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Introduction

The major purpose of this Charter is to outline how the Management Committee (MC) of Queenslanders with Disability Network Inc (QDN) will fulfil its governance responsibilities.  The Charter has four major parts: 
Background:
Organisational information


Section 1:
Role 
Section 2:
Processes  
Section 3:
Responsibilities.  
Each section outlines relevant constitutional requirements, current practices and processes to be utilised by the members of the MC.   It is hoped that this document will assist new members of the QDN MC to gain an understanding of the MC processes which in turn, will ensure their participation. 
For the purposes of this document, governance is defined as “those matters associated with the processes of the MC and its members to ensure that the MC itself and the operations of the organisation are being performed in a way that best meets the object of the constitution, QDN’s mission, the needs of the membership, all legislative and contractual requirements and industry standards”.

Management responsibilities are defined as “those matters associated with the processes of the operations of the organisation”.  These responsibilities are delegated to the Network Coordinator.
There is an expectation that this document will be continually improved as it is used by members of the MC.  In fact, in some sections, you will find a sub-heading indicating that this part needs to be developed at a later date.      

This document was initially produced by QDN’s Governance Working Party.  Membership of the working party has included Bill Garsden, Mike Duggan, Andrew Rogers, John McPherson, Mary Kenny and Greg Wagner.  Further work was undertaken by the Sustainable Responsiveness Group being made up of Amanda Tink, Andrew Rogers, Mary Kenny and Greg Wagner. Future amendments are carried out via the QMS.
The following resources must be acknowledged for their contribution in some way to the development of this Charter:

· Geoffrey Keil and Gavin Nicholson “Boards that Work”, McGraw-Hill (2003)

· David Fishel, “The Book of the Board: effective governance for non-profit organisations”, Federation Press, 2003
· Carver, John

· Pam Searle and Margaret Endicott “Management Committee Charter Resource” 2004

· Queensland Advocacy Inc. “Governance Charter – Management Committee Policy and Procedure for Queensland Advocacy Inc, August 2004

Background Organisational Information

Queenslanders with Disability Network Mission, Motto and Goals:
Mission

“People with disability connecting for collective and affirmative action”.

Motto 

“Nothing about us without us”.

Goals (till the end of 2009):

Goal 1.


Build a strong vibrant network by, for and with people with disability 

1.1
Promote QDN in a range of different forums

1.2
Seek out and connect with people with disability in different parts of the state

1.3
Identify key people with disability who could take an active role in the work of QDN

1.4
Identify and connect with possible allies who are aligned with QDN’s values and beliefs

1.5
Share skills and knowledge between network members

1.6
Give support to limited negotiated local action 

1.7
Support regular contact and connections between members

1.8
Provide opportunity for key people to come together to support the work of QDN

1.9
Celebrate who we are and what we stand for

1.10
Establish a strong state-wide membership base. 

Goal 2.


Support collective action to improve the lives of people with disability 

2.1
Identify priority state-wide issues and concerns that affect the lives of people with disability 

2.2
Gather evidence about priority areas and how they affect people’s lives.
2.3
Keep abreast of government trends, legislation, policy and up coming consultations.
2.4
Produce QDN policy documents on priority issues, informed by membership.
2.5
Plan strategies and campaigns so that QDN policy becomes known to those in positions of influence.
2.6
Support people with disability to have the knowledge, skills and capacity to be part of the public face of QDN’s strategies and campaigns.
2.7 
Auspice small projects that advance agendas of people with disability. 

2.8
Join with allies in broader campaigns that drive forward QDN’s agendas.

Goal 3. 


Share relevant information and knowledge in appropriate formats

3.1
Seek and listen to concerns and stories of people with disability 

3.2
Keep up with sources of information that impact on the lives of people with disability 

3.3
Provide up to date information about issues that affect the lives of people with disability

3.4
Provide a range of supports to people with disability so they can contribute to the information and knowledge of QDN

3.5
Provide information in accessible formats

3.6
Communicate in culturally appropriate ways 

3.7
Act as a source of information to the wider community living movement

3.8
Oppose tokenistic use of people with disability in the name of consultation.

Goal 4.


Be an effective and accountable organisation that reflects our values in all we do

4.1
Develop a dedicated and competent management committee 

4.2
Develop a dedicated and competent staff 

4.3
Provide ethical direction and leadership of the organisation through practices that reflect good governance and working within capacity

4.4
Ensure the organisation fulfils its mission and remains faithful to its original intent, spirit and culture

4.5
Have good planning and evaluation processes that enable continuous improvement in our work 

4.6
Develop and maintain good management and human relations practices 

4.7
Run and manage an office 

4.8
Be welcoming, respectful and hospitable to all involved

4.9
Be compliant with legislative, constitutional, funding and industrial requirements of being a publicly funded body

4.10
Meet the ISO services standards as an accredited disability service

4.11
Increase QDN’s capacity to work as a state wide organisation

4.12
Maintain organisational strength, vitality and coherency over time.

Implementing the Strategic Plan (also refer to section 3.2)
QDN is committed to implementing this strategic plan and will develop an accompanying operational or action plan which will highlight the priorities of the organisation. These will become the blue prints for our work over the next five years. They hold the elements for reporting our progress for all aspects of the organisation’s work. QDN will also evaluate our progress on a regular basis against the goals. 

These documents are not set in stone, but rather are dynamic works in progress which can be modified depending on need, changing circumstances and the external political climate.
For more information refer to Section 3.2.
Value Statement About The Place of People with Disability
Since its inception, QDN has spent considerable energies clarifying the values that underpin the philosophy and recognise of QDN.  The following statements articulate the values of the place of people with disability:

QDN believes that:

1. all people with disability have a right, a place and contribution to make to the community. A place as empowered, free citizens who are as valued, present, participating and welcomed as members of any dynamic and diverse society.

2. the place of people with disability in the community is not just about people with disability having a house in the community.  The crux of the issue is that they are welcomed in the community as ordinary citizens where they are genuinely given opportunities to contribute and actively participate, where not only their giftedness and talents are recognised but their lived experiences acknowledged.

3. culturally and historically, people with disability are not afforded the same value, opportunities or access to community life.

4. any inclusion in community for people with disability is conditional and vulnerable to withdrawal.

5. many people with disability in Queensland are excluded from the most basic experiences of ordinary lives.

6. current exclusionary practices are unacceptable and must be challenged.

7. this issue affects not only people with disability but the whole community.

8. the responsibility is shared. It lies within government (federal, state and local) and the community at large to ensure that people with disability have a place and are resourced to belong in community.

Statement of QDN’s Core Values 
This is the principle statement of what is at the heart of QDN. It was presented and developed at QDN’s first statewide gathering “Seeking A Voice” and informs the work and direction of QDN and complements its vision for all people with disability.   These values have been formally endorsed by people in QDN’s networks and the Steering Committee and will underpin the formal structure and constitution of QDN.

Statement of Core Values
Queenslanders with Disability Network (QDN) believes that it is a network of people with disability:

1. where people with disability are at the centre of the network;

2. which is for, of, with and by people with disability; (Key words: Connected; Connections; Communication; Information; Ethical; Welcoming; Listens; Accepted; Inclusive of ALL people with disability; Valued; Valued relationships; Leadership; Trust; Grounded; Relationships; Peer support; Humour/Fun; Remembers).

3. which claims a strong, relevant, active, significant and if necessary outspoken voice; (Key words: Active; A strong voice; Taking a stand; Visible; Outspoken; Relevant; Significant; Human rights and obligations; Sets agendas; Expert; Decision makers; Credible; Collective, Committed; Sharing).

4. where people with disability can organise successfully towards a clear, confident, collective and considered network that takes a stand, which is visible and is inclusive of all people with disability who share the core values;

5. where activities are undertaken within a human rights framework, where people are valued, and recognises that disability is a social issue;

6. which ensures that people with disability who have no avenues for expressing their needs, have a strong, vigorous voice that stands by and for them;

7. which undertakes its activities with a spirit and culture which recognises interdependence, shared experiences, shared values, in an atmosphere of mutual respect, openness, conviviality, hospitality and fellowship;

8. which works actively to change society so people with disability have citizenship and are an active and valued part of the community;

9. which is here for the long term, encourages participation, and harnesses the energy and potential for influence (experience and wisdom) of people with disability; 

10. which, while recognizing and embracing  diversity, differences and individualism, accepts collective decision making within shared values.

Social Position Statements
QDN’s members have endorsed a series of Social Position Statements. These statements were developed from a synopsis of policy discussions conducted at the 3rd QDN gathering in 2002 and teleconferences conducted state-wide in December 2002.

The Social Position Statements provide statements on the following topics:

· Education 

· Employment, employment alternatives and income security
· Getting Around
· Housing
· Access to information
· Recreation, Culture, Spirituality and Sexuality
· Life in The Community

QDN’s Social Position Statements must also be considered when interpreting the Governance Charter.
History of QDN

In 1998 the Department of Families, Youth and Community Care (DFYCC) called for expressions of interest from groups to establish a consumer consultative body that would inform that department on issues regarding services to people with disability. A small group of individuals, who were aware of the tender, came together out of their shared vision for all people with disability and support for opportunities for people with disability to participate in the community and government processes that ultimately affect them. 

The group was initially comprised of people with disability and a number of allies (families, friends and advocates) and met at the offices of the Community Resource Unit (CRU). From this meeting others were identified to approach for their support and to be encouraged to assist in the development of a vision and drafting of a proposal for the establishment and funding of what would be QDN.

People were drawn together and / or approached principally on the basis of their known shared values and commitment regarding the place of all people with disability as members of the community – of active and welcomed citizenship for all.

From this process, an Interim Steering Committee comprised of people with disability was formed. Its membership drew together people with disparate experience of disability, a variety of skills and range of backgrounds.
Shortly after QDN was funded and employed part time workers to advance the development of the network. At this time QDN was auspiced by Qld Advocacy Inc. (QAI) and QDN’s workers worked out of the QAI office. This allowed QDN to hold several large state wide gatherings for people with disability, which laid the foundations for what the network call the “hub” or headquarters of QDN.

QDN is now an incorporated association and has established an office at Bowen Hills. This phase was completed in June 2005 and QDN continues to reach out into Queensland to connect with people with disability who share our vision and values.

QDN has developed responses to various issues of concern to people with disability. Including: the accessible transport standards; the access to premises standard; the Federal Governments welfare reform initiatives; funding reform; the review of the Disability Services Act; the review of the guardianship and administration regime; and universal housing.

Additionally, QDN support recognise efforts and collaborations for people with disability in the regional areas to respond to issues in their local communities.

However, as QDN has grown rapidly over the past 2 years we now face a situation where our viability is at risk as the organisation cannot keep up with the growing interest and expectations from our network. QDN employs a Network Development Worker for only 18 hours per week. It is simply not viable to develop the size of QDN’s network with a worker employed for such a small amount of hours. Nor do we have the operational budget to compliment this work and support the network members.

Rationale for QDN

People with disability themselves have, historically, had little opportunity to access the processes of community and government, to speak up and to be heard on the issues that affect their lives and the lives of other people with disability in Queensland.

Networks of families, friends and advocates of people with disability and other allies have existed in Queensland in both formally structured and governed organisations and in less formal ways also. There have also been networks of professionals and other service providers and groups that come together around specific issues that affect people with disability. 

In working to establish QDN since late 1999, new ground is being broken in developing a resourced, state-wide vehicle, available to all people with disability. A group that could inform and support individuals to speak up across a range of issues that directly affect them and other people with disability in their communities, at a local, regional and state-wide level.

Structure of the Network

There are three tiers of organisational structure that facilitate the effective and efficient functioning of QDN as a network, which take into account the need for member participation at the local, regional and State levels.  These teirs also take into account the status of QDN as the recipient of State-government funding, and the evolutionary history of QDN.

The tiers reflect three different operational models.  The first revolves around the management of the relationship between the State-government and its expectations of QDN as a funded body, and the management of the network itself, this tier will be referred to as “the hub”.

The second model relates to QDN responding to systemic issues that are seen as being of particular priority, which are of a fundamental nature in facilitating positive social change at the macro or State-wide level.  An example would be QDN choosing to take a position around inclusive education for all students with disability.  This tier will be referred to as “the macro response”.

The third model supports those members who choose to take on issues that are relevant to their local communities, which will facilitate positive social change at the micro level.  An example would be improving access in a rural town or major population centre.  This tier is referred to as “the micro response”.

Each tier offers a different manner of participation for QDN’s membership, and is intended to maximise the ability of QDN to acknowledge the differing needs of its members to have issues important to them addressed in an effective and responsive manner.

The Hub

The hub is essentially the management section of the network, which would formalise the existing elements of the organising/steering committee and the paid workers.  It is a top down approach, which is necessary if QDN is to effectively and efficiently account for the funding it receives from the State Government.

