but it may be useful for
someone to be appointed to this role. The first point of contact for staff should
be the Coordinator who is their delegated manager. In turn, the Coordinator
liaises with the Management Committee on staffing issues, and this can be
through the Staff Liaison Officer if your Committee sets it up this way. On rare
occasions and only when issues arise between staff and the Coordinator, the
Staff Liaison Officer can provide the Management Committee point of contact
for staff for any work-related issues. The Staff Liaison Officer position usually
works best combined with the role of the Chairperson or Secretary.

In summary, the key roles of the Staff Liaison Officer are to:
1 Actin accordance with Committee policies, procedures and decisions
concerning staff.

13
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1 Ensure staff are employed and paid according to current award
conditions and contractual arrangements.

1 Serve as first point of contact with the Committee for any staff and
employment related concerns not able to be dealt with by the
Coordinator.

House Grievance Officer

From time to time, it is almost inevitable that conflicts will arise within the House
or someone will raise a grievance. Therefore a person should be appointed to
act as the House Grievance Officer. The position should be established as part
of putting a conflict and grievance resolution policy in place. It is very important
that anyone acting in the Grievance Officer role should receive at least basic
training relevant to their role.

This is not an official Management Committee position and the Grievance
Officer could be a member of the Management Committee, the House
Coordinator or some other member of the House community who can
responsibly act in the role. Someone should also be trained an alternative
Grievance Officer to deal with situations where it is not practical or appropriate
for the Grievance Officer to be involved. Given that a Neighbourhood House
organisation is relatively small, a person drawn from outside the Neighbourhood
House community may be needed. See Section 9 for more information.

Working with the House Co-ordinator

The House Cordinator

To ensure that the House meets its objectives, the Management Committee
employs a Co-ordinator (or Manager) to manage dayZoZ4lay operations in
accordance with the strategic plan and established policies and procedures.
Their role includes:

1 Providing leadership in the community development functions of the

House

1 Ensuring efficient and effective service delivery by employees and
volunteers
Monitoring day-to-day activities
Gathering community and House users feedback
Providing information to the Management Committee
Fostering forward planning by the Management Committee
Operating or supervising programs and activities and reporting on
outcomes
1 Implementing Management Committee decisions
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Once the Management Committee has set out clearly for the House Co-
ordinator the strategic direction of the House, explained the policies and
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procedures that are in place, and provided a clear position description and
delegated authority, it is important that the Co-ordinator is left to do the job for
which they are employed.

Joint responsibilities of the House @odinator and Management
Committee

The House Co-ordinator and the Management Committee are responsible for
co-operatively:

1 Determining community needs.

1 Discussing ideas and forming long-term goals for strategic plans.

1 Developing an effective strategic plan in accordance with the goals of the
Neighbourhood House Strategic Framework and the requirements of the
Department of Health & Human Services.

1 Designing programs to achieve the outcomes identified in the strategic

plan.

Ensuring risk management programs are implemented.

Ensuring that achievements are recognised and documented.
Working together in a positive and respectful way.

Promoting the House in a positive manner.

Organising events, fundraising activities, etc. once approved by the
Committee.

E
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To be effective, the relationship between the President and the Co-ordinator

must be a partnership. The House needs to present a co-ordinated and

professional image — the President and the Co-ordinator therefore need to

discuss and agree on their respective roles.

The President needs to take the lead in seeking agreement on:

Principal objectives for the next 12 months.

Level of support and advice required by the Co-ordinator.

Protocols for communications between the Committee and staff.
Manner in which the Co-ordinator will report to Committee.
ReviewoftheCo-or di nat or’ s perfor mance.
Organisation of Committee meetings, including preparing agendas, key
areas of focus, format of Committee papers, recording of Committee
minutes etc.

Recruitment of future Committee members.

Information required by the President.

Who the principal spokesperson for the House will be.

Nature and frequency of communications.

Ensuring staff recruitment and performance review processes occur.

e E ]

e
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Delegation of authority

A critical aspect of any Neighbourhood House structure is the delegation of
authority (who can make decisions about what) from the Management
Committee to the Co-ordinator and staff. This authority needs to spell out
clearly whether or not the Co-ordinator and staff have the power to:

1 Make decisions in regard to certain matters (Decide exactly what the
Committee wishes to be consulted about before decisions are made).

1 Prepare recommendations to Committee on certain matters (Are there
areas or issues that only the Committee can deal with?).

1 Spend or commit money up to a certain amount (The Co-ordinator may
be given authority to purchase goods up to an amount approved by
Committee, without seeking specific approval each time).

i Maintain records of and report to the Committee on any aspect of the
House’' s affairs, activities oabout nterests
which the Committee would like to receive reports at each meeting? Are
there any areas or issues where the Committee would prefer that staff do
not have a say?).

1 Give instructions.
i1 Delegate authority to others.
9 Act on behalf of the Committee (Answer Committee correspondence,

speak on behalf of the Committee).

Delegation of authority chart
Making Reporting to, Spending or Instructing and Acting on
decisions on and advising committing delegating to behalf of the
certain matters the Committee money others House
i s v v i

Does the Committee
need to be consulted on
topic in question?

Is the area or issue for
the Committee only?

If yes, do not

Is the purpose non-
routine and/or does it
exceed the limit
imposed by the
Committee?

Is the area or issue for

the Committee only?

If no, delegate to

Is the area or issue for
the Committee only?

Co-ordinator (and staff

delegate .
in some cases)

These issues should be included in a written policy and procedure which spells
things out very clearly, so that everyone understands the situation. See also
Section 8.
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Recruiting Management Committee members

The one thing that your House can be assured of is change. Committee
members can be transferred in their employment, wish to move on to new
challenges, complete their term of office as provided for in the Constitution, be
no longer able to undertake the role, or sometimes feel burnt out.

Changeover of members of your Management Committee is not only inevitable,
it is often desirable. A stale Management Committee can easily lose its focus.
Changes to your Management Committee offer a number of advantages,
including new blood, new ideas, new skills and new networks. Planning ahead
can help to make the transition from

ol d”

Ensuring that essential knowledge and abilities will be maintained when
Management Committee members in key positions leave is sometimes referred
to as succession planning.

Succession planning is about putting a system in place to ensure that when
someone leaves, the House is not left with a large black hole of knowledge and
expertise and that, as far as possible, there is someone ready to step up to that
role.

This is not just a case of Itistaprgcgsswhigh peopl e
helps to improve the overall standard of governance observed by the House.

The first step is to examine how your House is doing so that you can determine
its current and future leadership needs. Other steps include identifying the skills
you need to fill critical roles in the House and any gaps in those skills. That will
help you identify potential successors. You may need to develop and prepare
potential successors so that they are ready to take a place on the Committee.

Finding potential ©@mmittee members

For the Management Committee, you will be looking for people who possess an
appropriate mix of skills and attributes such as:

Commi t ment to the House’'s objectives.
An ability to think critically and analytically.

A capacity to think creatively and laterally.

Ethical and moral behaviour.

A basic understanding of finance.

Independent thinking.

An ability to think strategically.

Ability to contribute to a team.

An understanding of the community that the House serves, its
stakeholders and their needs.

E N I
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i Effective interpersonal and communication skills.

Keep in mind the skills the Committee needs, and d o n ' tselectyeople
because of your personal relationship with them. To find the people who fit the
bill, you could consider:

1 Friends, colleagues and associates of current members of your
Management Committee who possess the appropriate mix of skills and
attributes (see above).

Local business owners

Volunteers

Community leaders

Professionals such as accountants, lawyers, marketers etc.
Donors

Local education providers

Members of volunteer organisations

Interesting people who appear in the media

Asking staff for suggestions

Checking registers maintained by Government agencies

=2 A8 -8-4_-9_-9_-9_-9_-°2_-°

Take note of people who show an interest in what your Committee does or how
the House is run. If you recognise their interest and invite them to attend a
Committee meeting, it might encourage them to join the Committee, but do not
pressure them. Let them get a feel for things before they have to make a
commitment. (Note: some parts of Committee meetings may be confidential
and only members should attend.)

Not everyone will want to join the Committee, but they might like a supporting
role. You could ask if they would like to join a fundraising group or a sub-
committee. Every House has stories of volunteers who came to help out in the
office or do the washing up, quietly gained confidence in their roles and ended
up as Secretary or President of the House.

For more information on succession planning, refer to the Neighbourhood
House Resources Toolbox.

Induction of new Management Committee members

Induction is an important process that gives new Committee members key
information about the House and what is expected of them. An effective
induction program will help your new Committee members get up to speed and
feel more confident, and allows you to cover issues such as confidentiality,
other policies and the Constitution.

An induction program for new Committee members is usually run by the
President, Secretary, Treasurer and / or other members of the Management
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Committee. Set aside some time where you can relax together over a coffee
and guide them through important documents and information such as:
Training — if possible, depending on your budget.

Position Description — so they are fully aware of their role.

Policies and procedures — so they are aware oft he ‘ r ul es
Service Agreements — so they understand funding arrangements and
regulations surrounding this.

Strategic plan of the House

A listing of commonly used acronyms.

List of staff and volunteers — who are working for the House and what
they do.

1 List of other members of the Management Committee and their contact
details (with consent).

Minutes of recent Management Committee meetings

Copies of recent past issues of your newsletter and important brochures.
The Constitution — ensure that they have a copy and invite questions.

E g E R .
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Maintaining an effective Management Committee

People who join Management Committees do so for a variety of reasons. They
have a desire to give back to the communities in which they live, they believe
that their knowledge, skills and experience can add value to the House they join
and they seek to make a difference in an area of special interest, to name just a
few. The commitment of time and energy that they make can be considerable
and sometimes results in time away from families and friends.