The issue of whether QDN’s acceptance of government funding compromises its ability to function as a genuine network of and for people with disability is an important one.  However, it is also a matter that needs to be considered in the context of what would have evolved in terms of a network of people with disability without government funding, and in terms of how perceived and actual conflicts of interest can be recognised and managed.

On the matter of what might have evolved in the absence of government funding, history would strongly suggest that nothing would have evolved.  The reality is that the development of an effective Statewide network that has the capacity to organise itself into being a legitimate voice on behalf of a social group will require co-ordination, planning and resources.

Perceived and actual conflicts of interest, as long as they are recognised, can be minimised through the existence of a very clear values base, and through the network being keenly focussed on its primary purpose.  The network must know its bottom line, and be prepared not to compromise beyond this point.

On a practical level, the organising/steering committee would become a MC, which would be responsible for the employment of workers, the management of QDN’s relationship with the State Government, and for overseeing the effective and efficient implementation of QDN’s functioning at the macro and micro level.

Participation of QDN’s membership would be through the development of its values base and purpose, and in determining and supporting priorities for actions at the macro level.

The QDN membership would need to entrust its MC with the responsibility of making decisions that affect the day-to-day operations of, and other immediate demands placed upon, the network.  Decisions made by the MC would need to be rationalised against and focussed upon QDN’s values base and overall purpose.

The Macro Response

Positive social change can occur at the local, regional and state-wide level.  It can also occur through individual or group actions.  The macro response is a structure that will enable QDN to participate in discussion and policy development at the state-wide systemic level, and enable individual members from the different regions to participate with one voice.

For example, on a yearly basis, QDN might decide to pursue a certain position with respect to an issue that impacts negatively upon people with disability on a state-wide basis.   The issue in question would be decided and/or agreed upon through consultation with the membership, with the QDN MC and workers being responsible for developing strategies and opportunities for voicing its position on the issue.  Any response from QDN would need to be accountable to its value base and position on what would represent positive social change.

The macro response would provide QDN with the opportunity of placing priority upon a specific social condition or government policy that is unfair and unjust with respect to people with disability as a whole.  The macro structure allows for consultation, but also allows QDN to express itself in a timely manner, and with the confidence of having the support of its membership across the different regions of Queensland.

The Micro Response

The micro response is about QDN supporting people with disability to influence positive social change within their local communities.  This would involve the sharing of ideas about strategies, the sharing of skills, information and knowledge, and the providing of moral support.

In the same way that the membership would support QDN in the macro response, the QDN would support individual people at the micro level.   A further consideration is that such a structure would help balance, and thus lessen the tension that can exist within a network.  These tensions being between different interest groups, the diversity of equally significant issues that arise within various local communities and the need for QDN to remain united and focussed upon those core systemic issues that affect people with disability in general.

For example, the lack of physical and communication access are important issues that need to be addressed to differing degrees across a diverse range of local communities.  A core systemic issue underpinning this lack of access is the broader issue of our society not being fully inclusive and accepting of people with disability as valued and respected members of our society.

With the former issue, people with disability in their local communities could be supported by QDN to influence social change, whilst the latter issue could be a priority that QDN could pursue on a more systemic and political level.  Each effort feeds into the other, but without causing undue stress on the unity of QDN as a voice for people with disability.

To protect the integrity and credibility of QDN, any micro response would also need to be tested against QDN’s values base and position on what is a positive social change.
Scope

QDN is committed to ensuring that the Network will include all people with disability including: 

· People living in isolated, rural and remote and regional parts of Queensland.

· People who experience profound impairments.

· The diverse range of disability experiences across the State.

· People from indigenous and non-English speaking backgrounds.

The development of QDN’s network has focussed on people with disability as distinct from service providers, families and others in the lives of people with disability.  It also includes those people with disability who do not use services funded or provided by Disability Services Queensland (DSQ).

One of the key questions in the drafting of QDN’s constitution regards types of membership and while QDN welcomes and enjoys the support of family members of people with disability, service providers and other citizens / allies who are linked to the network, the Steering Committee is proposing that ordinary membership be for people with disability, with other membership types being available for allies.

Geographic Boundaries

We aim primarily to network with people within the catchments of Disability Services Queensland.

Spirit and Culture

Queenslanders with Disability Network (QDN) believes that it is a network of people with disability:

· which undertakes its activities with a spirit and culture which recognises interdependence, shared experiences, shared values, in an atmosphere of mutual respect, openness, conviviality, hospitality and fellowship;

· which is here for the long term, encourages participation, and harnesses the energy and potential for influence (experience and wisdom) of people with disability.

Section 1:  
Management Committee Roles

1.1
Role of MC

1.2
Structure of MC

· Size

· Skills required on the committee

· Election of Committee Members

· Election of Executive

· Rotation of office

· Vacancy on Committee

· Removal of office bearers

· Role of the Executive

1.3
Role of individual members

· Code of conduct

· Emergency contact procedures

1.4
Role of President

1.5
Role of Vice-President

1.6
Role of Secretary

1.7
Role of Assistant Secretary

1.8
Role of Treasurer

1.9
Role of Public Officer

1.10
Sub Committees

3.6 Role of MC

The Incorporations Association Act clearly establishes that the MC is ultimately responsible for all matters relating to the running of QDN Inc.

The Committee’s overall role is to govern the organisation rather than manage it.  It is the purpose of the Network Coordinator to manage the organisation in accordance with the direction of the MC and the MC Delegations.  Individual Committee members (particularly executive officers) do have specific management delegations.  

The QDN MC is required to do all things that may be necessary to be done, in order to carry out the objects of the constitution.   The objects outlined in QDN’s constitution are:

1. To resource, develop and maintain a network of people with disability

2. To be of, by, for and with people with disability

3. To stand by and for people with disability who don’t have avenues to be heard on the issues that affect them

4. To resource and support individual and network action on issues that affect people with disability

5. To provide a mechanism and vehicle for the voice of people with disability to be heard on and influence the issues that affect them

6. To take part in government processes and/or lobby on matters that affect people with disability

7. To promote the valued status and participation of all people with disability in all aspects of community life as full citizens

8. To be responsible and accountable in the management of the resources of the network to achieve organisational goals

The MC has the final responsibility for the successful operations of the organisation.  In general, the MC is responsible for, and has the authority to determine, all matters relating to the policies, practices, management and operations of QDN Inc.  These have been articulated as eight key responsibilities:

1. Setting and regularly reviewing QDN’s strategic direction 
2. Demonstrate leadership that safeguards the QDN spirit and values, and inspires members and staff to live its values, spirit and culture
3. Make sure that QDN remains viable
4. Meet any legal obligations
5. Make sure QDN’s financial management is accountable, open and transparent.
6. Make sure proper administration systems abide with policy and procedures, and are effective and efficient in the storage and retrieval of information

7.  Make sure that the employer/workforce relations are fair, supporting, caring and just

8. Being aware of the day-to-day operations of QDN and being available when necessary
1.2
Structure of Board

1.2.1
Size

The MC of QDN Inc can have a maximum of 9 ordinary members, as outlined in the Constitution Clause 13: 
“The Management Committee … consists of …a president, vice-president, treasurer and secretary and not more than 5 other ordinary members”.    

The Network Coordinator also attends all MC meetings as a non-voting member. 

1.2.2
Attributes and Skills required on the Committee

In recognition that all committee members will have a disability, individualised support can be provided to assist communication and participation in meetings eg an interpreter or a transcriber at each MC meeting, the production of MC materials in alternative forms. In addition, two personal care workers (one male and one female) are in attendance at all MC meetings, where possible.  
(See Section 3, Responsibility 2.2 for further details about “Minimum Level of Support for all QDN’s Meetings/Events” for more information).
Each member of the Committee shall have:

· Integrity, one who has the respect of their peers

· Good communication, one who knows how to work in a group

· An open mind, one who can move from their “I” position to a “We” position

· Respect for the objects, history and values of the organisation

· Ability to regularly attend and participate at MC meetings

· Have time to read, make telephone calls and respond to email between meetings

· Ability to participate in other meetings and workshops other than committee meetings

· Approximately one day a month to fulfilling the responsibilities of the MC
The blend of the following skills/understanding also need to be present within the total membership of the MC:

· An understanding of the issues of Queenslanders with Disability
· Financial

· Legal

· Planning

· Governance

· Network and peer support

· Meeting procedures

· Industrial relation

· Conflict management

· Lobbying

· Human resource management

1.2.3
Election of Committee Members

An Annual General Meeting is held each year.  In accordance with Constitution Clause 13.2, at least one half of the MC retire and members are elected to these vacant positions at this meeting.  Members who have retired from the Management Committee are eligible to nominate for vacant Management Committee positions.  The process for election must be conducted in accordance with Constitution Clause 14.  

1.2.4
Election and Role of Office Holders (the Executive)
In accordance with Constitution Clause 15, 19 and 22, office holders are elected from members of the MC by members of the MC.  

It has been the practice of QDN MC to elect the following office holder positions: President, Vice-President, Secretary and Treasurer.  These positions have combined together to form the Executive.
The Network Coordinator attends Executive meetings, is non-voting and can be asked to leave the meeting at the direction of the Executive.

The Executive has responsibility for:

· Performing the delegations by the MC and report accordingly (see section 3 of this document)

· Meeting at least monthly

· Preparing for the coming MC meeting

· Reporting to the MC regularly via the Executive Actions and Decisions List as well as through the President’s, the Secretary’s and the Treasurer’s Reports when required.

In particular circumstances, the MC may appoint other people to assist members of the Executive perform their role.  However these people providing assistance do not have voting rights at the Executive, even though they may attend meetings and contribute.  

These circumstances may occur for different reasons.  It may occur when a member of MC desires to learn more about a particular Executive role so that this can be seen as a succession planning activity for the assistant.   Or it can be when the Executive member requires some assistance in understanding their duties and the assistant acts as a mentor to the Executive member.   

1.2.5
Rotation of office

All members of MC are elected for a two-year period. To ensure stability of membership of the MC, half the committee members retire each year.   

1.2.6
Vacancy on Committee

As outlined in the Constitution Clause 17,
“if a casual vacancy happens on the Management Committee, the continuing members may appoint another ordinary member of the association to fill the vacancy until the next Annual General Meeting or until such other time as the Management Committee decides”.
“The continuing members of the Management Committee may act despite a vacancy on the Management Committee.  However, if the number of the Management Committees is less than fixed as a quorum, the continuing members may only act to increase the number of members to the number required for a quorum or call a general meeting of the association”.

1.2.7
Resignation/Removal of Management Committee member
The Constitutional Clause 16 describes two ways for the changing of a MC member.  The first way is via the member resigning.  16.1 and 16.2 clauses outline how a resignation is to occur.   

16.1 a Management Committee member may resign from the Committee by giving written notice of resignation to the secretary. 
16.2 The resignation takes effect
a) on the day and at the time the notice is received by the secretary or 
b) if a later day is stated in the notice – the later day”.

The other way is for a MC member to be removed.  Clauses 16.3, 16.4 and 16.5 outline the requirements for this to occur.  

3.6 A member may be removed from office at a general meeting of the association if a majority of ordinary members present at the meeting vote in favour of removing the member.

3.6 Before a vote of members is taken about removing the member from office, the member must be given a full and fair opportunity to show cause why he or she should not be removed from office.

16.5
A member has no right of appeal against their removal from office under this section.

It is likely that the removal of a MC member in this manner would be the result of the majority of ordinary members losing confidence in that’s person’s ability to act in the best interests of the organisation or failing to perform their responsibilities as a MC member.

1.2.8 Succession Planning
What is Succession Planning?

Succession planning is a management program intended to attract and identify interested members and develop their interest and skills base through well-targeted ability development efforts. The process prepares members to meet an organization’s needs for informed and active committee membership. The objective is to ensure the continued effective performance of an organization over time.  

How Does Succession Planning Work for QDN?

Succession planning is a strategy to ensure that within the organisation, there is an adequate supply of trained members to guarantee a smooth transition of authority when a position holder retires, is ill, relocates or is unable to complete their full term.

What does succession planning involve? What is the process?

 

1).      Members who are willing to be part of the Management Committee are identified. These members are given information and training on what is involved throughout the year. This ensures:- 

· Interested members are fully aware of QDN’s goals and core values;

· Access for members to skills/training and coaching; 

· Members make an informed decision before nominating; and allows for    

· Informed voting by members about the nominee/s they are appointing. 

 

2).    Succession planning is not ‘slotting in’ or ‘guaranteeing’ future Management Committee positions to specific individuals. Management committee members are required to nominate and be voted in by QDN’s membership. Voting to fill vacant committee positions occurs at every Annual General Meeting held annually in October.    

 

 3).   Succession planning does not bypass this requirement, but rather generates evidence of merit and grooms potential successors to put them in the position to make a strong application in the subsequent election process. 

 

4)      The succession plan covers both long term and short term successors. Short term successors are required from time to time to fill in for a committee member who is ill or a committee member who cannot fulfill their 2 year term. A database of interested trained members would allow the remaining members of the committee to select a member with the knowledge and experience in matters likely to come before the committee.

 

5).      Training/coaching of interested members and the existing Management Committee will ensure individuals nominating for the executive committee (President, Vice President, Treasurer and Secretary) have the necessary leadership skills, and knowledge of their prospective roles.  
· Further training will be conducted as an induction day;
· Role specific instruction will be available at three/six monthly intervals; or 
· According to member’s interest/suitability. 
 6).      All members understand that this process and policy exists through information on QDN’s website and articles circulated to members through e-bulletins and newsletters. 

 

7).     All nominations/proposed applicants to be considered by an informal [see Item 1] and formal [see Item 2] measure. 

 

8).     Position reviews are to be conducted 12 monthly in an open fashion by an independent, trained, nominated person who has an in-depth knowledge of how QDN operates overall. 

· Review is designed to create an opportunity to acknowledge excellent results and encourage positive performance and

· Give management committee members the opportunity to discuss and express any concerns they have about their role and 

· Allow for a co-operative approach to rectifying any identified problem area with their role. 
1.3
Role of individual members 

1.3.1
Code of conduct

Each QDN MC member is expected to conduct themselves consistent with their fiduciary responsibilities and with the discipline adopted by the MC.  The following Code of Conduct details these expectations.  The Code of Conduct will be circulated during the annual election process.
Code of conduct

· Upon election, familiarise oneself with the MC’s responsibilities including participating in a MC induction process.

· After each Annual General Election, agree to, complete, sign and submit:

· A Statement of Commitment outlining the role of a QDN MC member, code of behaviour and conflict of interest procedure (see proforma at the end of this section)

· A Statement of Disclosure whereby a MC member is asked to list any personal affiliations, professional affiliations, business dealings, dealings with other Committees/Boards etc that may lead to any real or perceived conflict of interest with QDN (see proforma at the end of this section).

· Be able to spend at least 2 hours a month to attend the MC meeting

· Observe the rules of the QDN MC and when unable to attend, send apologies

· Read reports and records of meetings

· Take part in making decisions

· Wherever possible, avoid conflict of interest. Where such conflict of interest might occur, and/or might be seen to occur, declare such conflict of interest prior to the discussion on any issue and abstain from voting on any matters relating thereto.  

· Upon nomination, or the filling of a casual vacancy – new or prospective, declare details on their employment, positions, memberships, committees, organisations, as are relevant to the assessment of this policy, and/or which could be of value or a valuable link to the QDN. 

· Take part in the development of planning calendars, schedules and possibly specific plans for the MC

· Gain an understanding of important QDN documents eg constitution, policies and procedures and positional policy papers

· Maintain confidentiality about MC matters and speak with one voice – the decisions of the MC.  This requires self-policing of tendencies to stray from governance policies.

· Organise (if required) and participate in on-going professional MC development processes

· Participate in Sub-Committees as required

· Provide leadership for the strategic directions of QDN Inc at the Annual Planning session

· Only communicate for QDN on behalf of the Committee when authorised by  the MC in accordance with MC Delegations (see Section 3, Responsibility 1.2)
· Refer any communication to the media to the President or Network Coordinator in accordance with the MC Delegations (see Section 3, Responsibility 1.2).

· When communicating for QDN on behalf of the Committee, the representative shall only state what the Committee has stated, unless the Committee has specifically granted further authority, and keep the President and Network Coordinator informed.

· Promote QDN in accordance with these policies, and its Mission and Aims.

· Other tasks as requested by the Committee
In addition, additional information “Management Committee Member Checklist to Meet Governance Standards” has been provided.  It can be found at the end of this section.

1.3.2
Emergency contact procedures

As there is the occasional need for urgent decisions, members of the MC should advise the Secretary and Network Coordinator of any contact details, either for themselves or for a person who knows their location, so that all members can be contacted within twenty-four hours in cases of a “flying minute” or other business.   
1.4
Role of President

The President needs to be able to:

· demonstrate a commitment to QDN Inc’s Mission and Values and a very good understanding of QDN Inc’s work in the community,

· state clearly and publicly, what that role is.  

· demonstrate leadership and ensure an adherence to the charter and constitution of the association.

The President has responsibility for:

· Providing leadership and inspiration to members of the MC, staff, and members of the organisation in order to fulfil the mission and strategic direction within the core values of QDN.

· Ensuring that the MC is proactive in determining and monitoring the achievement of strategic directions as set out in the Strategic Plan (eg strategic achievements, strategic thinking, risk analysis, strategic analysis, financial and other).

· Ensuring the meetings are well facilitated by:

· Setting the agenda for MC meetings in consultation with the Secretary, other members of the Executive and Senior Staff.

· Prioritising agenda items and if necessary, setting time limits

· Ensuring that a quorum is present for decision making.

· Leading the meeting through the agenda, keeping discussion relevant, open and encouraging participation, managing hidden agendas and conflict of interest and making decision making clear.  (Make sure everyone gets a chance to talk).

· Noting motions and amendments (with the secretary) and put these to the meeting to vote on

· Once accepted, signing the minutes of the previous meeting as an accurate record

· Ensuring meetings are run in accordance with the association’s constitution or rules.  Eg check that a quorum is present.

· Providing support and direction to the Network Coordinator in order for them to fulfil their role, and ensure that adequate training/development opportunities exist for them.

· Ensuring the performance appraisal of the Network Coordinator is conducted as per the employment contract.  

· Ensuring personnel records for the Network Coordinator are kept in a manner consistent with industrial and other legal requirements.

· Ensuring that QDN has adequate grievance procedures for members, staff, paid and unpaid and a complaints procedure.

· Ensuring that the QDN MC is aware of its legal obligations as an employer.

· Ensuring that all new members of the QDN MC are given a briefing about QDN and an opportunity to discuss aspects of QDN’s history, culture, values or procedures.

· Guiding the ongoing effectiveness and development of the MC and individual MC members.

· Providing a Presidents report to the Annual General Meeting

· Being a signatory for cheques

· Acting as a spokesperson for QDN MC when delegated by the MC (need to ensure that statements are in line with QDN values and liaison with Network Officer occurs). 

· Ensuring that QDN is represented by MC and staff at Ministerial and Senior Level delegations or meetings.

· Acting in accordance with policies and procedures set down by the QDN MC.

· Ensuring that QDN has developed and maintained a quality system of management and review.

Competencies Required

Skills
· Strategic thinking/planning/analysis

· Risk assessment

· Communication (high order, including relating well with range of people)

· Ability to facilitate and chair meetings

· Negotiation/conflict management skills

· Assertiveness skills

· Understanding of the issues involved if required to deal with the media (when the Network Coordinator is unavailable).

· Working cooperatively

· Report writing skills

· Agenda setting/prioritising

· Being able to draw upon one’s personal experience and be able to transfer this into statements that are relevant globally. 

Knowledge
· Meeting procedures

· Employer responsibilities particularly legal, Workplace Health and Safety, and EEO

· Legal requirements of Associations Incorporation Act 1981

· Insurance requirements of community organisations

· QDN’s rules, values, vision, aims, goals and policies

· QDN’s culture and history

· Understanding of QDN constituents

Values – Consistent with QDN’s values and vision, particularly
· Commitment to work towards achieving citizenship of people with disabilities

· Commitment to empowering QDN’s constituents and encouraging ownership and participation within QDN

Attitudes/Qualities

· Trustworthy and reliable
· Treat people with dignity and respect, be welcoming, and value individuality and differences

· Flexibility

· Desire to be part of a team and encourage others

· Light hearted approach.

These skills are not essential, however an ability and willingness to acquire these and a desire to increase knowledge and act for the good of QDN is advantageous.

Remember:  Support is available so that a MC member can perform this role (see section 1.2.2 for more information)

1.5
Role of Vice President 

The vice-president is to assist the position of President in carrying out his or her duties and takes delegation of some of the President’s responsibilities when the President is not available or when the President requests assistance.

The Vice President has responsibility for
· Taking the place of the President at official functions

· Chairing meetings when the President cannot be there

· Writing and signing official letters when the President is unable to do so

· Overseeing the MC monitoring and compliance system

· Being supportive to the President and providing advice, as the need arises.

Remember:  Support is available so that a MC member can perform this role (see section 1.2.2 for more information)

1.6
Role of Secretary

The Secretary is responsible for fulfilling the requirements of the Associations Incorporation Act 1981.  Their primary role is to ensure that the formal records of QDN are maintained.

The Secretary has responsibility for

· Performing the responsibilities as stipulated by the Association Incorporations Act 1981, including:

· Notify any change of the register office of the association within 1 month (section 17)

· Comply with a request from the Office of Fair Trading for a complete copy of the association’s rules (section 52

· Make the rules available to members if asked and if reasonable costs are met (section 53)

· Ensure that the rules are in printed legible form (section 54)

· Provide a certified copy of the audited financial statements to the Office of Fair Trading within 1 month of the adoption of the statements by the AGM (section 59)

· Notify the Office of Fair Trading of any change of president, secretary or treasurer within 1 month (section 68)

· Notify the Office of Fair Trading of any change of address of the secretary within 1 month (section 68)

· Provide the ‘return’ required by the Office of Fair Trading with the audited financial statements (regulation 11)

· Be one of the signatories for negotiable instruments e.g. cheques (regulation 12, schedule 5)

· Performing the responsibilities as delegated by the rules, including:

· Facilitate the safe storage of correspondence, other important documentation and QDN instruments (eg rules, policies, membership records, a register of the MC minutes and General Meeting minutes, copies of all reports, submissions made on or on behalf of QDN) 

· Ensure key correspondence is appropriately processed and filed.

· Ensure that membership applications and renewals are administered appropriately and on a timely basis

· Ensure that QDN has adequate Insurance Cover

· Ensure that Annual Financial statement once approved and signed by the MC, is forwarded to the QDN Auditor

· May be one of the counter signatories when using the common seal

· Give 14 days notice for any special MC meeting

· Call general meetings, including the Annual General Meeting in accordance with the rules

· In relation to MC meetings, 

· In conjunction with QDN President, ensure the setting, reproduction and circulation of QDN MC meeting Agenda and supporting documentation in a timely manner

· Ensuring that the minutes of each MC meeting are accurately taken in the agreed format, circulated to MC members prior to the meeting and ensure minutes are signed at the following MC meeting. 

· Ensuring that absent MC members who may have strong views on agenda items, have an opportunity to put their views.

· Ensuring appropriate support is provided to individual MC members as well as the suitable arrangement of rooms and facilities to encourage MC member’s participation.

· Reviewing at least annually, the meeting cycle eg place, date and time to suit the majority of the MC members

· Ensuring that the duties of the Public Officer in accordance with the Taxation Legislation are performed (including the annual lodging of self assessment for Income Tax Exempt Charity (ITEC) endorsement and the Deductible Gift Recipient (DGR) endorsement).

· Ensuring that all new QDN MC members receive a MC Governance Manual that incorporates the MC Orientation package, Rules and Strategic Plan.
· Ensuring that QDN is meeting all of the requirements of the Funding Bodies and Service Agreements.

· Acting in accordance with policies set down by the QDN MC.

· Being a signatory for cheques.

· Developing an appropriate working relationship with the Network Officer, to ensure the responsibilities of Secretary role are achieved within this governance model.

The Network Officer and administration staff of the association assist the Secretary in particular tasks for the smooth running of the MC.  

Remember:  Support is available so that a MC member can perform this role (see section 1.2.2 for more information)

Competencies Required

Skills
· Organisational

· Time management

· Listening

· Summarising

· Report writing and computer skills

· Delegation and working cooperatively

· Minute taking and circulation processes

· Agenda setting

· Document management and storage

Knowledge
· Meeting procedures

· Employer responsibilities particularly legal, Workplace Health and Safety, and EEO

· Legal requirements of Associations Incorporation Act 1981

· Insurance requirements of community organisations

· QDN’s rules, values, vision, aims, goals and policies

· QDN’s culture and history

· Understanding of QDN constituents

Values – Consistent with QDN’s values and vision, particularly
· Commitment to work towards achieving citizenship of people with disabilities

· Commitment to empowering QDN’s constituents and encouraging ownership and participation within QDN

Attitudes/Qualities

· Trustworthy and reliability

· Treat people with dignity and respect, be welcoming, and value individuality and differences

· Flexibility

· Desire to be part of a team and encourage others

· Light hearted approach.

These skills are not essential, however an ability and willingness to acquire these and a desire to increase knowledge and act for the good of QDN is advantageous.

1.7
Role of Treasurer

The Treasurer is responsible for ensuring that the finances of the association are managed in a responsible manner and legally acceptable and efficient manner.