It is understandable, therefore, that members of Management Committees like to
know how they are performing, both as a Committee and as individuals. Are
they making a difference? Are they dealing with the challenges they identified
when they joined the House Management Committee and are they achieving
the outcomes laid out in the strategic plan? Can things be done better?

To maintain an effective Management Committee, the Committee should, from

time to time, look at itself and ask the question—-“ how ar e we doing as
Management Committee?” A Masepsangestime@atd Co mmi t
one-off activity. It should be a regular process, leading to ways to build a

stronger Management Committee that works even more effectively.

Members of the Management Committee can meet to review their
responsibilities and practices and assess how well the Committee is doing.
Sometimes a questionnaire survey can help focus on the important points. The
real value is derived from the productive discussions that take place among
Committee members, as their responses to questions are shared and justified.
From this, the Committee may come up with an action plan to deal with any
changes that have been identified. For more ideas on how to maintain an
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effective Management Committee, see the Neighbourhood House Resource
Toolbox.

House Health Checklist

If your Neighbourhood House is working effectively, your Management
Committee will be able to tick all the boxes on things such as:

1
T
1

E |

E E EE |

We are committed to and take an active leadership role in developing our
community

We develop, regularly update and follow our strategic plan and use it to
guide our decisions

We manage and track our financial position responsibly and frequently —
we have a budget and our financial reports always track our spending
against our budget

We have friendly and co-operative external relationships with a wide
range of groups and organisations and seek regular feedback from them
We seek out and welcome as many people from our community as
possible

We have codes of conduct and policies and procedures that guide
committee, staff, volunteers and users of the House

We behave and communicate openly and respectfully with each other
We have constructive, productive and supportive relationships with all
who work in or use the House

All Management Committee, staff and volunteers have up to date
position descriptions

We develop, regularly update and follow our policies and procedures
There are clear, written definitions of delegated authority

There are regular staff meetings

There are regular staff appraisals which always involve discussion about
each staff member’s current position
The President and the coordinator communicate regularly and have
structured meeting times outside committee meetings.

We offer training and support to all our Management Committee, staff
and volunteers to be able to do their best

The governance of our House is principled, transparent, accountable and
effective

We have fun and enjoy our work and celebrate our achievements
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4 LEGAL RESPONSIBILITIES

The Management Committee of your House has a responsibility to ensure that
the House works within the law at all times and meets its legal obligations. All
members of Management Committees need to be aware of the areas where
laws have to be taken into account in making decisions or taking action.

Your duties basically boil down to simple ethical principles of behaviour that

could be described as “common s&uockef” or “ so
the time in your work on the Management Committee, you will be complying

with your legal duties, without giving them a second thought. However, you

need to know what your duties are so if difficulties arise, you will be able to act

legally.

It is important though that you do not allow concerns over legal issues to
prevent you from being an active, involved Committee member of your House,
or from enjoying your time in the role. The vast majority of not-for-profit
organisations, including Neighbourhood Houses, conduct their business without
any issues. Legal actions against Committee members are extremely rare.
You are not expected to be an expert in legal matters, only to act in a
responsible manner. Where laws might apply and the Management Committee
is unsure, be prepared to seek professional advice and information before
acting.

The incorporated association and the constitution

What is an Incorporated Association?

Incorporated Associations are community based not-for-profit organisations,
such as your Neighbourhood House, registered in Tasmania by the Office of
Consumer Affairs and Fair Trading under the Associations Incorporation Act
1964. Incorporation is a voluntary, inexpensive way of creating a legal entity
with its own corporate identity, separate to its members. This separate legal
existence—t he “associati on or structure behind
means that it can sue and be sued and enter readily into contracts. An
Incorporated Association:

1 can operate regardless of changes to its membership.
can accept gifts and donations.
can enter into contracts.
can apply for government grants.
has the automatic approval to solicit for charitable donations in the state
of Tasmania.

= =4 —a A

The official name of an incorporated association always finishes with the word
“incorporated”, someti mes abbreviated to *“I
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A benefit of incorporation is limited liability of its members. In Tasmania,
Section 27 of the Act states:
AA member of an incorporated association
in the rules of the association, to contribute towards the payment of the
debts and liabilities of the association or the costs, charges and expenses
of a winding up of the associationo.

The Constitution, Model Rules, Amendments and Non Compliance

The Constitution is a set of rules or guidelines outlining how the Neighbourhood
House and its members should operate. It contains information on meetings,
financial management, how your Committee should be made up and elected
and other key issues. Your Constitution is a legally binding document. It is
important that it be kept up-to-date and that your entire Committee is aware of,
and sticks to, the rules it sets out for your House.

Committee members need to read and understand the Constitution and ensure
that the House is run in a manner that is consistent with it.

Consumer Affairs and Fair Trading provides a template constitution, known as
the Model Rules. Your House can either adopt or amend the Model Rules.

Amending an association's constitution is done through the passing of a Special
Resolution. This is where the House advertises its intention to make changes
to its constitution and then holds a Special General Meeting to vote on the
changes. If three quarters of the members present at the meeting vote in
favour, the changes are passed. The Public Officer is required to notify
Consumer Affairs and Fair Trading of the amendments within one month by
lodging a Notice of Special Resolution, and attaching a copy of the changes.

Consumer Affairs and Fair Trading does not have the authority to investigate a
breach of a H 0 u s eohsstution, or any dispute that may arise between
members. Any dispute or issues should be dealt with internally or by seeking
independent legal advice.

Annual Return

Houses must lodge an Annual Return with Consumer Affairs and Fair Trading.
The Annual Return must contain:
I anincome and expenditure statement;
9 alist of names and residential addresses of the Committee members;
and
1 an Auditor's Report confirming the accuracy of the income and
expenditure statement (Note that Houses may be eligible for an
exemption from auditing requirements).
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The Annual Returns can be lodged:

1 electronically; or
1 by postto GPO Box 1244 Hobart TAS 7001; or

i in person at any Service Tasmania outlet.

The Annual General Meeting (AGM)

Your constitution requires you to have an Annual General Meeting (AGM) each
year, usually in September/October after the end of the financial year.

There are steps you have to follow to arrange the AGM and notify people of it,
to nominate and elect members of the Management Committee, and reports
that have to be circulated and presented. Your Constitution sets out the
requirements for doing these things. It is important that the proper legal
processes are followed for everything to do with the AGM. Refer to the
Neighbourhood House Resource Toolbox for more information.

The Funding Agreement

All Neighbourhood Houses enter into a Funding Agreement with the
Department of Health and Human Services to receive their core operational
funding. By signing up to this Funding Agreement, the Management Committee
is legally bound to observe its requirements.

Key legal duties

By becoming a member of the Management Committee, you agree to act
honestly, in good faith, to the best of your ability and in the interests of the
House. You are accountable for the decisions you make. You have five key
legal duties. These are:

Act in good faith and for a proper purpose

This duty requires that you act honestly, fairly and loyally when making
decisions for the House. Your focus needs to be on what is best for the House.

As a member of the Management Committee, your decisions should not be
based upon your own personal interest, preferences or relationships with other
people or organisations. The key question you need to ask is:
9 “Am | deciding this issue on what i s
and future operation of the House, NOT based on my own personal
interests or in the interest of a group of members or users of the service
that | support?”

23


http://forms.business.gov.au/smartforms/djt-ocaft/annual-return-of-association/
http://www.servicetasmania.tas.gov.au/about/shops/

Legal
Responsibilities

Act with reasonable care, diligence and skill

This duty requires you to take your role as a member of the Management
Committee of your House seriously.

You have a legal duty as a Committee member to exercise reasonable care and
skill in guiding the House. To take your responsibilities seriously and act in a
diligent manner, you need to be well prepared for meetings, keep yourself well-
informed about the operations of the House, understand the finances of the
House, and satisfy yourself that the House is well run.

IftheCommi ttee doesn’t have the skills to deal

need to seek outside assistance from, say, an accountant, lawyer or other
specialist.

Do not misuse information or position

As a current or former member of the Management Committee of a
Neighbourhood House, you must not use your position as a Committee
member, or information you obtain through your position, to gain an improper
advantage for yourself or someone else, or cause the House to be
disadvantaged. This applies when you serve on the Committee and continues
even after you leave.

Examples of actions which may mean you are misusing your position include:
1 Accepting kickbacks including gifts, money or special privileges.
f Using your position to “pull strings”
1 Using your position to intimidate employees, members, volunteers or
other stakeholders.

Committee members should not disclose outside the House information which
is discussed by the Committee in confidence. Your House should have all
Committee members sign a Code of Conduct and a confidentiality agreement to
reinforce this duty.

Disclose anananage conflicts of interest

Conflicts of interest are common and are highly likely to arise from time to time.
It occurs when a person who is meant to act in the best interests of others has
the opportunity or potential to use their position in some way for their own
personal benefit, or for the benefit of relatives or another organisation.
Examples include:

1 the House is proposing to enter into a contract with a business to supply
certain services and you or your family own a business that supplies
those products.

1 the Committee is in the process of hiring a new Co-ordinator and one of
the applicants is a relative of yours.

24
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As a Committee member, you must disclose direct or potential conflicts of
interest. Check the agenda before a meeting and declare any private interests
that you may have in any item listed for discussion. If in doubt, disclose the
possible conflict of interest.

Once you have disclosed a potential conflict of interest, you should:

1 Not be present in the meeting while the matter is discussed.

1 Not be present for, or vote on the matter.

1 Ensure that the minutes record the fact that a conflict of interest was
declared, the time the relevant Committee member left and returned to
the meeting and the fact that the person who declared the conflict was
not involved in the decision.

Perception is a major issue with conflicts of interest. Your Neighbourhood
House relies heavily on its reputation in the community and outside perceptions
are very important. You may not believe there is a conflict of interest but others
could see it differently, and you must take this into account to maintain
community confidence in the House.

The Management Committee should establish a policy on how the House will
deal with any conflicts of interest. Refer to the Neighbourhood House Resource
Toolbox for more information.