The Treasurer has responsibility to:
· Perform the responsibilities as delegated by the rules, including:

· As soon as practicable after the end of each financial year, ensure a statement containing the following particulars is prepared:

· The income and expenditure for the financial year just ended

· The Association’s assets and liabilities at the close of the year

· The mortgages, charges and securities affecting the property of the Association at the close of the year (Clause 34.8)
· Ensure that the auditor’s statement is presented to the Secretary before the next annual general meeting following the financial year for which the audit was made.  The auditor’s statement needs to state that the audit has been conducted in accordance with the Australian Accounting Standards.  This report needs to be accepted by the Management Committee and signed appropriately for the Annual General Meeting. (Clause 34.10)
· Ensure that proper authority of a management committee member is authorised by Committee resolution and oversee and monitor the signatories to accounts, in accordance with Clause 34.4.
· Ensure the Management Committee decides the amount of petty cash to be kept in the account (Clause 34.6)
· Ensure that all expenditure is approved or ratified at a Management Committee meeting (Clause 34.7)

· Ensure that the income and property of the Association is used solely in promoting the Association’s objects and exercising the Association’s powers (Clause 34.11)

· All income is deposited in accordance with Clause 34.4

· In relation to MC meetings,

· Present annual budgets for the MC for ratification. 

· Ensure the preparation, and present monthly and quarterly financial statements to each MC, in such a way that Committee members understand the financial situation of the association

· Inform the Committee of any significant event, and/or situation likely to affect budgets and the financial condition of the association. 

· Ensure that the financial policies and procedures of the association and the delegations to the Network Coordinator are complied with and meet accounting principles, audit requirements and other legal requirements.

·  Develop an appropriate working relationship with the Network Coordinator, the accountant/bookkeeper and the auditor to ensure financial obligations are met in a timely manner as well as seeking ways to improve the financial systems of the association.

· Being a signatory for cheques.

· Ensure the safe storage of the association’s financial records, instruments and assets 

· Monitor the organisation’s insurance coverage to ensure that it meets legal obligations and advise the Secretary 

· Ensure the development of budgets with the Coordinator and monitor their operation and adherence.

· Act in accordance with the policies and procedures set down by the QDN MC.

Competencies Required

Skills:

· Understand the procedures involved in the day to day, monthly and annual accounting  system of the association – bookkeeping

· Ability to read a Balance Sheet, Income and Expenditure Statements, Budgets and financial reports prepared for external bodies

· Ability to work collaboratively with the Coordinator, Accountant/bookkeeper and auditor

· Information presentation skills

· Financial projections

Knowledge:

· Financial requirements of Associations Incorporation Act 1981

· Insurance requirements of community organisations

· QDN’s rules, values, vision, aims, goals and policies

· QDN’s culture and history

· Understanding of QDN constituents

Values – Consistent with QDN’s values and vision, particularly
· Commitment to work towards achieving citizenship of people with disabilities

· Commitment to empowering QDN’s constituents and encouraging ownership and participation within QDN

Attitudes/Qualities

· Trustworthy and reliability

· Treat people with dignity and respect, be welcoming, and value individuality and differences

· Flexibility

· Desire to be part of a team and encourage others

· Light hearted approach.

These skills are not essential.  However some understanding of bookkeeping is necessary with an ability and willingness to acquire these and a desire to increase knowledge and act for the good of QDN is advantageous.

1.8
Role of Public Officer

With the introduction of the “A New Tax System (Australian Business Number) Act 1997”, a non-profit entity must appoint a Public Officer for the purposes of being the authorised signatory and for making enquiries about its tax affairs with the Australian Taxation Office.  It is possible for the Public Officer to then delegate these authorities to other people in the organisation.

The MC is required to appoint the Public Officer, though the officer does not have to be a Committee member.  It has been QDN’s practice to appoint the Network Coordinator to this position.  The MC confirms this appointment via a motion annually at the first MC meeting after the Annual General Meeting.   

Under the law, a change in public officer must be notified within 28 days after becoming aware of the change. The Network Coordinator will assist the completion of the correct form for the change of these details.      

QDN is eligible for Income Tax Exempt Charity (ITEC) and the Deductible Gift Recipient (DGR). Thus QDN is required to complete self-assessments for both each year.

1.10
Role of Sub-committees

Under Clause 20, the constitution provides the authority for the MC to create a subcommittee and delegate the whole or part of its powers to this group.  There are some specific clauses detailing procedures for subcommittees.  People not on the MC can be co-opted onto a Sub-Committee after a resolution of the Committee eg QDN members with specific expertise.
It is the practice of the QDN MC to only create subcommittees to perform a specific task within a set time period  eg the Governance Working Party.  This practice can change at the determination of the MC.

However if the MC decides to establish a sub-committee, it will:

· Identify the specific task that is to be performed
· Be clear about what decisions the Sub-Committee has been delegated to make.
· Keep membership of Sub-Committee small in size (three to five is ideal).
· Formally establish the Sub-Committee at a MC meeting and choose one member as a Chairperson to call meetings and co-ordinate the Sub-Committee’s activities.
· Make sure everyone is clear about what has to be done and who is going to do it and when.  The Chairperson is to ensure those minutes of each Sub-Committee meeting are taken and that these are made available to the next MC.

· The Sub-Committee is responsible to the full MC.

Proforma 1(example only):  
Management Committee Member - 
Annual Statement of Commitment 
 As an elected Queenslanders with Disability Network Inc (QDN) Management Committee (MC) member, I will:

· Upon election, familiarise oneself with the Management Committee’s responsibilities including participating in a Management Committee induction process.

· After each Annual General Election, agree to, complete, sign and submit:

· A Statement of Commitment outlining the role of a QDN Management Committee member, code of behaviour and conflict of interest procedure (see proforma at the end of this section)

· A Statement of Disclosure whereby a Management Committee member is asked to list any personal affiliations, professional affiliations, business dealings, dealings with other Committees/Boards etc that may lead to any real or perceived conflict of interest with QDN (see proforma at the end of this section).

· Be able to spend at least 2 hours a month to attend the Management Committee meeting

· Observe the rules of the QDN Management Committee and when unable to attend, send apologies

· Read reports and records of meetings

· Take part in making decisions

· Wherever possible, avoid conflict of interest. Where such conflict of interest might occur, and/or might be seen to occur, declare such conflict of interest prior to the discussion on any issue and abstain from voting on any matters relating thereto.  

· Upon nomination, or the filling of a casual vacancy – new or prospective, declare details on their employment, positions, memberships, committees, organisations, as are relevant to the assessment of this policy, and/or which could be of value or a valuable link to the QDN. 

· Take part in the development of planning calendars, schedules and possibly specific plans for the Management Committee

· Gain an understanding of important QDN documents eg constitution, policies and procedures and positional policy papers

· Maintain confidentiality about MC matters and speak with one voice – the decisions of the MC.  This requires self-policing of tendencies to stray from governance policies.

· Organise (if required) and participate in on-going professional Management Committee development processes

· Participate in Sub-Committees as required

· Provide leadership for the strategic directions of QDN Inc at the Annual Planning session

· Only communicate for QDN on behalf of the Committee when authorised by the MC in accordance with the MC Delegations (see Section 3, Responsibility 1.2).

· Refer any communication to the media to the President or Network Coordinator in accordance with the MC Delegations (section 3).

· When communicating for QDN on behalf of the Committee, the representative shall only state what the Committee has stated, unless the Committee has specifically granted further authority, and keep the President and Network Coordinator informed.

· Promote QDN in accordance with these policies, and its Mission and Aims.

· Other tasks as requested by the Committee

I have read the above and agree to abide by the outlined Statement of Commitment as a member of the QDN Management Committee.

	Name:
	

	Position:
	

	Signature:
	

	Date:
	


(It is also expected that the Network Coordinator would complete this form annually)

Proforma 2 (example only):  
Management Committee Member - 
Annual Statement of Disclosure 
(In accordance with QDN’s Privacy Policy, QDN is committed to ensuring the privacy of information collected in this statement.  It will be collected and stored in a secure file for 12 months.  It will be compiled along with all Board members and Network Coordinator’s Disclosure forms into a report for the Board.  This written report will ONLY be made available to Board members and the Director for the purposes of transparent governance.  At the completion of the 12 month period (estimated to be after the next Annual General Meeting), it will be destroyed). 

	Name:
	

	QDN Management Committee Position:
	


I have been informed about QDN’s expectations of Management Committee members’ conflict of interest procedure (see Statement of Commitment) and I agree to bring to the attention of the Management Commmittee any real or perceived conflicts of interest that may arise during the course of my membership of the QDN Board.  

Such conflicts include, but are not limited to, personal affiliations, professional affiliations, business dealing, dealings with other boards and so forth.

I have current membership and/or actively involvement in the following types of organisations:

· Boards, Management Committees or Councils, (whether non profit, profit or government), 

· Political Parties

· Union

· Networks, Advisory Groups or other groups that impact upon social policy directions of QDN

	
	Name of Board, Management Committee, Council or organisation
	Position

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


Additionally, I agree to abide by the direction and decision rendered by the organisation.  I understand that the Management Committee reserves the right to seek further information.

	Signature:
	

	
	

	Date:
	


(It is also expected that the Network Coordinator would complete this form annually).

Management Committee Member Checklist 
to meet Governance Standards

(
Duty of good faith and proper purpose

As Board Member, you are required to be honest and loyal in the dealings with each other and the organisation.  You must comply with the spirit, as well as the letter of the law, and with this document.  This is a duty owed to the “organisation as a whole” – decisions must be made in the interests of the overall organisation.  
Reasonableness must be demonstrated in their decisions.  You as well as all Committee members, must not advance the interests of any one group whatever, but always make decisions purely in the interests of the organisation as a whole and for its purposes.

(
Duty of care and diligence

As a Board member, you can act carefully and diligently by:

· Being well prepared – read board paper in advance of meetings (and require staff to provide them)

· Attending all meetings with only limited exceptions

· Asking questions at those meetings and seek further information, especially if you do not understand the information presented

· Attending the office of QDN to see that it operates as the Committee is told it operates

· Attending functions and activities of the organisation, for the same reason

· Putting in place systems to check the compliance by the organisation with laws, policies of the committee and industry standards

· Not engaging in conduct likely to bring discredit to the organisation

· Providing leadership for the directions of QDN at the annual planning session and other planning activities of the Committee

· Ensuring your understanding of QDN’s strategic plan and organisational policies

· Participating in on-going professional Board development process

· Participating in Sub-Committees as required

· Performing other tasks as requested by the board

· Ensuring that QDN is meeting all of the requirements of the funding bodies and service agreements

· Assisting QDN to develop and maintain a quality system of management and review

(
Misuse of position or information, conflict of interest, and confidentially

As a Board members, you must not use the information obtain by being a member of the Committee, for any purpose other than for the business of the organisation.  Any information or document generated for the purposes of the Committee’s deliberation is deemed to be confidential unless specified by the Committee.  
You must abide by QDN’s conflict of interest procedures to avoid misusing your position in the following circumstances:

· Involvement in decision making while having a competitive or dual interest in a contract or transaction QDN is a party to

· Using confidential QDN information inappropriately

· Using QDN property inappropriately

· Misusing your office for personal gain

· Gaining personal financial benefits from QDN business relations

· Hiring staff or contractors who are closely associated or personally related

· Involvement in other organisations whose roles conflict with QDN mission and objectives (e.g. conflict of interest due to political affiliations)
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2.1
MC Decision Making

The decision-making process and delegations of a MC are fundamental to the Committee’s process.

The decision-making process of the Committee is set out in the Constitution Clause 19.8:  
“A question arising at the Committee meeting is to be decided by a majority vote of Committee members present at the meeting and if, the votes are equal, the question is decided in the negative”.
The constitution also clearly states that 
“if a Management Committee member must not vote on a question about a contract or proposed contract with the Association if the member has an interest in the contract or proposed contract, and if the member does vote, the member’s vote must not be counted”.   (Clause 19.9)

2.2
MC meetings

The MC meeting is critical as it is the main opportunity for Committee members to:

· Obtain and exchange information with the Network Coordinator

· Obtain and exchange information with each other; and

· Make decisions.

The MC meeting agenda is important as it shapes the information flow and subsequent discussion at each meeting.

2.2.1
Meeting frequency

In accordance with the constitution (Clause 19.2), 
“meetings of the Management Committee shall be held as often as may be necessary to properly conduct the business and operations of the Association, and at least once in every four months”. 

It has been the practice of QDN MC to meet each month except in the month of December.

After the Annual General Meeting and in consultation with current MC members, a schedule of dates for MC meetings over the coming twelve-month period is determined.   