Exercise duty of care

Your House has a general duty of care to ensure that its activities do not cause
harm, damage or injury to any member, staff, volunteer or participant or
recipient of its services. Negligence is the legal term that refers to failure to
exercise a duty of care. It occurs when someone does something that a
reasonably sensible (prudent) person would not do, or fails to do something that
a reasonably sensible person would do.

For example, your House may be planning a fun day with activities that involve
some foreseeable risk. As a Management Committee member, you need to
consider those risks when the House is planning such events, activities or
projects:

For more information on risk management, see Section 6.

Liability of Management Committee members

The most common form of liabilities that a Neighbourhood House might
encounter will be those resulting from contracts. A House may also incur
liability for negligent acts done by the Management Committee, employees or
volunteers. A House can also be liable under criminal law, such as in the case
of fraud.
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A benefit of incorporation is that members (including Management Committee
members) and office bearers of the association are generally not liable for debts
or liabilities of the association. However, Management Committee members
are not immune from personal liability. You have a duty to carry out your
functions to the best of your ability. It is a breach of duty if a Committee
member or officer acts in bad faith or contrary to the rules of the association
(e.g. enters into a contract against the instructions of the Management
Committee), and a personal liability may result. Similarly, if a member of the
Management Committee acts negligently, he or she may be held personally
liable for any resulting loss or damage.
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5 MEETINGS

Holding meetings

There is a cynical view that meetings are a waste of time. And a badly
organised and run meeting can be just that. Yet Management Committee
meetings are an essential part of running a Neighbourhood House.

In the regular meetings of your Management Committee, you can develop and
monitor your strategic plan, check reports and ask questions about them, get
feedback on how the House is operating, share information, authorise the
spending of money, plan events, deal with correspondence etc.

Committee meetings make sure that everything is operating as it should under

the checks and balances put in place as par
practices. Meetings also play an important role in developing team spirit

amongst Committee members.

Meetings can also provide a sense of direction for your Committee and your

House. This is where you determine the future direction of your House. They

can be a source of motivation for members and staff and can help everyone to

get an idea of “the big picture” as they wi
other areas of the House, not just their own.

Conducting meetings so that they run smoothly and accomplish what they are
supposed to is not always as easy as it sounds. Meetings should be an
enjoyable, well planned and managed experience. If they are not, people will
stop attending.

Generally, the business of a Committee meeting is to:

1 Develop strategic plans, policies and procedures.

1 Receive information (correspondence, reports etc.).

9 Provide an opportunity for staff to consult with the Committee on specific

ISsues.

1 Make decisions that only the Management Committee can make.

1 Keep an eye on the progress of the House.
Your Constitution will tell you how many meetings you need to have each year.
Because your Constitution is a legal document, do what it says you are required
to do. If you would prefer only to meet, say, ten times each year (perhaps have
a break over the Christmas period), then, if necessary, change your Constitution
so that you can legally do so.
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Before the meeting — Setting the Agenda

The more you think about what your meeting needs to achieve, and prepare
before the meeting, the better it will go.

The first step is to set the agenda. An agenda is a list of the topics to be
covered during a meeting and what is to be achieved. Refer to the
Neighbourhood House Resources Toolbox for an example of an agenda.

Don’t cram too much ont o t tnythesgthings a

requiring a Committee decision come before the Committee. You want to make

ma k

sure your meetings don’'t drag on unnecessar

To set a good agenda, you should:

1
1
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Make sure that you always state the date, time and place of the meeting.

Avoid just copying your agenda from meeting to meeting. If there is
something important that needs to be discussed, move the agenda
around. Considerusinga “ pr i o r isd tyat impertamt isSues get
proper attention and time, not just a few minutes at the end of the
meeting when everyone is feeling tired and wants to go home.
Consider allocating a time for dealing with each agenda item. You could
lista“ runni ng c | oc lfthegagevo keep lyoel onstrach. e
Make sure that space is provided on the agenda for reports from staff,
sub-committees and programs. This is one part of the agenda that you
should include for every meeting.

Review financial reports at each meeting and make sure they are up to
date and detailed enough.

Show which agenda items are for information only and which are for
decision-making. This will help you to look back at the end of the
meeting and know if all important decisions have been made and
someone has been given the job of implementing them.

Mark items of correspondence for discussion or general information.
Circulate agendas and support papers well before the meeting takes
place, to give everyone plenty of time to prepare. Supporting papers
should be clear and include options, ideas and recommendations.

During the meeting

Make sure the meeting starts on time and that the finish time is stated at the
beginning. To ensure that a meeting runs according to time and sticks to the
agenda, the meeting must have a chairperson.
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Role of the Chairperson

TheCharper son’s responsibility is to make sur
that everyone is included in making decisions and that people have a relaxed,

enjoyable time. Good chairing can be learned. It is like the role of an orchestra

leader whose purpose is to bring out the best in all players so that the audience

can enjoy the music. Everyone should leave with a sense of having achieved

something worthwhile.

Make sure that the Committee knows how a decision will be reached before
discussion of an important or complex matter starts. For example, if there is to
be a discussion, followed by a show of hands or a formal ballot, decide that first.

If an issue is being rushed through without due care and proper consideration,
the chairperson should slow the process down. Make sure that everyone is fully
informed, has an opportunity to raise questions and state their views, and is
ready to make the decision.

If a conflict occurs, allow everyone to be heard so that they can explain their
point of view. Make sure people can speak without being talked over and that
insulting or harassing language is not allowed. At the same time, avoid the
discussion becoming bogged down by going over and over the same ground
once everyone has had their chance to put their point of view.

A guide to the procedure for chairing meetings is included in the Neighbourhood
House Resources Toolbox.

Voting

There will be some items on the Agenda that the Committee will want to make a
decision on and record that decision in the minutes. If everyone has had their
say, the Chairperson or someone else on the Committee may then move a
motion which describes clearly what has been decided. Someone else can
second the motion and a show of hands in support may be enough to record the
decisions in the minutes and move on to the next item on the agenda.

At other times, perhaps when there is a serious matter on which Committee
members have different views, a more formal process may be necessary.
When a formal vote is required, there is a set procedure for considering and
making a decision. The most widely adopted procedure is:
1 A Committee member will move that a decision be made.
1 Another Committee member will second the motion (support the action
proposed).
1 Once the motion has been made and seconded, discussion and debate
will take place.
1 When the subject has been covered fully, a vote will be taken.
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i Before discussion and the vote, the chairperson should restate the
motion to be certain that everyone knows what is being discussed and
decided.

M The decision should then be recorded in the minutes.
Minutes of the meeting

Minutes are a record of what was said and agreed at a meeting and who is to
do what and by when. They provide a permanent record of the meeting and
can help to set the agenda for future meetings. Minutes also provide a record
of any policy decisions and financial transactions such as income received,
expenditure approved and actions authorised. If a Committee member misses
a meeting, the minutes tell them what occurred and what was agreed.

Remember that minutes are a legal record which may be used as evidence.
They are a key part of your system of checks and balances. Minutes need to
be clear and concise. It is the responsibility of all Committee members present,
not just the minute taker, to ensure the minutes are accurate.

To prepare good minutes:

1 Take notes of all that happens in the meeting.

1 Write the minutes as soon as possible after the meeting.

T Do not describe all the “he said, she sa
discussed, decisions made and actions to be taken.

1 Do not include information that will embarrass anyone.

1 Use positive language.

T Use words suchodvetdriotédurtheresresol ved”
describing actions taken.

1 Ask during the meeting if anything is not clear.

When the minutes have been confirmed, the chairperson should sign and date
them and initial each page.

For an example of Minutes of a meeting, refer to the Neighbourhood House
Resources Toolbox.

What to avoid in meetings

Here are some things to avoid when running a meeting:

9 Unclear objectives or a loose agenda.

1 One or two people dominating the meeting and usingita s a
9 Losing good ideas because they go unsaid or are ignored.
1
1

1]

soapbox”.

Starting late and finishing late.
Bickering, resentment and power struggles (see Section 9 Dealing with
conflict).

1 Using meetings as a ploy to delay decisions and avoid action.
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1 Poor record keeping, resulting in a loss of ideas, information and action

plans.

Calling meetings too frequently and unnecessarily.

Using meetings to pretend a team is being involved in a decision or plan

when it is only there to “rubber stamp”

=a =4
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6 RISK MANAGEMENT

What risks?

Risk is an inevitable part of everything we do in life. In a Neighbourhood
House, risk management means thinking about what may happen as your
House goes about its business and taking steps to limit the chances of
something going wrong. It is also means accepting that sometimes things will
go wrong and being prepared to deal with those things.

In other words, risk is anything that threatens or limits the ability of your House

to achieve its mission. This could be unexpected and unpredictable events

such as damage to the House, loss of funds through theft, a computer crash

and loss of files, or a person whoisinjuredusi ng t he Houdeeiding faci l it
to sue. The seriousness of the risk depends on how likely it is to happen and

how serious its potential to damage the House, cost you money or, in an

extreme situation, cause your House to close.

In the course of our daily routines, we barely stop to consider risk. And when
we do, our focus often tends to be on occupational health & safety. While this is
very important, there are many other types of risk. These include:

asset failure — the outdoor deck collapses;

commercial/strategic, financial, or legal mismanagement;

natural events — a storm damages the building;

people — difficult or aggressive users;

political circumstances such as changes in government policy;

public health/safety;

regulatory requirements — keeping track and complying;

reputation of the House;

security such as theft and vandalism;

closure of a support service such as a food program; and

technology such as computer crashes.
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Managing Risk

Risk management is not something new. You do it every day. Storing leftovers
from a meal in containers in your refrigerator to prevent food going off is an
example of risk management. Putting the hose away after watering the garden
to avoid tripping over it later is another example.

Risk management is the process of systematically thinking about all possible
risks, problems or disasters that could happen and setting up procedures to
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avoid the risks, minimise their impacts or cope with the fallout should they
occur.

You need to be realistic about the level of risks you are facing. For instance,
the chance of a tsunami wiping out your annual Christmas party may be remote,
but the chance of a road accident involving the community car on a House
excursion is a much more likely possibility.

Good reasons for managing risks include:
1 Reducing unexpected and costly surprises.
1 Helping work out House insurance needs and getting insurance cover at
competitive prices.
1 Providing better information for decision-making.
1 Ensuring the House is complying with regulations.

Failure to manage risk effectively can result in:
Financial losses by the House.

Personal injury.

Community losses.

Lossoft h e H ostasdag and reputation.
Criminal charges.

Environmental damage.

Public health problems.

Claims for financial compensation.

E R E EERERELE)

The Risk Management Process

Risk management is an on-going process that you should apply to all aspects of
your activities. Risk management begins with three basic questions:

1 What can go wrong?

1 What will we do to prevent it?

1 What will we do if it happens?

You should ask these questions about any new project, event or initiative as
well as about the day to day operations of your House. This means:

9 Thinking ahead - anticipating risks and preparing for them.

1 Thinking creatively — searching for new and better ways to managing
risks
Thinking responsibly — accepting that risks need to be dealt with
Thinking realistically — balancing the costs and benefits of managing
risks

1
1

The risk management process comprises five steps:
1 Identify what project, activity or day to day operation you are looking at
1 Identify the risks — what could happen
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1 Assess the risks — how serious are the risks
1 Manage the risks — what will be done to deal with the risks
1 Monitor and review how you are dealing with the risks

Once you have identified the situation you are dealing with and the possible
risks, you need to think about how likely it is that they will happen and how
often, and how serious it would be if they did. Once you have done this, you will
be much better able to separate high risks from low risks and prioritise those
areas where you need to take action. Realistically of course, you will not be
able to avoid all risks but you will be much better prepared to reduce risks and
limit any problems if something does happen.

In most cases your risk assessment will rely on the knowledge and experience
of the Management Committee and on things you have heard about similar
situations. While there is no absolute certainty, you will be able to make
decisions about the probable level of risk.

Once risk has been identified, you need to decide whether the risk is acceptable
or unacceptable. The more likely something is to happen and the more serious

the results of it happening, the higher the level of risk you need to pay attention

to and manage.

Ask yourself the questions:

Is the risk acceptable or unacceptable?

Should we go ahead?

How will the risk be fixed or reduced?

Who should do the necessary work?

When should the risk be dealt with?

Has the risk actually been dealt with and when?

= =4 -_a_-a_-9_-2

Everyone connected with your House has a part to play in controlling and
minimising risks — this is not just a function of your Management Committee.
So, education, consultation and communication with the people involved with
your House are essential for managing risks.

New volunteers, Management Committee members and employees need to be
made aware of risk management as part of their induction. Existing members,
staff and volunteers may need a refresher on risk management from time to
time. You also need to think about how you can make users of your programs
and services aware of risks.

See the Neighbourhood House Resources Toolbox for more information on risk
management.
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7 FINANCIAL MANAGEMENT

Sound financial management

Sound financial management of your House is vital so that stakeholders and the
community generally can see that the funds you receive have been spent wisely
and properly. Funds may come from government sources, other grants,
sponsorship, membership fees, donations etc. and your House needs to
demonstrate accountability, transparency and responsibility in its financial
management.

Sound financial management is also essential if your House is to achieve the
goals in its strategic plan.

The Management Committee is accountable and has ultimate responsibility to
ensure that your House can meet its financial commitments and obligations as
and when they fall due. Therefore, you need to be able to understand the
affairs of your House well enough to reach an informed opinion about its
finances.

For many people financial management and accounting can be challenging but

you don’t have to be gmuesmomut dn’ Howerser def
Treasurer on financial matters or follow the lead of another Management

Committee member who seems to have more knowledge and skills in the

financial area than you do.

Although it is often a good idea to have at least one member of your

Management Committee with a financial background, or to engage the services

of an adviser to the Committee on things financial, you need to know about the
House’ s financi al gystens, iodudirg bualgetd, caskeflpvor t i n g
projections and financial statements.

Be prepared to ask questions and persist in your questioning until you are fully
satisfied about the House’s financial <capac
something or require further information, speak up! | tyous right and
responsibility as a Managemerhopeforahmmi tt ee me
best and do or say nothing.

Grants

As a Neighbourhood House, your main source of funding will be grants, with
your core funding provided by the Department of Health and Human Services.
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Grants provided by the Department are public funds and the Department has a
responsibility to ensure they are managed properly and wisely. Similar
requirements apply where grants are received from other organisations, for
example, the Tasmanian Community Fund.

So, your House must be able to show that grant funding is used properly and
that the House remains financially viable and can continue to operate and
provide the funded services. If your House receives more than one grant you
will be required to account for each of the grants separately as well as provide
information about the financial circumstances of the House overall.

Usually any grant funding that your House receives will be provided with
conditions on how the funding is to be used and reported on. For example, in
your core grant Standard Funding Agreement from the Tasmanian Department
of Health and Human Services (DHHS), Clause 14 requires the House to:

1 keep comprehensive and accurate accounts and records of its use of the
Funds that can be separately identified from other funds, accounts and
records of the Service Provider;

1 retain the accounts and records referred to in this Clause 14.1(a) for a
period of seven years after the Termination Date or such longer period
as may be required by Law;

DHHS financial reporting requirements include the following:

f  Annual Grant Funding Accountability Report (AGFARS) ( due 31
October)
Audited financial statement (due 31 October)
Mid-year financial report, containing expenditure against budget for year
to dtate (due within 5 days of the first Committee meeting after December
31°%

T
T

For the DHHS core grant, the Management Committee also needs to be aware
of the following Funding Agreement Clauses related to financial accountability:
Clause 4: Assets

Clause 5: Return of Unexpended Funding

Clause 6: Recovery of Funding

Clause 7: Repayment of Funding

Clause 8: Other Funding Sources

Clause 9: Taxes, Duty and Government Charges

E N -

For a copy of the most recent Standard Funding Agreement, refer to your
agreement with DHHS or to the Neighbourhood House Resources Toolbox.

Making sense of financial reports

You need to become familiar with three key financial reports:
1 Annual budget
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I Balance sheet
1 Income and expenditure statement

Theannualbudget

Your annual budget estimates what income you think you will get from all
sources during the next year and identifies the type and amount of expenses
you are likely to have over the coming year. It also shows your strategic
priorities for the coming year, allocating spending for the programs and services
you want to provide.

Remember that a budget is a financial forward plan for the coming year. Itis

based on your best estimates. Most Houses prepare their annual budget by

starting with | ast year’s budget and then n
additional staff, increased promotion, new services, inflation, increases in the

cost of utilities, pressure on sponsorship and any relevant policy changes that

have happened.

Every number entered in your budget will be based on an assumption so be

realistic and keep a record of the assumptions that have been used in the

budget. If things change and effect how well your budget is working (positively

or negatively), have a look at your assumptions and see if you need to rethink.

If you have been too conservative (things are going better financially than you

expected), or too optimistic (there is less money than expected) you may need

to revise the current budget, and you can take the information into account

when the time comes to set the following ye
progressive improvement in the accuracy and rigour of the budgets that the

Management Committee sets.

Of course, the budget serves a bigger purpo
numbers in isolation. You need to be satisfied that the operation of the House

is proceeding in the direction of its vision and the manner outlined in the

strategic plan and that funds are allocated to achieve that.

What contributes to a good budget?

It is presented to the Management Committee in good time.
1 Arrange a meeting of your Committee around mid-May and circulate the
draft budget well in advance.
1 Allow adequate time at the meeting to ask questions.
It is clear about the assumptions which support it.
1 Attach a list of the assumptions that have been made in setting the
budget.
1 Add explanations about how the numbers have been determined.
It offers alternatives.
1 Provide information on the financial impact of alternative courses of
action.
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1 Highlight matters where the Management Committee needs to make a
decision.

It does not include any nasty surprises.

1 Look beyond the next year where recurrent expenditure is concerned.
For example, can you afford that extra staff member when the grant runs
out?

1 Perform forward budgeting beyond the next 12 months where necessary.

It is adopted in good time.

1 The Management Committee needs to formally adopt the budget and this
should be recorded in the minutes.

1 The approved budget should be in place to start the new financial year.

Balance sheet

The balance sheet gives you a snapshot of the financial position of the House at
a specific point of time. This is usually 30 June, which is the end of the financial
year, but a balance sheet can be compiled at any time during the year.

The balance sheet is based on the accounting equation:
Assets — Liabilities = Net Assets

In simple language this means:
What you own — What you owe = What you have left over

See the Neighbourhood House Resources Toolbox for a guide to reading a
balance sheet and an example of a balance sheet.

Income and expenditure statement

An income and expenditure statement records money coming in and money
going out. The difference between the two is called a surplus (if the money
coming in is more than the money being paid out) or a deficit (if the money
being paid out is more that the money coming in).

As a Management Committee member, you need to compare income and
expenditure numbers regularly on a year-to-date basis against an approved
budget and against a previous comparative period. This will give you a regular
snapshot of the state of the House finances.

See the Neighbourhood House Resources Toolbox for an example of an
income and expenditure statement

Financial monitoring

The Management Committee has three main roles in financial monitoring and
management of the House.
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1 Planning —the Management Committee plans the financial structure and
activity of the House by setting and approving annual or longer-range
budgets and agreeing on financial policies.

1 Monitoring — the Management Committee monitors the financial
operations of the House to ensure targets are being met and there is no
misappropriation of funds.

1 Decision-making —the Management Committee responds to financial
indicators and figures with strategies and decisions to maintain the
financial health of the House.