Alternatively, “a special Management Committee meeting must be convened when the secretary receives a written request signed by at least 33% of the Management Committee members.   This written request must state why the special meeting is being called and the business to be conducted at the meeting” (Clauses 19.5 and 19.6).  “The secretary must give each Management Committee member at least 14 days notice of a special Board meeting”.  (Clause 19.10) and the constitutional requirement of Clause 19.11 must be met. 

Monthly MC meetings are normally held at QDN’s offices.  Whilst it is envisaged that these will be physical meetings, “the Management Committee must decide how a meeting is to be called” eg the meeting may be convened electronically (Clause 19.3).

2.2.2
Attendees

Attendees will comprise all MC members and the Network Coordinator who is a non-voting member.  The Network Coordinator can be asked to leave the meeting at times when they have a conflict of interest in a matter under discussion/decision by the MC.

Support people eg support workers, note takers and minute secretary may be invited to regularly attend MC meetings, for the purpose of assisting Committee members and contributing to the smooth running of the meeting.  These people will be invited in accordance with QDN policies and within budget constraints.

Other parties eg other association members and government representatives may be invited to attend a part of a Board meeting to provide relevant information to assist the MC make a decision.  This invitation will be extended after resolution by the MC or at the President’s direction after Executive consideration.

2.2.3
Quorum

In order for a decision of the MC to be valid, a quorum of MC members must be present.  According to the constitution, “more than 50% of the members elected or appointed to the Committee as at the close of the last general meeting form a quorum” (Clause 19.7).  

eg there needs to be five members present, if there is a nine member MC. 

Remember that the Network Coordinator is non-voting and cannot be counted as a part of the quorum. 

2.2.4
Conduct of meetings

The President, chairing the meeting, will determine the degree of formality required at each meeting while maintain the decorum of such meetings.  As such, the President will:

· Ensure that all members are heard;

· Retain sufficient control to ensure that the authority of the chair is recognised – this may require a degree of formality to be introduced when it is required to make progress;

· Take care that the decisions are properly understood and well recorded; and

· Ensue that the decision and debate are completed with a formal resolution recording the conclusions reached.

2.2.5
Meeting cycle

At QDN, the focus of the MC meeting changes bi-monthly between:

· a business focus and 
· an information focus that may result in discussion about strategic matters.  

A Business meeting includes:

· Membership applications

· Correspondence 

· President’s Report

· Secretary’s Report

· Treasurer’s Report, including financial statements

· Network Coordinator’s Report

An Information meeting can includes:

· Strategic planning and review

· Induction of membership of MC
· Compliance and monitoring issues

· Discussion of critical moments of projects when necessary

· Strategic Policy positions

Regardless of whether the meeting is an organisational business or an information and strategic focus, each MC member will receive the following papers via email by 5pm, the Friday before the MC meeting: 

· Agenda 

· Minutes of Previous Meeting

· New membership applications list (Business bi-monthly)

· Treasurer’s Report (Business bi-monthly)

· Network Coordinator’s Report (Business bi-monthly)

· Other papers prepared for the Information and Strategic meetings

2.2.6
Decision Making of Management Committee Without Meeting
Under Clause 22, “a written resolution signed by each member of the Management Committee for the time being entitled to receive notice of a Committee meeting is as valid and effectual as if it had been passed at a Committee meeting that was properly called and held”.  

This constitutional clause provides a mechanism for any urgent decision making that cannot wait until the next MC meeting.

The written resolution is often called a ‘flying minute or a like-document with a written resolution’ and it is circulated to each MC member.    Once receiving the flying minute, the MC member should respond to it within the stipulated timeframe.
It is QDN practice that the President approves each flying minute, prior to its circulation.  However, Clause 22.2 does allow a written resolution to be circulated provided that it is signed by one or more members of the MC.   
All MC members approving the action must sign the flying minute and return it.  Generally, this approval will be effective when a copy (including facsimile copy or return email) of the resolution is received from each MC member.

The collated copies of returned resolutions shall be the record of the decision until the next MC meeting.  At the MC meeting, immediately following the ‘flying minute’, the decision made shall be ratified and entered in the minutes as a single entry.

Where a quorum of MC members do not approve a ‘flying minute’, the item is deferred to the next MC meeting.

2.3
MC meeting agenda and associated documents

2.3.1
Committee papers

As mentioned in 2.2 MC Meeting Cycle, committee papers at a minimum, must contain:

· Agenda 

· Minutes of Previous Meeting

· New membership applications list 
· One page Financial Summary 

· Treasurer’s Report (quarterly)

· Network Coordinator’s Report 
· Other papers prepared for the Information meetings

These papers will be prepared and distributed the Friday prior to a MC meeting. The coordination of the preparation and distribution of these papers is performed by the Network Coordinator under the direction of the Secretary. 

2.3.2
Format of Agenda and its preparation

A formal agenda is an important part of the Committee meeting because it shapes the information flow and subsequent discussion.  An agenda will be prepared for each Committee meeting.  
The Committee meeting agenda will generally follow the format outlined below for both the Business Meeting and the Information meeting:

	Agenda Items
	 Business
	Information

	Welcome and apologies

a)
Dealing with experiences (facilitated) (1 hour)
	(
	(

	Agenda Setting and Prioritisation (1 hour for remaining agenda)
	(
	(

	Minutes of previous meeting (organisational business)
a) Business arising

b) Action List

c) New Members
	(
	

	OR 

Minutes of previous meeting (information and strategic)
	
	(

	General Business – example of topics are:
a) Staff

b) Consultant

c) Budget

d) AGM

e) Gathering

f) Communication
	(
	

	Reports
a) President

b) Treasurer

· Quarterly Report
c) Network Coordinator

d) Others
	As required

(
(
	(

	Information Topics or Strategic Discussions – example of topics are:

a) Budget till end of year and priorities

b) Professional development for Management Committee

c) Positional papers
	
	(

	Correspondence
	(
	

	Next Executive Meeting
	(
	(

	Next Committee Meeting
	(
	(


The Secretary prepares a draft agenda and forwards it to the President.  The President then consults with the Network Coordinator and other executive members at the Executive meeting (held one week prior to MC meeting).  The draft agenda is then finalised in detail by the President.  This could occur simultaneously at the previous Executive meeting.
The agenda is circulated with committee papers the Friday prior to the MC meeting.  
If a MC member wants to add an item to the agenda, they need to advise the Secretary 14 days prior to a MC meeting.

2.3.3
MC minutes

The rules of all association should require “full and accurate minutes of all questions, matters, resolution and other proceedings of an incorporated association’s meeting to be accurately recorded”.  This includes:

· Name of association

· Date, place, opening and closing time and type of meeting

· Name of chair

· Record of those present and apologies

· Confirmation of previous minutes

· Record of an motions, resolutions and amendments and their fate (passed, rejected, lapsed or adjourned etc)

· Approval or ratification of the Treasurer’s report (two motions)

· Noted of copies of any reports tabled

· Procedural motions such as adjournments, personal explanations, and

· Signature of chairperson, once accepted by Committee.  
2.3.4
Explanation of common agenda items

Matters arising from the minutes

This item will normally cover any point from the previous minutes about which any attendee requires further information, or a progress report, and which will not be raised in the main body of the meeting.

Major correspondence

The Secretary with the assistant of the Network Coordinator prepares a list of all incoming and outgoing correspondence for inclusion relevant to the MC business.  This list is included in MC papers.  

New Membership Applications
All new membership applications are tabled at the bi-monthly Business MC meeting.  
These memberships are accepted/rejected, moved and seconded, and passed by the MC.

Treasurer’s Report

The Treasurer provides a written quarterly report on income and expenditure.  

At each Business MC meeting, the Treasurer provides 
· Payment and Deposits Listing
The Treasurer’s written report is moved, seconded and passed by the MC.

The Treasurer will also provide a verbal declaration about the state of the organisation’s finances and any concerns that they believe need to be bought to the attention of the MC.  

In addition, special financial reports may be presented about specific financial matters.  Eg seeking approval for expenditure items outside of the approved budget, purchasing capital items, annual budget.  

Network Coordinator’s Report

The Coordinator’s report is a key component of the Committee meeting.  It is structured to report against the Operational Plan which is linked to the strategic plan of QDN.  This report incorporates all work conducted by all staff (paid and unpaid).  It is through this report that members are kept informed of QDN activities.  The report is provided in a written format and must be included in the papers circulated before the meeting.

Other business can be included in this report like:

· Application for additional funding

· Any risk management issues

Meeting evaluation

As part of its commitment to improving Committee process, the last item on the Committee agenda will be an evaluation o the meeting’s progress.  At the end of each meeting, one person will be designated to present a brief evaluation of the Committee’s performance at the meeting.

2.4
MC calendar

In order to provide an even distribution of work over the year, the Committee will adopt a rolling twelve-month Committee calendar.  Included will be all scheduled Committee and sub-Committee meetings, as well as major organisational and Committee activities to be carried out in the month in question.

Below is the template that is amended each year.  It is finalised and circulated to all MC members within two months of the Annual General Meeting.

	Insert Year eg (2005/2006)

	Month
	Date
	Type
	Specific Agenda Items

	Jan
	
	Exec
	

	
	
	Bus/Info
	Preliminary discussion about Annual Priorities

	Feb
	
	Exec
	

	
	
	Bus
	Formal strategic review and determine Annual Priorities
Quarterly Financial Review of Budget (Oct – Dec 05)

	Mar
	
	Exec
	

	
	
	Info
	Network strategy/governance

	April
	
	Exec
	

	
	
	Bus
	Review of Operational Plan

	May
	
	Exec
	

	
	
	Info
	Review draft budget/review AGM strategy
Quarterly Financial Review of Budget (Jan – Mar 06)

	Jun
	
	Exec
	

	
	
	Bus
	Ratify Chart of Accounts and Annual Budget

	Jul
	
	Exec
	

	
	
	Info
	Review constitution and policy compliance schedule

	Aug
	
	Exec
	

	
	
	Bus
	Review membership fee, membership recruitment, succession planning for membership of MC 
End of Year Financial Review of Budget (Jul 05 – Jun 06)

	Sept
	
	Exec
	

	
	
	Info
	Prepare for AGM – MC roles at meeting; approve the Independent Auditors Report prior to AGM

	Oct
	
	Exec
	

	
	
	Bus
	AGM, including appointment of Auditor

	Nov
	
	Exec
	

	
	
	Info
	Completion of Statement of Commitment and Disclosures forms, Election of Office Holders (Executive); approval of signatories on any bank account, appointment of ATO Public Officer; Induction for committee members
Quarterly Financial Review of Budget (Jul – Sep 05)

	Dec
	
	Exec
	

	
	No meeting
	Christmas Party instead


2.5
MC Sub-Committees

QDN MC will have the following Sub-Committees:

· Executive

The role of the Executive and some information about sub-committees is outlined in Section 1 of this document.  
Other Sub-Committees (or sometimes known as working groups) may be formed by the MC on a needs basis to perform the work of the MC.  

It is important to clarify the distinction between MC Sub-Committees and other groups performing the operations work of QDN.  If a member of MC is participating in a working group that is the responsibility of the Network Coordinator eg in their Operational Plan, it is important to recognise that they are participating because they are a QDN member, NOT a member of the QDN MC.  When this occurs, the QDN member is required to take direction from the Network Coordinator.
2.6
MC protection

As a general rule, a MC member has two key areas of protection – the right to information and the ability to insure against specific risks of being a Committee member.  Therefore the following measures of Committee member protection will apply.

2.6.1
Information seeking protocol

MC members will adhere to the following protocol when seeking information:

1. Approach the Secretary to request the required data.

2. If the data is not forthcoming, approach the President

3. If a resolution is still not forthcoming, write a letter to all MC members and the Secretary detailing the information required, the purpose of the information, and who the MC member intends to approach in order to obtain the information.

4. A decision needs to be made by the MC with appropriate instructions issued.

2.6.2
Access to Committee papers and legal advice

The complete set of MC papers are held in a secure place in the association on behalf of each Committee member (individually) for a period of seven years.

Ex-MC members are entitled to access the papers for the period when they were a MC member, on written request to the Secretary, and resolution at a MC meeting. 

2.6.3
Insurance

A copy of the directors’ and officers’ (D&0) policy is available for members of the MC for their perusal.  Any changes to the policy will be provided to each member.

2.7
MC evaluation

As a matter of principle, the MC is committed to the ongoing development of both individual MC members and the MC as a whole.

Each member of the MC will conduct an evaluation of its performance.  The objective of this evaluation is to provide best practice of the MC of QDN.  The MC annually will decide what is the appropriate process will be used.   

The President will action the process and obtains any assistance required.  

The evaluation will be undertaken in August – September.  The findings of the evaluation will be tabled at the last meeting before the Annual General Meeting.  

Any changes to MC policies and procedures as a result of the evaluation will be integrated into this MC Charter.

2.8
MC remuneration

Each MC member is a volunteer within the association.  However QDN is highly committed to ensuring that MC members have the appropriate supports in place for them to be able to actively participate in the MC processes.  