Financial reports presented to your Management Committee should be user-
friendly. The information should include explanations and comments, including
potential problem areas and recommendations on what to do.

The Treasurer is in the best position to prepare the explanations and comments
as a one-page summary, after studying the financial reports. The summary
would typically list:
1 Highlights for the period, both positive and negative.
1 Major variations from budget with brief explanations.
1 Compliance matters e.g. lodgement of Business Activity Statement
(BAS).
1 Financial issues requiring decision-making (options and their pros and
cons, and recommendations).

Extensive sets of numbers can be made easier to follow if financial information
is presented using graphs, pie-charts, and other graphic features. Using colour
can help make things easier to interpret. The information is the same, but
presented in a way that is easier to understand. Many Houses have found this
to be a big help.

Before each meeting of the Management Committee, you should receive an
income and expenditure statement, comparing the actual situation against the
budget for the month and year-to-date. A balance sheet should be presented
on a quarterly or half-yearly basis.

Financial solvency

The Management Committee must not get the House into debts if there is a
reasonable possibilityitwo n’ t  hoaepay thénewhen they are due. This
means keeping up-to-date about the financial affairs of the House, especially its
cash flow and liabilities, at all times.

You should examine and discuss items where income is less than anticipated or
expenses are more than budgeted. Questions to ask include:
1 Why is the actual situation not as good as what was set out in the
budget?
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1 Has this happened just in the last month or have things been getting
worse month by month?

1 Does the deterioration of actual performance against budget apply to the
monthly figure or does it also apply to the year-to-date figure?

1 What does the Management Committee need to do to remedy the
situation?

The law provides thata Housei s “i nsol vent” i1 f it is unabl
when they fall due. The test is a cash flow question. The vital question is:
1 Does the House have access to enough cash (including deposits and
loans) and expected future revenue to meet its current and future
expenses?

This cash flow test is applied, rather than questioning whether or not the
House’ s assets exceed its |liabilities.

Warning signs of potential financial stress or difficulty

There are a number of problems that could cause financial stress or difficulty for
the House.

Unexpected events not provided for in the budget may mean a change in the
bottom line of the budget approved by the Management Committee at the start
of the financial year. This could be:
1 An unexpected reduction in revenue in comparison to previous years (for
example, there is a cut in the amount of grant funding)
9 An unexpected increase in costs (for example, there is a big increase in
power charges)
T An unexpected event causing a | arge cost
vandalism causes a big repair bill)
1 Fund raising activities or grant applications fail to raise the amount
expected
9 There has been a reduction in the value of House assets, resulting in a
change in the overall financial standing of the House.

Remember, rising debts are often the first sign of financial ill health. To keep
track, you need to receive regular updates on how the House is performing in
relation to its budget. If financial reports are not provided regularly or are late,
it:
1 Can be a ploy to avoid accountability, or an indication of deceptive
behaviour or misleading practices.
1 May prevent you from detecting a problem early enough to fix it.

If there are financial reporting problems, the Management Committee needs to
identify the causes and put processes in place to prevent it happening again.
Be sure that you know exactly where your House funds come from, what they
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are meant to be spent upon and check if there are any conflicts of interest, legal
or ethical issues that merit consideration.

When you review the budget update, ask yourself questions such as:

How significant is the variation?

What is the cause?

Is the unexpected expense a one-off or an on-going additional cost?
Can it be covered?

Is the House spending too much?

What are the implications for the budget for the rest of the year?
What remedial steps can be taken? What alternatives are there?

Is it time for some belt tightening?

=8 =8 =8 -4 -4 _-8_-9_-9
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8 WORKING WITH PEOPLE

Creating a positive workplace

When staff are given training, supported by regular feedback and are included
in a positive team atmosphere, your House will gain the best from them. People
are also able to work more effectively and with a greater sense of engagement
when they are clear about their areas of authority and responsibility for carrying
out certain activities.

Your House will want to build a team that works well together, achieves the

outcomes | isted i n yourproMidesisereicestomeetr at egi ¢ p
your community’ s needs . opehanddear conimurscation and

delegation will be essential. It also means providing support and

encouragement to staff and strengthening teamwork.

To help create a positive workplace:

1 Encourage the free flow of information within the House

1 Focus on outcomes

1 Keep lines of communication open

1 Treat people respectfully

1 Appreciate and thank your staff

1 Encourage guestions to make sure everyone understands what is
required

1 Make sure people have the resources necessary to perform the task

1 Give full credit to people for their accomplishments

1 Ensure people have the skills or the training to undertake tasks expected

of them
1 Ensure there is a performance appraisal and staff development system in
place for all staff and apply it at least annually

Delegation

Generally, the Management Committee delegates the day to day House

management responsibilities and authority to the House Co-ordinator, who in

turn delegates responsibilities and authority to House staff or volunteers for day

to day and project tasks. As a general principle, the Co-ordinator manages and

directs staff, not the Management Committee. For these reasons it is important

that lines of delegation are made very clear and are then respected, so that

people are not trying to operate with mult:i

Having clear and up-to-date position descriptions for each staff member is the
first step in setting clear lines of delegation. Other considerations include:
1 Give a thorough briefing when handing over tasks
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Delegate both responsibility and the authority needed to carry out tasks
Establish firm and realistic timelines

Delegate, where possible, the entire task to one person

Offer guidance and feedback but respect the delegated authority

E R

HR Advice and support is essential

NHT strongly suggests that each Neighbourhood House association join up with
a Human Resources/Industrial Relations support body. It is a form of insurance
for the Coordinator/manager and committee to ensure they have access to the
right advice when things are going well, and when things are not going well.

NHT has arranged a group buy with Quartz Consulting to provide HR support to
Houses that sign up, and we strongly encourage committees to sign up. They
are providing award pay tables, policies and procedures, template position
descriptions and, very importantly, are available over the phone when you need
them. There are other providers as well, such as Jobs Australia. Please contact
NHT for information about these providers.

Employing staff

Before the Management Committee employs someone, it is important that you
are clear about three key things:

1 The type of employee to best suit your needs

I The costs that will be involved

1 Your role as an employer

What type of employee?

Before you employ someone, you need to think about the type of employee that
will best meet your requirements. Questions you need to consider include:
1 Do you need someone for a one-off short-term project or for longer term
or permanent employment?
9 Could the job be done using an outside contractor?
1 What specific tasks do you require the person to perform?
9 Does the person need to have specific formal qualifications to undertake
the task, for example bookkeeping, child care, adult literacy training etc.?
1 How many hours per week do you anticipate needing someone?
9 Should you take on a trainee?
A range of employment options are available, both full-time, part-time, and
including permanent, casual, fixed term, trainee and sub-contractor. Job
sharing may also be a possibility.
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What are the costs?

Do your sums — what costs will be involved, what will the impact be on the
House’ s financi al resour ces a nodts jusiified it be
by the benefits that the House will gain from employing someone?

The cost of taking on an employee is not just their wages. You also need to

take into account on-costs suchassuper annuation, workers
insurance, annual leave, long service leave and leave loadings. These can add

25 per cent to 30 per cent to wage costs. You should also add in the cost of

any equipment, tools, uniform or protective clothing, work station, computer and
thelike, as wel | as timethatvallrberegsireghta sugkervise the
employee.

co

Your role as an employer

Managing employees is a key area of risk for any House because of all the
regulations which must be satisfied. Itis an area where it is sensible to seek
professional advice.

As an employer, your House needs to:
1 Determine whether an award, industrial agreement or enterprise
agreement applies to your employees and to pay in accordance with their

provisions.

T Contribute to your employees’ superannua
rate.

Have workers’ compensation insurance 1in

Maintain time and wages records for each employee.

Meet taxation obligations relating to Pay As You Go (PAYG) tax, fringe
benefits tax etc.

i Take steps to prevent discrimination, harassment and bullying against
employees.

Maintain the workplace in a safe and healthy condition.

Terminate employment where it becomes necessary, in a manner that is
fair and complies with legislation.

= =4 A
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The hiring process

Your goal is to hire employees who will be productive and add value to the
Hous e’ s altdumnvaryttd de this:

Prepare a position description

Prepare a job advertisement

Identify where you will advertise the job

Prepare to interview job applicants

Conduct interviews

Appoint the successful applicant

Notify the unsuccessful applicants

E R ]
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See the Neighbourhood House Resources Toolbox for more details on the
hiring process.

Dismissing staff

Sooner or later the House will be faced with endingan empl oyee’ s servic
This could be due to a cut-back in funding, the result of restructuring, poor
performance from the employee over a sustained period, or gross misconduct.

Dismissing someone is a major decision and you should obtain professional
advice from an appropriate source such as Jobs Australia before you act.

You can only dismiss an employee if there is a valid reason, based on the

empl oyee’ s capacity to do torbehavjourbrthet he e mp]l
operational requirements of the House. The dismissal must not be seen to be

harsh, unjust or unreasonable.

Important things your House should do when faced with dismissing an
employee include:

71 Join an employer body if your employees are covered by an award. You
will be able to draw on its invaluable experience and advice in
interpreting awards and handling disputes.

1 Give warnings and undertake counselling with employees before
dismissing them. A person may not be aware of their shortcomings and
should be advised that immediate remedial action is required. You
should always document these warnings and counselling sessions to
protect yourself from the possibility of wrongful dismissal proceedings at
a later date.

9 Avoid dismissing people for reasons other than work performance or
redundancy. Where other reasons apply, you must have evidence such
as witnesses.

1 Document! Document! Document! The more evidence you have that all
required steps in the dismissal have been followed, the safer you are.

1 Where dismissal occurs, communicate verbally and in writing with the
employee, giving clear reasons for the termination and outlining the
empl oyee’ s termination package.