Thus, QDN will reimburse out-of-pockets expenses associated with a member of the MC performing MC duties.  These out-of-pocket expenses can include:

· Travel including taxi fares

· Accommodation

· Telephone calls

· Internet usage

· Postage

· And all other reasonable expenses

QDN will either directly pay for these expenses or a MC member must submit adequate documentation (eg Tax invoices) of these expenses using the appropriate financial forms, for reimbursement.

If you have any queries, please contact the Treasurer or the Network Coordinator to discuss possible expenditure items or arrangements.

If for some reason, the services of a MC member are engaged by the association for a fee, prior approval must be obtained from the MC.  It may require the standing down or resignation of the MC member if this arrangement is long standing or of a considerable quantity.

3.6 MC development

To be developed at a later date.
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3.1
Management Committee responsibilities and delegations to Executive and Network Coordinator
Introduction
This section focuses upon the Management Committee (MC)’s eight responsibilities.  Under each responsibility, specific tasks have been identified that have to be performed by the MC or tasks specifically delegated to the Executive and the Coordinator.

Performance indicators have also been identified for each task.  These indicators identify what needs to happen to show that these tasks have been performed.  They could be used as a checklist annually to demonstrate the MC has fulfilled its responsibilities. 

There has been some debate about how to structure this section.  One way was to list all the tasks for the MC, then the Executive and then the Coordinator under each responsibility.  This format made to difficult to easily see the relationship of the delegations between the three groups for a specific task.  Thus it was decided to group common tasks under a common sub-heading in a responsibility and under this sub-heading, list the tasks for the MC, the Executive and the Coordinator.  

For example, under Responsibility 1:   Setting and Regularly Reviewing QDN’s Strategic Direction, there are three sub-headings:

1.1
Strategic planning and service delivery

1.2
Public image

1.3
Funding applications 

Under each of these sub-headings is detailed the tasks and performance indicators for the MC, the Executive and the Coordinator.  

It is acknowledged that the downside of this structure is that one cannot clearly see all the MC tasks together or all the Executive tasks together.  Once this document is trialled for some time, the MC may be in a better position to know what structure would serve them best.

Responsibility 1:  
Setting and Regularly Reviewing QDN’s Strategic Direction 

3.6 Strategic planning and service delivery

	Management Committee (MC) Responsibilities
	Performance Indicators

	· Ensure the direction of the organisation is in line with its Mission, Motto, Values and Strategic Plan and within the objects of the Constitution
	· Review the Mission, Motto, Values and renew the Strategic Plan every 5 years (by 2006)

· Approve Annual Priorities 

· Note the development of Annual Operational Plan 

· Monitor the progress of Annual Priorities via Operational Plan bi-monthly reports

· Endorse monthly Executive decisions and action list

	Executive Delegated Responsibilities
	Performance Indicators

	· Coordinate the processes for reviewing the Mission, Motto, Values and renewing the Strategic Plan 
	· Complete review of Mission, Motto, Values and renewal of Strategic Plan every 5 years (by 2006) 

	· Coordinate the process for determining the Annual Priorities
	· Complete determination of Annual Priorities

	· Ensure the Annual Operational Plan meets the Annual Priorities
	· Check Annual Operational Plan to ensure it meets Annual Priorities

	Coordinator Delegated Responsibilities
	Performance Indicators

	· Provide relevant data and assist in the implementation of the process for reviewing the Mission, Motto, Values and renewing the Strategic Plan
	· Assist the Executive to ensure completion of the review of Mission, Motto, Values and renewal of Strategic Plan every 5 years 

	· Provide relevant data and assist in the implementation of the process to determine the Annual Priorities 
	· Assist the Executive to ensure determination of  Annual Priorities 

	· Develop Annual Operational Plan to achieve Annual Priorities
	· Present Annual Operational Plan to Executive for checking

· Present bi-monthly progress reports against the Operational Plan indicating achievements and issues in achieving Annual Priorities


1.2 Public Image (meaning QDN’s name, goals, image and reputation)

	MC Responsibilities
	Performance Indicators

	· Ensure any public statement on behalf of QDN does not damage QDN’s public image


	· Approve any public statement that may be contentious or impact adversely upon QDN’s public image

	· Ensure that any person representing QDN does not damage QDN’s public image


	· Appoint the President, Coordinator or a nominated person to be the spokesperson to make public statements about a specific topic 

NOTE:  A spokesperson must make public statements within the Mission, Motto, Values and policy positions of QDN 

· Endorse QDN’s membership of  any external group that produces positional papers and/or runs public campaigns

· Approve QDN representatives at any meeting related to QDN’s funding, QDN’s public events, Ministerial meetings and speakers at conference

·  Compile “List of Names of QDN Representatives on External Groups” annually

· Take appropriate action (eg revoke delegation, remind person of their obligations under the Statement of Commitment) when a public statement or public representation has damaged or is seen as likely to damage QDN’s public image

	Executive Delegated Responsibilities
	Performance Indicators

	· Monitor QDN’s public image to ensure no damage


	· Keep a file on QDN’s public statements and participation in external groups to ensure QDN’s public image is upheld. (President)

· Guide the Coordinator about the strategic impact of membership of external groups (President)

· Report behaviour of concern to Management Committee (President)

	Coordinator Delegated Responsibilities
	Performance Indicators

	· Advise on the impact of any public statement on QDN’s public image


	· Keep President informed of activities and in particular, any concerning behaviour, when QDN’s public image could be damaged. 

· Prepare or assist in the preparation of public statements

	· Participate or ensure participation in MC endorsed external groups 


	· Recommend QDN membership of external groups after investigation of who is involved and the alignment of these groups to QDN.

· Organise appropriate participation by other staff or QDN members in external group meetings/events.

· Participate in meetings about QDN’s funding, QDN public events, Ministerial meetings and speak at conferences, with approval of the MC 


3.6 Funding applications

	MC Responsiblities
	Performance Indicators

	· Ensure any funding application is in the best interests of QDN and aligns with the Strategic Plan and Annual Priorities, and the capacity of the organisation.
	· Approve any submission for recurrent funding 

· Approve any submission for non-recurrent funding outside of Annual Priorities but within QDN’s Vision and Values

· Approve signing of service agreements for recurrent funding and non-recurrent funding outside of Annual Priorities

	Executive Delegated Responsibilities
	Performance Indicators

	· Approve any funding applications (submissions) applying for non-recurrent grants that is within the Annual Priorities
	· Record the approval of any funding submission for non-recurrent grants within Annual Priorities in Executive Decisions and Action List

	· Sign funding agreements (contracts) for non-recurrent funding (if no common seal is required – see Responsibility 4)
	· Record the signing of any funding agreements for non-recurrent grants in Executive Decisions and Action List

	Coordinator Delegated Responsibilities
	Performance Indicators

	· Identify potential funding sources and prepare funding applications (submissions)

· Once funding application is approved by Executive, ensure funding applications is signed and submitted it in a timely manner
	· Seek Executive approval for any funding submission for non-recurrent funds within Annual Priorities

· Seek MC approval for any submission for non-recurrent funds  

· Seek MC approval for the submission of a non-recurrent funding outside of Annual Priorities

· Record of all successful and unsuccessful funding applications 


Responsibility 2: 
Demonstrate leadership that safeguards the QDN spirit and values, and inspires members and staff to live its values, spirit and culture

2.1
Appropriate behaviour and interaction

	MC Responsibilities
	Performance Indicator

	· Ensures MC members’ behaviour and interaction is appropriate at all times, including:

· Meetings

· Publicly

· Email, and

· Phone 
	· Each MC member signs the Annual Statement of Commitment and Statement of Disclosure

· Each MC member declares any conflict of  interest prior to discussion at a meeting

· Each MC member promotes QDN in accordance with its values and Strategic Plan.

	Executive Delegated Responsibilities
	Performance Indicator

	· Monitor MC behaviour and interaction to ensure it is appropriate at all times 
	· Take appropriate action if behaviour and interaction is inappropriate and record action taken in Executive Decisions and Action List

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Ensure their behaviour and interaction is appropriate at all times
	· Report any concerns about inappropriate behaviour and interaction to the President


2.2
Enabling an open, participatory organisational environment

	MC Responsibilities
	Performance Indicator

	· Create an organisational environment where people feel free to talk openly and honestly by ensuring the following Principles Enabling Participation are enacted throughout the organisation:

· People are clear about what they are expected to do and what others expect of them

· Everyone has an opportunity to have their say

· Differences are acknowledged and resolved where possible

· Meetings are conducted in a professional manner

· Materials are provided in a timely fashion (at least 2 days beforehand) using an appropriate format

· Meetings are held in appropriate venues, with appropriate support to enable participation
	· Approve a “Checklist of the Minimum Level of Support for all QDN’s Meetings/Events” annually to ensure the Principles Enabling Participation are implemented

· Approve expenditure for Reasonable Adjustment in the Annual Budget to enact the Principles Enabling Participation.

· Evaluate MC meetings regularly and make changes as necessary 

· Act on Executive recommendations about the implementation of Principles Enabling Participation at QDN activities and meetings, as required 

	Executive Delegated Responsibilities
	Performance Indicator

	· Create a MC environment where Committee members feel free to talk openly and freely, using the Principles Enabling Participation
	· Recommend changes to Principles Enabling Participation and the Checklist for Minimum Level of Support, based on evaluation reports

· MC members are satisfied with support provided to participate

· Facilitate the evaluation of MC meetings, using the Principles as criteria (President)

· Monitor evaluation reports of QDN’s activities and meetings

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Create staff working environment where staff feel free to talk openly and freely, using Principles Enabling Participation


	· Prepare the Annual Budget with an allocation for Reasonable Adjustments

· Prepare a Checklist of the Minimum Level of Support for QDN’s meetings and events annually

· Staff member/s are satisfied with support provided

· Staff meetings are evaluated, using the Principles as criteria

	· Ensure all QDN activities and meetings are organised using the Principles Enabling Participation and the Minimum Level of Support Checklist
	· Evaluate QDN activities and meetings, using the Principles as criteria

· Provide evaluation reports of QDN activities and meetings to Executive


2.3 Complaints (excludes staff grievance and dismissal – Responsibility 8)

	MC Responsibilities
	Performance Indicator

	· Ensure complaint policy and procedures are current, promoted and accessible. 
	· Review and approve complaints policy and procedures at least every 3 years

	· Ensure complaints are handled within the Policy and Procedures 
	· Monitor the number of complaints quarterly and record corrective action if required in MC minutes

	· Perform role in resolving complaints when required
	· Assess and respond to any unresolved complaint if Executive has a conflict of interest.  Complaint can be internal, external or a QDN member

	Executive Delegated Responsibilities
	Performance Indicator

	· Perform role in resolving complaints when required
	· Assess individual compliments and complaints and determine appropriate process and monitor implementation, in accordance with policy and constitution (Vice-President)

· Keep Executive members up-to-date with complaints and compliments received and advise on appropriate action (Vice-President)

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Promote and implement the complaints policy and procedure

· Receive compliments and complaints feedback

· Act on Vice President’s directions in responding to compliments and complaints feedback
	· Notify Vice-President of individual  compliments and complaints to receive directions

· Provide report to MC on number and type of compliments and complaints quarterly


Responsibility 3:  
Make sure that QDN remains viable

3.1
Governance

	Management Committee Responsibilities
	Performance Indicator

	· Ensure all MC members have a shared understanding of QDN’s governance 
	· Review and approve the MC Charter annually (Date recorded in the footer)

· Attend Annual Induction of MC members  induction 

· MC members are familiar with the Charter (this document)

	· Ensure appropriate leadership is available to remain viable into the future
	· Develop and implement MC recruitment strategies

· Develop and implement leadership development opportunities for members

	· Undertake annual review of governance risks and plan appropriate action
	· Annually assess governance risks and taken the necessary corrective actions

	Executive Delegated Responsibilities
	Performance Indicator

	· Facilitate the process of updating the MC Charter annually
	· Completion of annual update (Record of date in footer)

	· Facilitate the process of MC members developing a common understanding of QDN’s governance
	· Conduct MC induction (President)

· Use MC Charter to guide all business and processes of the MC

	· Ensure that the annual assessment of governance risks is undertaken
	· Annual risk assessment of governance risks completed

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Assist Executive updating the Charter, induction and annual governance risk assessment 
	· Assistance provided upon request

· Work within the QDN Charter


3.2
Organisational membership

	MC Responsibilities
	Performance Indicator

	· Perform responsibilities as detailed in constitution, including determining membership fee and approving or rejecting new membership applications


	· Determine and review the membership fee and decide when it is payable

· Discretionally wavier the application fee from time to time

· Approve or reject  each new membership application 

	· Ensure that QDN has appropriate membership throughout Queensland
	· Annually review analysis of current membership and develop and implement membership strategies as necessary, including changes to the Constitution

	Executive Delegated Responsibilities
	Performance Indicator

	· Secretary fulfils their responsibilities as outlined in the constitution, including that membership applications are administered appropriately and in a timely manner
	· Secretary checks that new membership and renewal applications are processed appropriately and timely

· Secretary signs acceptance/non acceptance letters to membership applications 

· Secretary checks the membership records for accuracy 

· Secretary provide an analysis of   membership annually (prior to AGM)

· Secretary performs other duties in accordance with the constitution

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Supervises  the administration of  new membership and renewal applications
	· Provide Secretary with new membership applications for approval at bi-monthly MC meetings

· Makes sure the membership database is current and accurate

· Provides data to the Secretary for an annual analysis of membership.  