Working with volunteers

Volunteers play a wide variety of roles within Neighbourhood Houses. These
may include bookkeeping, administrative support, maintenance services,
fundraising and running or assisting in activities and events.
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How to get the best out of your volunteers

1 Be prepared for volunteers — if you are unprepared or disorganised,
volunteers may become disillusioned.

1 Conduct a proper induction — develop an induction package, give a tour

of the House and provide introductions to staff and other volunteers.

Explain up-front how much time the job will take.

Provide effective training and explain what needs to be done and how to

do it

1 Ask an existing staff member or volunteer to provide initial mentoring

support.

Include volunteers in meetings at the House.

Offer guidance and feedback on a regular basis.

Appreciate and thank your volunteers.

Offer opportunities to learn something new.

Do not take advantage of your volunteers — find out what their skills and

interests are and give them a job that they are likely to enjoy.

1 Help your volunteers to develop social connections at the House.

= =4
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Legal issues

On the legal side of volunteering at your House, you need to be aware that:
1 Volunteers do not have any legally enforceable right to hours of work or
payment.
1 Out-of-pocket expenses may be paid to volunteers but generally there is
no enforceable obligation for the House to do so.

Volunteers have no legal entitlement to long service leave.

Volunteers have no legal right to superannuation.

Occupational health and safety laws apply.

The House has a duty of care to its volunteers and should have policies

and practices in place to ensure the safety of volunteers, including those

with special needs.

1 Itissensiblef or t he House’s public liability p
by negligent acts or omissions by volunteers and for the House to take
out personal accident insurance to cover volunteers for out-of-pocket
medical expenses if they are injured while working on behalf of the
House.

1 Volunteers do not need to be given advance notice to end a volunteer
relationship.

= = —a -9

49



NHT Management Committee = Handbook

50



Dealing with

9 DEALING WITH CONFLICT

When things go wrong

Some friction is normal, even healthy for a House. Diverging ideas can be very
productive for a House if considered and managed appropriately.

From time to time however, things can start to go wrong, resulting in conflict that
undermines the smooth operation of the House. Sometimes conflict can result
in grievances and disputes where a real or imagined wrong leads to a
complaint.

To limit unhealthy conflicts arising or grievances being lodged, a House needs:

1 A clear vision and sense of purpose.

1 Comprehensive policies and procedures about how the House has
agreed to operate.

1 Clear and documented conflict resolution and grievance management
processes and procedures.

1 Clearly defined management roles.

1 Clearly defined boundaries on staff authority.

1 A Co-ordinator whose performance is adequately monitored by the
Committee.

1 Adequate support and training of staff and Committee.

Remember, with the best will in the world, conflict will arise from time to time.
The sooner that it is recognised and faced, the more likely it can be dealt with to
the relative satisfaction of all parties. If the situation does seem to get out of
hand, sticking to the conflict resolution and grievance procedures that you have
in place, and acting in good faith, will help guide people through the process
and out the other side, however bumpy it gets along the way.

Conflict

When people are in conflict, they disagree, quarrel or clash about ideas or how
to do things. When this gets too heated and unproductive, and people become
antagonistic towards each other, you have a conflict on your hands that needs
to be resolved.

Conflict can become a problem when:
1 People stop listening.
1 People lose trust and respect for each other.
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1 Differences of perception, opinion or
vision, aims, priorities, power and authority become personal.

There is lack of clarity about what is taking place.

There is a lack of resources, putting people under pressure and making

them feel under-valued.

Clashes of personality occur.

There is baggage from the past or from outside the House affecting how

people behave.

People push hidden agendas.

Communication is ineffective.
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Dealing with conflict and grievances

If a conflict turns into a power struggle, if people begin to get personal and
denigrate someone, or if someone feels they are being ignored or not listened
to, a sense of injustice or of having been unfairly treated can arise. This can
lead to what is commonly referred to as a grievance.

Conflicts and grievances within the House or from outside the House are likely
to arise from time to time. Managing internal conflicts and grievances, as well
as complaints from the general public, is an important people management task
of the Management Committee.

Conflicts and grievances can arise from very minor issues or more complex,
serious matters that may lead to disruption of harmony within the House and
reduced effectiveness, to the dismissal of an employee, expulsion of a member
or even legal action.

Resolving conflict

Generally, to resolve conflict situations:
1 Allow each person a fair hearing.
1 Recogniseandack nowl edge that people’s emoti
involved
Focus discussion on facts, events etc., not hearsay.
Avoid personal attacks.
Identify common ground and common interests.
Ensure communication is two-way.

E
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Conflict resolution flowchart _

Acknowledge Resolution
conflict
Restart
Hasbcet;r:]ﬂict process or Has agreement

acknowledged seek been reached on

and talks beaun? \ B iam—— / oneached

resolution
$ methods /I\
Identify conflict e.g. mediation Explore ways

to resolve

Are rules agreed Have parties
on and conflict understood both

defined? sides of conflict?

Listen to points
of view

Yes

House Grievance Officer

People working in or participating in House activities need to know who to turn
to if a conflict arises and starts to get out of hand, or if they have a grievance
they wish to see addressed. Therefore it is wise to identify and train a person
who can act responsibly in the role of Grievance Officer.

There may be times where the Grievance Officer is not able to be sufficiently
independent of the issues being addressed. To cover these circumstances, an
Alternative Grievance Officer should be designated to deal with situations where
it is not practical or appropriate for the Grievance Officer to be involved. See
also Section 3.

Informal conflict andgrievance resolution process

Open and honest communication is essential for resolution of conflicts and
grievances within the House. Everyone should be encouraged to raise
concerns with the other people involved at the first sign of an issue developing.
This will often resolve the problem before conflict escalates or leads to
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grievances. In other words, sit down and talk about the issue sooner rather
than later.

At this meeting, aim to:

T Listen actively to each other’s point of
person to have their say. It is very important to stay calm during this
process and concentrate on the issues.

T Take your time and be accepting of the o
not agree. As a first step, an agreement needs to be reached that there
is a problem and what the nature of the problem is.

1 Make a commitment to working it out. Agree on a timeframe and a
course of action.

1 Make a written action plan, including who will be involved and in what
way, the timeframe, success measures and review options.

1 Organise to meet again informally at some point to review the process.

If the people who are in conflict feel unable to deal with the issues by
themselves, sometimes there is a benefit in having someone else they both
trust sit in on the discussion to help them deal with the issues. This can still
remain an informal process, and can apply the conflict resolution process to
guide the discussion.

In summary this process is as follows:

9 Initiate a discussion

1 Treat each other respectfully

T I'dentify the “real” conflict

9 Listen to all points of view

1 Explore ways to resolve the conflict
If this is not possible, concerns should be raised with the House Grievance
Officer who will assist the person with the concern to talk about the problem or
grievance and how they would like to see it resolved. At this stage, continuing
with an informal process may still be possible, but it is important that the person
with concerns be offered access to the formal grievance resolution process that
your House will have in place.

Formalconflict andgrievance resolution process

If an informal approach does not resolve the situation, or the person chooses to
follow a formal process, they should be given a copy of the House conflict and
grievance resolution policy and procedures and the steps should be explained.

The House Grievance Officer should work with the person with the concerns to
understand the situation and identify the most important issues. A non-
judgmental, objective and supportive approach is called for. This must be a
confidential process.
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Where the Grievance Officer does not feel confident about their capacity to
remain objective and non-judgmental, the person should be directed to the
alternative Grievance Officer to offer support throughout the process.

In a formal process, the person with concerns should write down the issues to

help them clarify the problems from their point of view and to inform other

parties to the conflict of what needs to be dealt with. Askquesti ons | i ke,
are the facts or behaviours involved? How do they make me feel? What would

I |I'i ke the outcome to be?”

Once the issues are clear and written down for all parties to consider, the
Grievance Officer should use the conflict and grievance resolution policy and
procedures to guide the people involved towards a resolution.

For more detail on dealing with formal conflict and grievance resolution, refer to
t h e Hocondliet and grievance resolution policy and/or the model policy and
procedures in the Neighbourhood House Resources Toolbox.
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10 STRATEGIC PLANNING

What is strategic planning?

Strategic planning is a systematic process where your House sets its goals and
agrees on the priorities and strategies to reach those goals. The process is
strategic because it looks at the big picture and chooses how best to respond to
the needs of your community and the circumstances it faces. It involves making
decisions about what could be done and choosing your priorities for both the
short term and long term.

A strategic plan is not the same thing as an operational plan. A strategic plan
offers an inspiring vision of where your House would like to be in three years,
describes the key things you will focus on and identifies the strategies that your
House will take to get there. In contrast, an operational plan focuses on specific
actions and detailed tasks over a shorter period of, say, 12 months. The
operational plan works towards implementing the strategic plan and must mesh
with it. Both should be practical and realistic about what can be achieved, and
not be mere wish lists.

Finally, the process is about building commitment. You engage with your
community in identifying priorities, focussing on the most important issues and
developing better communication and co-ordination. This encourages
consensus, greater accountability and support for your plan and its priorities.

Why do strategic planning?

It is easy to become pre-occupied with day-to-day issues that come up in

running your Neighbourhood House. You can lose sight of the big picture,

where you want the House to be in, say, thr
get there. That' s where the preparation of
roadmap. It may not be a recipe for success but, without it, your

Neighbourhood House is much more likely to fall short of reaching its goals.

Strategic planning should be an exciting task because it is about shaping a
sustainable future for your Neighbourhood House! Strategic planning helps
your Neighbourhood House do its job better, focus the energy of the House and
have staff and volunteers working towards the same goals.

The Department of Health and Human Services (DHHS) Funding Agreement
requires Neighbourhood Houses to demonstrate their capacity to use resources
responsibly and strategically. So strategic planning and reporting on the plan
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helps Houses demonstrate to the Department that they are doing that, and that
they are accountable and their processes are transparent.

In summary, the benefits to your Neighbourhood House of creating a strategic
plan include:
1 Everyone in the House obtains a better understanding of their role, goals
and direction.
1 There is a greater focus on the more strategically important and relevant
ISsues.
1 You are better able to stay in touch with and respond to changes
occurring in your local community and in the wider community.
1 Better decisions can be made that fit the circumstances in which you are
working.
Your resources are used more efficiently.
Your performance is improved and more consistent.
Your interactions with people during the planning process help to break
down barriers and improve understanding of the House and its role.
1 You can act on the basis of a shared set of values and understandings.

E

Developing a strategic plan

What is required?

Your House’ s mission is the reason that vyou
support this and describe your vision of the Ho u s e ' s and how to ackieve
it.

The plan should take account of the current situation within the House (your
policies, people, finances etc.) and the circumstances in which you are
operating (your community make-up, needs, services, other providers etc.).
You should also consider emerging issues and trends.

More particularly, the strategic planning process allows your House to ask
guestions such as:

Where are we now?

What are we good at; what are our strengths?

Where can improvements be made?

Are there opportunities or threats the House should act on?

Wheredo we want to be in three years’ ti me
What difference do we want to make?

Has our community changed in terms of its make-up, focus and needs?
What does this mean for future service delivery?

Which critical issues must we respond to?

Where should we direct our limited resources?

A —Aa—_a_Aa-_a8_0_9_9_°a_-2
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1 Do we have the people, and the capacity and commitment to achieve our
goals?
1 Do we need to set a new direction?

Under the Funding Agreement with the Department of Health and Human
Services, your House is required to prepare a strategic plan covering a three
year period. The Funding Agreement provides key goals that your strategic
plan should be directed towards. These goals are to:

1 Build Community

1 Support People and Their Families

1 Enhance Participation Choices.

To achieve these goals, you should include a fourth strategic priority

1 Make governance and management responsive, accountable and
sustainable.

Each year, the House must submit an annual report, describing progress
achieved in each of these strategic areas and outlining strategies, indicators
and results achieved.

How do you create a strategic plan that meetise requirements?

There is no magic formula for creating a strategic plan. The process to be
followed will be decided by your Management Committee, in conjunction with
staff. How you do it will depend upon a number of things. These include:
1 your strategic planning experience;
i1 the way you engage and consult with community stakeholders
(community ownership of the plan is vital);
1 the need, if any, for external support to facilitate your planning
workshops;
9 your capacity to write-up the plan clearly and in a reader-friendly manner;
and
1 how you intend to report progress under the plan.

The Department of Health and Human Services Strategic Framework 2013-
2018 contains templates and helpful hints to assist you to prepare a strategic
plan for your Neighbourhood House.

For more detailed information on preparing a strategic plan, refer to the
Neighbourhood House Resources Toolbox.
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11 POLICIES

The importance of policies

A policy is a set of principles or rules to guide how your House deals with a
particular issue and makes decisions about it. A policy usually includes a set of
procedures that describe the detail of how you will implement the policy. It sets
out how the House intends to operate and how it expects staff, volunteers and
others connected with the House to act.

Some policies deal with difficult matters, such as how disputes and conflict in
the House should be resolved. Others cover more day to day matters, such as
room hire or computer use.

All the main activities of your House should have written policies to guide them.
From time to time your will need to add policies to cover new situations. As
well, you will need to update existing policies for the same reason. Well written
policies and procedures increase accountability and transparency and keep
things consistent and on track. When an issue comes up, the policies are there
to support and guide the Management Committee’ actions.

Management Committee members cannot and should not be involved in all the
detail of the day to day operations of the House. So the set of policies that you
put in place offers a framework for the House Co-ordinator, other staff and
volunteers to get on with their job. Your job is to set the policies and keep an
eye on how the House is operating and how well the policies are applied.

In summary, policies are important because they:

1 Allow people to get on with their jobs, without the need to discuss issues
each time they arise.

1 Ensure decisions are consistent, uniform and predictable throughout all
activities of the House.

1 Make sure that everyone has the same expectations and understandings

about how things are done.

Ensure that legal and financial requirements are followed.

Support consistent treatment of employees, volunteers and others who

are involved in the operation of the House.

Ensure that health and safety are maintained.

Guide good practice in how the House operates.

Help to avoid confusion and potential conflict.

Ensure that the goals of the House are achieved.

= =
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Policies and procedures: is there a difference?

Policies and procedures are not the same thing, but they are very closely

connected. Put simply, policy is the “what
Policies are the guiding principles by which the House provides and manages

its activities and services. Procedures, on the other hand, explain how to carry

out or implement policies.

Policies reflect the culture or personality of the House—“ t he way t hings ar
done around here”. They offer broad gui del
making. Policies establish a set of signposts, whereas procedures spell out

with step-by-step instructions how something should be done.

What policies are needed?

There is no single answer as to what policies you will need because it depends
on the range of services and activities that your House offers and the way it
wants to operate. However, there are some policies that would be central to the
operations of all Neighbourhood Houses. These cover the following broad
areas:

1 Management Committee operations, such as accountability and
transparency, recruitment, induction, attendance, conduct of meetings,
confidentiality, dispute resolution, conflict of interest and self-evaluation.

1 Working with people, such as staff employment and performance
appraisal, volunteers and users of the House, code of conduct etc.

1 Financial management, such as budget planning, grants, fundraising and
sponsorship, authority to sign cheques, reimbursement of expenses,
financial risk management and personal use of motor vehicles

1 Diversity, including affirmative action, discrimination, harassment, equal

employment opportunity, access and equity, and bullying.

Conflict and grievances resolution.

Risk management and occupational health and safety.

Day to day House operations, such as use of computers in the House,
records management, room hire, food safety etc.

= = =

NHT has a rich library of House friendly policies and procedures which you can
adapt. You do not need to reinvent the wheel. Go to
http://nht.org.au/resources/quides-policies-and-procedures-toolbox/toolbox/

The website www.ourcommunity.com.au is another source of policy templates
that have been developed for the community sector. Bear in mind that they are
not specific to Neighbourhood Houses.
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Developing policies for your House

A policy should inform people why the policy has been developed and what
should happen in particular circumstances. A policy will work best when it is
clear and to the point. It should also be stated in positive language, preferably
setting out what you want to achieve, rather than what you want to avoid.

Think of the reader when writing a policy. Use clear language, avoid jargon and
acronyms, keep sentences and paragraphs short, be concise, be logical and
use headings and sub-headings. You will want everyone involved in the House
to be able to understand your policies.

To develop policies:
1 Review the policies that your House currently has in place.

Identify what policies are missing.

Decide which missing policies you need to deal with first.

Develop and implement the policies with the highest priority.

Get policies from other Houses and similar organisations and be

prepared to share yours. Modify them to suit your House.

1 Before you finalise a policy, get comments from staff and the
Management Committee.

1 When policies are finalised, have them approved at Management
Committee meetings and record the approval in the minute.

1 Review your policies on a regular basis to make sure they are up to date.

1
1
1
1

Remember, policies are never set in concrete for all time. They are living
documents, designed to serve your Neighbourhood House, and may need to be
updated to keep up with changing circumstances.

For more detail on developing policies, refer to the Neighbourhood House
Resources Toolbox.
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12 YOUR PEAK BODY — NEIGHBOURHOOD
HOUSES TASMANIA

Governance

There are 33 DHHS funded, and 2 non- DHHS funded Neighbourhood Houses
& Centres across Tasmania. Neighbourhood Houses Tasmania Inc (NHT) acts
as the peak body for this network of Houses and is run by a Board elected by
the Neighbourhood Houses that are financial members of NHT.

The Board is made up of ten members elected by the three Regional
Neighbourhood House Networks (South, North, and North-West). These
representatives on the NHT Board must be Staff, Committee Members or
Volunteers from their local House. Each House can nominate one of their
financial members for bi-annual election to one of these regional representative
positions on the NHT Board. This ensures that NHT continues working on
iIssues that are important to our members and that our services stay relevant.
So in essence we are run by you, our member Houses.

Regional Meetings

The NHT regional representatives, in conjunction with NHT paid staff, organise
regular regional network meetings to discuss issues common to all Houses,
share ideas, debrief, and feed input to NHT staff and the Board about issues of
concern for local communities. These regular meetings are one of the strengths
of our network. They help NHT advocate strongly on behalf of Houses, because
we have heard directly from a variety of communities across the state about key
issues.

These meetings are a great chance to get to know the other Houses and their
work so please feel free to attend. Check out the NHT website for times and
dates of regional meetings.

Staffing

NHT was formed by, and has always been driven by, our member
Neighbourhood Houses. NHT started out with a volunteer committee in 1985
and, prior to 2001, NHT received no recurrent funding to work as a Peak Body.
However, since then, the importance of Neighbourhood Houses has been
acknowledged by the State Government and NHT now receives DHHS funding.
Among other things, this allows NHT to employ staff to support our member
Houses, their volunteers, Committees and staff.
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Services

Help Desk

NHT staff are on the end of the phone to answer queries from staff,

Management Committee members, and volunteers.

Remember our work is based around what our members need from us so

please call us if you have a question or a concern. I f you'd |i ke, W ¢
than willing to come to a Committee meeting to meet with you and discuss

NHT" s role and find out how we can support vy

Newsletter
An News from the Neighbourhood newsletter is published throughout the year

ENews

A regular eNEWS providing information such as funding opportunities, Award
changes, and training opportunities is sent to everyone on our email circulation
list. Please contactus wi th your email address i f you

Annual Conference

NHT organises an annual conference which rotates each year between the
North West, Northern and Southern regions. These are always highly
successful three day conferences, which NHT highly subsidises for House
delegates to attend. This is a great event to meet other House Committee
members, staff and volunteers, hear from interesting speakers and attend
interesting workshops on a range of issues.