· Make sure the acceptance/non acceptance letters to membership applications is prepared for Secretary’s signatory 


3.3
Risk management

	MC Responsibilities
	Performance Indicator

	· Ensure that QDN is minimising its level of risk as best as possible
	· Approve and review Risk Management Policy and plan annually

	Executive Delegated Responsibilities
	Performance Indicator

	· Monitor the risk management approach taken by the organisation
	· Keep a watchful eye upon QDN activities to minimise risks

· Guide Coordinator when appropriate

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Ensure that Risk Management Policy and procedures are operationalised for all of QDN’s activities
	· Seek advice from Executive when appropriate

· Present review of the annual risk management plan to MC annually

· Undertake a risk management assessment for all new activities when required and implement preventative actions, with staff


Responsibility 4: 
Meet any legal obligations

4.1 Office of Fair Trading (Incorporations Association Act)

	MC Responsibilities
	Performance Indicator

	· Ensure all requirements are met with the Office of Fair Trading (OFT)
	· Authorise the signatory of all legal documents with the common seal 

· Sign and send all necessary documents to  the OFT annually

	Executive Delegated Responsibilities
	Performance Indicator

	· Secretary fulfils their responsibilities outlined in the constitution and the Incorporation Associations Act 1981
	Notify the OFT within 1 month of any change of:

· the registered office of the association (s. 17)

· president, secretary or treasurer (s. 68)

· address of the secretary (s. 68)

Provide the following documents together, to the OFT within 1 month of the AGM:

· a certified copy of the audited financial statements adopted at the AGM (s. 59)

· Annual ‘return’ (reg 11)

Other OFT tasks:

· Comply with a request from OFT for a complete copy of the association’s rules (s. 52)

· Make the rules available to members if asked and if reasonable costs are met (s. 53)

· Ensure that the rules are in printed legible form (s. 54)

· May be one of the counter signatories when using the common seal

· Be one of the signatories for negotiable instruments e.g. cheques (reg 12, schedule 5)

· Call special MC meetings and general meetings in accordance with the constitution’s rules 

· Perform other tasks as detailed in this document, the constitution, or the Incorporations Associations Act

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Oversee the preparation of document to meet legal requirements of OFT
	· Prepare and present OFT documents to Secretary

· Assist the Secretary to meet their legal obligations as required


3.6 Commonwealth and State legislation, and law

	MC Responsibilities
	Performance Indicator

	· Review and approve amendments to policies (mentioned in this document) if legislation changes
	· Policies updated with latest legislation changes

	· Ensure that Australian Tax Office (ATO) requirements are met
	· Appoint Coordinator as ATO Public Officer

	· Ensure that requirements of the Disability Services Act (DSA) 2006 & ISO 9000 are met.
	· QDN maintains its accreditation as an accredited disability service as per the DSA 2006.

	Executive Delegated Responsibilities
	Performance Indicator

	
	

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Monitor changes to legislation and notify MC if any policies have to be changed as per the ISO 9000 and Disability Service Act 2006.
	· Amend policies as required and present to MC for approval



	· Accept and fulfil responsibilities of ATO Public Officer
	· Complete and sign self assessment ITEC and DGR forms annually


3.6 Industry standards

	MC Responsibilities
	Performance Indicator

	· Ensure compliance with any relevant industry standards 
	· Decide the external quality assurance management system for the organisation

· Receive internal audit reports about the quality assurance management system annually and ensure corrective action is taken

· Receive external audit reports as required by industry standards and ensure corrective action is taken

	Executive Delegated Responsibilities
	Performance Indicator

	· Monitor the audit processes in accordance with MC’s directions
	· Complete audit processes both internal and external 

· Keep a watchful eye on the implementation of necessary corrective action

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Supervise the development and implementation of a quality assurance management system that meets industry standards
	· Develop relevant policies and implement processes 

· Provide internal audit report  

· Provide external audit report

· Implement corrective action when required


Responsibility 5: 
Make sure QDN’s financial management is accountable, open and transparent.

5.1
Financial framework

	MC Responsibilities
	Performance Indicator

	· Ensure financial policies and procedures are current and compile with legal, legislative and accounting requirements, and the Constitution   
	· Approve reviewed financial policy and procedures at least every three years or as required

· Determine financial limits eg petty cash, expenditure outside budget

	· Ensure the computerised accounting system is effective in meeting QDN’s financial needs
	· Approve the computerised accounting software and any upgrades

· Approve Annual Chart of Accounts in May (with budget)

	· Ensure that an Independent Auditor is appointed annually at the AGM
	· Complete process for appointment of  auditor at AGM 

	· Ensure auspice of unincorporated organisation’s project fits within QDN’s constitution and its operational capacity
	· Approve auspice (including auspice and management fee percentage)

	Executive Delegated Responsibilities
	Performance Indicator

	· Monitor the day to day financial practices and systems 
	· Recommend any changes to the computerised accounting software (Treasurer)

· Approve any addition to the Chart of Accounts as required during the year (Treasurer)

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Oversee the implementation of financial systems and policy/procedures
	· Supervise/implement financial practices within the limits of the policies and procedures

· Recommend additions to Chart of Accounts to Treasurer as required

· Recommend auspice of an unincorporated organisation’s project to MC.


5.2
Budgets

	MC Responsibilities
	Performance Indicator

	· Ensure the Annual Recurrent Budget is developed consultatively and in a timely manner, to meet the Annual Priorities
	· Discussed draft Annual Recurrent Budget in May

· Approve Annual Recurrent Budget  in June

	· Ensure any project budget can effectively provide a service for QDN members
	· Approve non-recurrent, timeframed project budgets after notification of grant and amount

	Executive Delegated Responsibilities
	Performance Indicator

	· Treasurer ensures any budget is prepared in accordance with budget preparation procedure and meets Annual Priorities
	· Oversee the preparation of Annual Recurrent Budget and any project budget (Treasurer)

· Oversee the preparation of any project budget (Treasurer)

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Prepare budgets in accordance with budget preparation process


	· Present Draft Annual Recurrent Budget after consultation with staff to Treasurer.

· Present Draft project budgets after consultation with staff to Treasurer


5.3
Reporting

	MC Responsibilities
	Performance Indicator

	· Ensure the regular  monitoring of budgets and expenditure
	· Receive quarterly financial reports for information 

· Ratify deposits and payments quarterly
· Accept quarterly financial statements

· Monitor and review all budgets on a quarterly basis and approve variations if required

	· Ensure accurate and timely financial reports to funding bodies as required
	· Accept funding body reports eg Quarterly financial statements

· Approve audited reports for funding bodies prior to being forwarded

	· Ensure Association’s auditing is completed annually in accordance with constitution and funding agreements
	· Approve the Independent Auditors Report be tabled at the coming Annual General Meeting

· Approve the Independent Auditors Report at AGM

	Executive Delegated Responsibilities
	Performance Indicator

	· Oversees the monthly monitoring of all budgets and expenditure
	· Present monthly financial statements (Balance Sheet, Bank Reconciliation, Payment/Deposits Listing and Income/Expenditure YTD/Budget Statement)  to Executive for monitoring (Treasurer)

· Present accurate quarterly financial reports in a user friendly format to MC (Treasurer)

· Present report on Accrued Leave and Staff Relief Costs and committed funds to the end of financial year, in May (Treasurer)

	· Oversees the meeting of financial reporting obligations to funding bodies 
	· Present funding body reports eg Quarterly Financial Statements to Executive for ratification and signatory

· Present audited reports for grants to MC for approval and signatory

	· Oversees the Association’s Annual Audit (Treasurer)
	· Liaises with auditor at the completion of the audit for any feedback (Treasurer)

Secretary

· Ensure that Annual Financial statement once approved and signed by the MC, is forwarded to the QDN Auditor

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Supervises the day to day finances
	· Submit user friendly monthly and quarterly financial reports to Treasurer for analysis at monthly Executive meetings

· Distribute monthly financial reports to MC members

	· Supervises the preparation of financial reporting for funding bodies
	· Present funding body reports eg Quarterly Financial Statements to Treasurer for Executive ratification and signatory 

· Organise audits for specific projects to met funding requirements

	· Organises the Association’s audit 
	· Make sure the audit is completed, including preparation of accounts, organising the auditor


5.4
Recording

	MC Responsibilities
	Performance Indicator

	· Ensure QDN’s bank accounts are operated within constitutional rules


	· Approve any bank account (investment or cheque) before establishment

· Approve the President, Vice President, Secretary and a 4th  person as signatories on all QDN accounts (after AGM) (A member of the Association can be the 4th  bank account signatory)

	· Ensure the purchasing/payment of any item is in accordance with the constitution
	· Approve any expenditure item over $200 outside approved budget allocations

· Approve and sign prior to any leasing or rental arrangement

· Determine salary sacrifice system

· Monitor the return of  BAS, Group Tax, FBT and WorkCover statements, and superannuation payments to ensure accuracy and timeliness

· Determine Travel Expenses, petty cash limit and kilometre mileage reimbursements, , 

· Review insurance annually prior to payment

	· Ensure equipment and facilities are kept up-to-date
	· Monitor the assets register and depreciation annually

· Approve purchase of any asset over $200

	Executive Delegated Responsibilities
	Performance Indicator

	· Ensure the monthly finances are processed appropriately
	· Monitor the expenditure of any item over $200 above budget allocation

· Check insurance cover to make sure it is adequate (Secretary)



	Coordinator Delegated Responsibilities
	Performance Indicator

	· Ensure the day to day financial tasks are processed in accordance with the Finance Policy and Procedures
	· Approve each expenditure item within approved budget and up to $200 above budget allocation

· Report any expenditure above budget allocation to Executive

· Make sure that the processes with Bank accounts, receipting, banking, purchases, payments, salary payments, related salary payments, travel expenses, petty cash and emergency relief  assets and insurance are correctly implemented

· Present the return of  BAS, ATO, FBT and WorkCover statements, and superannuation payments to Treasurer


Responsibility 6: 
Make sure proper administration systems abide with policy and procedures, and are effective and efficient in the storage and retrieval of information.

	MC Responsibilities
	Performance Indicator

	· Ensure administrative policies and procedures are current and compile with  the Privacy Legislation, Workplace, Health and Safety and other relevant legislation and industry standards 
	· Approve and review policies that met legislative, industrial, funding and governance requirements at least every 3 years

· Maintenance schedule for equipment and facilitates kept up-to-date   

	Executive Delegated Responsibilities
	Performance Indicator

	Secretary

· Facilitate the safe storage of correspondence, other important documentation and QDN instruments 

· Ensure key correspondence is appropriately processed and filed.
	· Secretary check that the following documents are stored safely and securely 

· rules, policies, membership records, a register of the MC minutes and General Meeting minutes, copies of all reports, submissions made on or on behalf of QDN, 

· Monitor the MC inward and outward correspondence files, checking that it is appropriately processed and filed

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Determine managerial operational practices and procedures within the limits of the policies
	· Prepare MC correspondence when required

·  Store and safely secure files and documents (paper and computer)


Responsibility 7: 
Make sure that the employer/workforce relations are fair, supporting, caring and just.

7.1
Workforce framework

	MC Responsibilities
	Performance Indicator

	· Ensure policies and procedures are current and compile with the SACS Award, Industrial Relations and other relevant legislation 
	· Approve and/or amend policies and procedures 

· Any changes to policies approved

	· Ensure the organisational structure, including the staff positions and reporting arrangements matches the work of the organisation 
	· Approve duties, position description, salary level and salary sacrifice arrangements of all positions

· Approve any consultancy project and the budget allocation 

· Receive advice and taken necessary action about staff satisfaction

	Executive Delegated Responsibilities
	Performance Indicator

	· Monitor the level of staff satisfaction
	· Advise when staff satisfaction is low (Vice-President)

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Prepare job descriptions and recommend salary classifications for all other staff positions

· Prepare proposed consultancy projects 
	· Present job descriptions and recommended salary classifications to MC for approval

· Present proposed consultancy project and budget allocation to MC for approval 


7.2
Recruitment and appointment of employees

	MC Responsibilities
	Performance Indicator

	· Ensure staff and consultants are employed within the Policy and Funding agreements
	· Establish a sub-committee for any recruitment process which makes recommendation to MC.