Neighbourhood House Week

During Neighbourhood House Week, we coordinate joint marketing and
promotion of the work of Neighbourhood Houses across the State.

National Simultaneous Storytime

NHT supports the National Simultaneous Storytime held each year in May. .
NHT organises the event for the Neighbourhood House network and distributes
books and materials.

Lobbying on Community and House Issues

NHT consults with Houses on the social issues common across most
communities and lobbies as a united voice of the Houses to State and Federal
politicians and Departments

Liaising with the Department of Health and Human Services

NHT works with the Department of Health and Human Services, your funding
body particularly the Community Partnership Teams, and with other
Government agencies on issues affecting Houses and your communities.
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State-wide Representation on Committees and Councils

NHT provides state-wide representation on behalf of the Houses on committees
and councils such as the No Interest Loans Scheme (NILS) Board.

Auspicing Projects

NHT auspices projects like Eating with Friends to support Houses to start their
own social healthy eating groups for people who are socially isolated.

Sourcing Funds
NHT works to source group funding for the whole network.

Organising Training
NHT regularly arranges regional networking and training opportunities.

ProvidingResources

NHT seeks to provide resources needed to both govern Houses and to do good
community development work. Eg This handbook!

Providing Information

NHT provides regular updates on changes to Awards, Government policy and
legislative requirements.

Webste

NHT provides a useful and easy to use website. The NHT website contains
information, resources, policies and procedures and many other tools you may
be looking for as a Committee member.

NHT Contacts

Email: nht@nht.org.au

Phone: (03) 6228 6515

Postal: 16b Elmsleigh Rd, Derwent Park TAS 7009
Street: 16b Elmsleigh Rd, Derwent Park TAS 7009
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13 USEFUL CONTACTS

Management Committee resources

Name

Our community

Our Community has created a hub for free advice, information and resources for boards including fact sheets, articles,
policy templates, newsletter subscriptions etc. A very valuable resource.

WWW.ourcommunity.com.au

Paul Bullen Management Alternatives for Human Services

This site has ideas, information, tools, resources and publications that will be useful for small non-profit, community
based, welfare, church organisations, particularly those providing human services. The information in the site has been
developed through working with people in these organisations.

www.mapl.com.au/

Registrar of Indigenous Corporations

Whilst designed to assist Indigenous Corporations with the management of their organisations, this website contains
useful information about good governance for all organisations.

www.oric.gov.au/

Grants & funding

Name

Tasmanian Community Fund

This organisation provides grants to community organisations that make a difference by enhancing well-being and
improving social, environmental and economic outcomes for the Tasmanian Community.

www.tascomfund.org

Community Support Levy

Under provisions in the Gaming Control Act 1993, Section 151, a percentage of gross profits from video gaming
machines in hotels and clubs are paid into a trust accountknown as t he ‘ Community Suppor
back into the Tasmanian community through grant programs, services for people affected by gambling and gambling
harm minimisation programs.

www.dhhs.tas.gov.au/gambling/grants

Department of Premier and Cabinet

Offer a number of current grants.
www.dpac.tas.gov.au/divisions/cdd/grants_and _community engagement
To subscribe to grant alerts email cdgrants@dpac.tas.gov.au

Skills Tasmania
Provides various funding programs
www.skills.tas.gov.au/providers/purchasing

Grant Connect
www.grants.gov.au

The Grants Hub

www.thegrantshub.com.au
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Health & nutrition

Name

Community Nutrition Unit

The Community Nutrition Unit is about working with communities to improve nutritional and food related health. Support
includes assistance with planning, implementation and evaluation of community nutrition programs. The unit also has
extensive collection of nutrition education materials including kits, posters, pamphlets, videos etc.
www.dhhs.tas.gov.au/publichealth/community nutrition

Health Promotion Co-ordinators

Health Promotion Co-ordinators have a range of health promotion information as well as knowledge of resources
available to support health promotion programmes. They are able to assist with health promotion training, submission
writing, evaluations, engaging communities, health promotion action plans and project planning as well as provide a
number of other physical resources to assist with your projects. Two funding rounds are available each year for health
promotion projects.

www.dhhs.tas.gov.au/healthpromotion

Eat Well Tasmania (EWT)

Eat Well Tasmania can help you: find others to work with; develop a nutrition promotion idea or project; raise the profile
of your project through media networks; link with the broader nutrition network through use of the EWT logo.
www.eatwelltas.org.au

Industrial / workplace issues

Name

Australian Taxation Office
Www.ato.gov.au

Australian Taxation Office Assist
Taxation information for not for profit organisations. Information about GST, ITEC, BAS, DGR etc.
www.ato.gov.au/nonprofit

WorkCover Tasmania

Amongst many other duties, WorkCover deals with promoting and educating workers and employers about accident
prevention strategies, developing healthy and safe workplaces, and effective occupational rehabilitation of injured
workers and their early return to work.

www.workcover.tas.gov.au/

Fair Work Commission

The Fair Work Commission (formerly Fair Work Australia) is the national workplace relations tribunal. It is an
independent body with power to carry out a range of functions relating to:

The safety net of minimum wages and employment conditions, enterprise bargaining, industrial action, dispute
resolution, termination of employment and other workplace matters.

www.fwe.gov.au/

Department of Justice

Gateway to Tasmanian Departments and websites relating to the Justice Department including workplace services,
consumer affairs and Working with Vulnerable People Check .

www.justice.tas.gov.au/

Police History Record Checks
Online applications can be done at the following site.
www.police.tas.gov.au/services-online

Tasmanian Industrial Commission

T C’ sisto corcikate and arbitrate to resolve industrial disputes including claims of unfair dismissal, fix wages rates
and set terms and conditions of employment by making industrial awards and approving enterprise agreements and
industrial agreements.

www.tic.tas.gov.au/
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Name

Fair Work Ombudsman

The role of the Fair Work Ombudsman is to work with employees, employers, contractors and the community to
promote harmonious, productive and cooperative workplaces. We investigate workplace complaints and enforce
compliance with Australia's workplace laws.

www.fairwork.gov.au

Tasmanian Chamber of Commerce and Industry

The TCCI seeks to provide effective leadership for employers and delivers a range of relevant services to the business
community (by subscription).

www.tcci.com.au/

Jobs Australia

Their CSIR (Community Sector Industrial Relations) service advises not-for-profit organisations about how best to meet
their obligations as employers (by subscription). Subscribers to the CSIR service can access professional advice about
human resource management and industrial relations matters, including coverage of more than sixty awards and
Federal and State employment legislation.

www.ja.com.au

Quartz Consulting
Awards and industrial relations matters (similar to JA above)
www.quartzconsulting.com.au

Unions Tasmania

Unions Tasmania is the peak body for the union movement in Tasmania representing over fifty thousand members of
affiliate unions. Unions Tasmania is also the Tasmanian Branch of the ACTU.

www.unionstas.com.au/

Legal assistance

Name

Legal Aid Commission of Tasmania
www.legalaid.tas.gov.au/

Hobart Community Legal Service (HCLS)

HCLS is a community organisation whose aims are, to foster community awareness of the law, to make the law more
equitable and accessible to the public, and to provide free legal advice and referral to the general public in southern
Tasmania.

www.hobartlegal.org.au/

Launceston Community Legal Centre

Launceston Community Legal Centre is a community organisation that aims to foster community awareness of the law,
make the law more equitable and accessible to the public and to provide free legal advice and referral for the general
public in Central and North East Tasmania.

http://www.Iclc.net.au/

North West Community Legal Centre
The centre offers free legal advice and referral, and conducts law reform work and community legal education.
http://www.nwclc.org.au/
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Local government

Name

Local Government Association of Tasmania

The LGAT is the voice of local government to other governments, interested stakeholders and the wider community.
LGAT works to protect the interests and rights of councils, to promote the efficient operation of local government and
to foster strategic and beneficial relationships.

www.lgat.tas.gov.au

Other links and organisations

Name
Australian Council of Social Service (ACOSS)

ACOSS is the national peak body of the community welfare sector and the principle voice of low income and
disadvantaged social and economic policy matters.
WWW.acoss.org.au

Tasmanian Council of Social Service (TasCOSS)

The mission of TasCOSS is to represent and uphold the interests of low income and disadvantaged people in
Tasmania.

Www.tascoss.org.au/

National Social Security Rights Network
A group of services throughout Australia that provides independent information, advice and representation to
individuals about Social Security law and its administration through Centrelink.

WWWw.Nnssrn.org.au

Centrelink

www.humanservices.gov.au

Women in Tasmania
http://www.women.tas.gov.au

Service Tasmania

Tasmanian Government Services all in one place. Information, forms, fact sheets and payments regarding a very
wide range of services are all available from this website.

www.service.tas.gov.au

Training / apprenticeships

Name

Department of Education, Employment and Workplace Relations
www.deewr.gov.au

Training.gov.au
The database on Vocational education and Training in Australia
training.gov.au/

Australian apprenticeships

www.australianapprenticeships.gov.au/
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NHT Management Committee = Handbook

Name

Skills Tasmania
www.skills.tas.gov.au/

Volunteering

Name

Volunteering Tasmania

VT can provide advice and resources on volunteer management in:
Recruitment and selection

Marketing your volunteer program

Policies and procedures

Training and development of volunteers

Performance management and addressing issues

Management system reviews

Boards and committees

www.volunteeringtas.org.au/

Volunteering Australia

Volunteering Australia is the national peak body working to advance volunteering in the Australian community. Its role
is to represent the diverse views and needs of the volunteering sector while promoting the activity of volunteering as
one of enduring social, cultural and economic value.

www.volunteeringaustralia.org

GoVolunteer
Volunteer or find volunteers for your organisation.
www.govolunteer.com.au/

Seek Volunteer
Brings volunteers and organisations seeking them together.
www.volunteer.com.au/
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