· Appoint Network Coordinator 

· Appoint all other staff except casual workers.  This includes any person to a permanent position, contract or consultancy arrangement.

	Executive Delegated Responsibilities
	Performance Indicator

	· Perform tasks as delegated by MC
	· Contract and letter of appointment signed by President

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Undertake delegated tasks to recruit and appoint staff
	· Participate in recruitment processes for all other staff positions 

· Recruit and appoint casual support workers and casual office staff (up to three months)

	· Ensure that all staff are aware of their salary term and conditions, policy and procedures at the commencement of their employment
	· Provide information when inducting new staff 

· Make sure that staff complete required paperwork at the commencement of their employment


7.3
Grievances and dismissal

	MC Responsibilities
	Performance Indicator

	· Ensure any staff grievance and/or dismissal process for a staff member and a consultant are responded to in accordance with relevant Policy and Funding agreements

· Approve the issuing of the  3rd step in any dismissal process
	· Approve any step in the dismissal process of the Network Officer

· Receive notification of the existence of an industrial issue with any other staff member and the action that is being taken (no name is to be mentioned).

· Approve the issuing of the 3rd step in the dismissal process of any staff person approved

	Executive Delegated Responsibilities
	Performance Indicator

	· Respond to internal staff grievances in accordance with policy

· Issue 2nd warning in a dismissal process in accordance with the SACS Award
	· Resolve staff grievances within policy and procedure (Vice President)

· Assess individual staff performance after they have been issued with a 1st warning and issue a 2nd warning if deemed appropriate in accordance  with the SACS Award

· Advise MC of any industrial issue

· Seek MC approval for issuing of 3rd step in dismissal process

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Encourage staff to utilise the grievance process
	· Forward any grievance to Vice-President

	· Issue first waning in dismissal processes in accordance with the SACS Award
	· Notify Executive of issue of 1st warning in dismissal process in accordance with the SACS Award


7.4
Other workforce matters


	MC Responsibilities
	Performance Indicator

	· Ensure that a performance appraisal process is conducted for each staff member, in accordance with contract and policy

	· Accept Network Coordinator’s Performance Appraisal report (prepared by President)

· Note outcomes of all other staff performance appraisals 

	· Ensure that a training budget allocation has been made in the Annual budget. (see Responsibility 6)
	· Include allocation for training in Annual Budget

	· Ensure that staff leave entitlements are taken within SACS award
	· Approve/not approve any leave request beyond entitlements outlined in SACS Award

	Executive Delegated Responsibilities
	Performance Indicator

	· Provide support and monitor performance  of Coordinator (President)
	· Maintain close working relationship with Coordinator (President)

· Report results of Network Coordinator performance appraisal to MC (President)

	· Ensure Coordinator’s training activities are linked to their performance appraisal and organisational directions
	· Approve Coordinator’s training activities

	· Ensure Coordinator’s leave is taken in consideration of the activities of the organisation
	· Approve Coordinator’s leave

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Conduct regular supervision sessions with staff, giving direction and support 

· Conduct performance appraisals of other staff
	· Report outcomes of performance appraisal of all staff to MC

	· Ensure staff undertakes training based on needs identified through performance appraisal and supervision.
	· Provide staff training information in bi-monthly reports

	· Approve staff leave with consideration given to the least disruption of activities of the organisation 
	· Sign all leave forms


Responsibility 8: 
Being aware of the day to day operations of QDN and being available when necessary

	MC Responsibilities
	Performance Indicator

	· Ensure that each MC member has enough information and involvement to be aware of the day to day operations of QDN
	· Attend public events of QDN

· Maintain enough contact with the staff and other Board members to be aware of the activities of the organisation

	Executive Delegated Responsibilities
	Performance Indicator

	
	

	Coordinator Delegated Responsibilities
	Performance Indicator

	· Make sure MC members are invited to events
	· Welcome and introduce MC members as appropriate  at events


3.2
Strategic directions

The Mission, Motto, Values and Strategic Plan (including Vision and Goals of QDN) is reviewed every 5 years and approved by the MC.    
The process of review is determined by the MC with the assistance of Network Coordinator.  There is an expectation that members of the MC would provide leadership at any planning process used to develop the Strategic Plan.  Where possible, the broader membership of QDN and staff will also be involved in some way in determining the direction of QDN for the coming five years.  
Annually, the MC will determine the annual priorities, based on the current Strategic Plan.  This determination will occur after some analysis of the previous year’s accomplishments, challenges and the external environment.  These priorities will also guide the development of the Annual Budget.

Once the Annual Priorities are determined, the Network Coordinator has responsibility for the development and implementation of an operational plan to achieve the annual priorities.  The Network Coordinator will report regularly via their bi-monthly Coordinator’s Report of progress and current challenges. 

3.2.1

Levels of Planning at QDN

Strategic Plan

Every five years the committee, staff and significant others will participate in a strategic planning process. Outcomes from the strategic planning process will deliver a five-year strategic plan setting the broad direction for QDN. It will state QDN’s goals and objectives. The strategic plan, once finalised, will be legitimatised by the management committee. In other words, the management committee has the authority and responsibility for the final decision regarding what is in the strategic plan.

Operational plan

Another formal aspect of the planning is the operational plan. The operational planning process will involve the staff of QDN and Management Committee who may assist strategically in the development of the operational plan. The Operational Plan is time limited to one year. It is drawn from the goals and objectives outlined in the strategic plan. The task is for staff to develop the strategies for the 12-month period to work towards the successful implementation or achievement of the strategic plan’s goals and objectives. The Network Coordinator has the authority for approving operational plans and responsibility for ensuring that the Operational Plan is developed and implemented. The development of the Operational Plan is undertaken after a process of reviewing the success of our previous Operational Plan, including the Network Review workshop, and the setting of priorities by the Management Committee. The Budget is developed conjointly with the Operational Plan.

Project plans

The third level of formal planning at QDN is the project plan. Individual staff are charged with developing a plan around their major strategies. The plan highlights how the work will be carried out, what are the major activities to be undertaken, who are the stakeholders, what will be produced, how the project will be evaluated and approximately how much the project will cost. Staff have the final say, authority and responsibility over the project plans. The Network Coordinator will guide staff in the development of project plans and will hold those project plans for information. The management committee will have access to those project plans for their information.
3.2.2  
Strategic Planning Cycle
In order for Queenslanders with Disability Network (QDN) to create for it a coherent, specialised and realistic mission, we will undertake planning at many levels. 

The primary function of planning is to ensure that the future direction of QDN is consistent and coherent with the principles, objectives and mission as outlined in its constitution. 
There are three formal planning processes, which occur within the work of QDN:

· The Strategic Plan. 

· The Operational Plan

· The Project Plans.

Ideas will be prioritised within the context of the capacity for QDN to carry out those ideas. This is done as part of our Strategic Planning Cycle. This cycle commences with the five yearly review of the Stategic Plan, a process that draws upon feedback from the past 5 years of Operational Planning and Review.

Once a new Strategic Plan has been established the Operational Planning and Review cycle can commence. This process is a four stage process commencing at Priorities Setting. Here the Management Committee will reflect on the past years activities and make decisions about which aspects of the Strategic Plan the organisation will work on in the coming financial year. This information then allows the Network Coordinator to develop the Operational Plan and Budget for this twelve month period. The next step is implementing this plan, that is doing and maintaining the work of the organisation. The final step is to review this work, with feedback being collected at all stages of the process from our members and network. All results form the ongoing review process provide the crucial information required for the priorities setting, thus completing the 4 stages of the cycle.

Additionally, the planning process is guided by  the following set of principles. 

Principle 1

QDN values diverse ideas to help us make better decisions.

Note to this principle. 

While valuing diversity not all ideas will be included in the final plan. Many ideas will influence and shape the final plan; however, QDN will need to balance the various ideas in relation to the relevance of those ideas to the principles, objectives and mission, the complexity of the issues behind the ideas and finally the capacity for QDN, both financial and human resources available to carry out the proposed action.

Principle 2

QDN welcomes ideas to help us develop our work and our organisation. QDN will find ways to maximise the opportunities to gather ideas from people with legitimate interest in our work.

Note to this principle.

This means that we will always try to be accessible and open, especially to people with disability and Aboriginal and Islander people, people from non- English speaking background and people who live in rural and remote areas. There are many ways for people to participate in informing QDN. It will always be a priority for QDN to ensure in its planning processes that there are strategies to involve meaningful participation.

Principle 3

QDN will seek ideas from a wide selection of people with a legitimate interest in QDN.

Note to this principle.

These people may be members, people with whom we have worked, people working in disability or social justice organisations, our allies or anybody who may have views or information that would help us think more strategically. Once again, our capacity i.e. human and financial resources will influence the number of people and how we go about collecting these ideas.

Principle 4

QDN will filter all ideas according to set principles such as our statement of core values etc. to ensure that we stay on track. 

Note to this principle.

When making a final decision, our mission and our statement of core values will guide the authorised group or individual. Of course, at the end of the planning process, any decision will be based on what is most relevant, strategic, and achievable and within our capacity.

3.2.3  
What we do when activities arise that were not planned

This section will outline what QDN will do when it recognises that there are activities occurring that are not sanctioned by the Strategic and Operational Plans (in the jargon of Quality Management this would be called a nonconformity). 

These unauthorised activities can take various forms, for example, members who speak publically without the appropriate approval or failure to complete a process essential to the organisations operations. This information may come to the attention of the Management Committee via a variety of methods, such as a formal complaint, public record of an unauthorised event, internal audit via the Quality Management System or as part of the review of the planning at QDN.
Once the Management Committee has identified that an issue has arisen then action needs to be taken to rectify the situation. The Quality Management System will outline this procedure. Refer to the Quality Management System Manual for more information.

3.3
Monitoring


This section deals with the mechanisms that the MC develops to monitor a range of activities of QDN.  

To be developed

3.4
Compliance

This section deals with mechanisms that the MC develops and implements to ensure that external obligations eg funding contracts, legislation, law or industry standards are complied with.

QDN must comply with the new Disability Services Act (2006) and the ISO Standards used for small business, in order to meet the requirements of law and to become an accredited disability service. 

Disability Services Act Requirements 

The new Disability Services Act (2006) sets the following mandatory requirements:

· Keeping of a register containing up to date, written organisational policy that takes into account differences, customs and diversity

· Demonstrating coherency between policies and practices 

· Working to the signed funding agreement with Disability Services Queensland 

· Having a governance policy which includes:

An election policy for the governing body

An induction policy for the executive officers of governing body

A conflict of interest policy for the executive officers of governing body

A financial delegations policy

An accounting and financial record keeping policy

A yearly budget policy

· Having policy which protects people from abuse, neglect or exploitation and clearly outlines practices that prevent and respond to any allegations

· Stating the eligibility and capacity for service delivery by the organisation (entry and exit policies and procedures)

· Having a known policy on resolution of complaints

· Collecting and reporting data about the provision of the funded service

· Holding adequate insurances

· Doing criminal history screenings for all involved.

QDN is also required to meet the ISO Standards indicators, with the expectation of our working towards compliance in order to become an accredited disability service. QDN has chosen to work with these standards as the disability service standards need considerable modification to be meaningful for QDN’s work. 
3.5
Risk management

Risk management is an important preventative approach of any organisation to ensure that its operations do not cause damage to other persons or organisation.  A common way of implementing risk management is via a Risk Management Register, which records all activities of the organisations, an assessment of the risk and the preventative or corrective action that is taken to reduce risks associated with specific tasks.   
 Refer to Volume 2 for further information.
3.6
Network Coordinator Performance Appraisal

The performance appraisal of the Network Coordinator is the responsibility of the President, and is to be conducted in accordance with the employment contract.
See Responsibility 8, MC Responsibilities and Delegations to Executive and Network Coordinator for further detail.

Amendments as per Amendment Register
Ratified April 2007 

· Completed section of History – p.11.

· Reformatted to match QDN format design.

· Added document info and footers – p. 2.

· Updated meeting schedule to include quarterly financial reporting – pp. 45 & 46.

· Updated Goal as per the new Strategic Plan – p. 7.

· Added section re compliance to DSA and ISO – p. 83.

· Amended responsibilities section re compliance to DSA and ISO – p. 67.

· Added reference to social position papers – p. 11.

· Added section on Succession Planning – p. 21.

Ratified February 2008

· Planning Section added to Section 3.2. New sections include 3.2.1, 3.2.2 & 3.2.3.
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� This form is sent to the Secretary by the OFT several months prior to the AGM.


� Need Performance appraisal clause in contract and Policy on Performance Review and Policy for dealing with grievances/dismissal in line with SACS award.
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