PROMPTS FOR Governance Standards

Governing Body

Members of the governing body have the expertise needed for their work, the commitment and attributes to guide and strengthen the organisation and an understanding of the context of service delivery.
A documented system ensures:

· An organisational statement of purpose

· Goals are stated

· Effective delegation strategies

· Financial accountability

· Legal accountability

· Monitoring organisational performance

· Written guidelines to direct the work of the committee

· Conflict of interest is addressed and managed

· Regular focused meetings

· Information is timely, relevant and sourced across the organisation

· Performance is monitored, goals are pursued and targets achieved

· Operations are reviewed 

New members

· Vacancies are advertised

· Nominations are called for

· New members are inducted

· Elected members have an appropriate range of skills/expertise including legal, financial, asset management, organisational management and planning, community sector.
· Consumer views are represented

· Members can access training

· Appropriate working relationships with staff 

Induction includes:

· Organisational history, management structure, annual plan, goals, 

· governance policy and procedures

· Legal responsibility

· Committee role and responsibility 

· Decision-making processes

· Program profiles, 

· site tours
Planning
Ensure maximum use of resources towards achieving identified goals and priorities:
· Articulate a vision and mission statement (what is core business) 
· Assess viability

· Organisational risk identification and management process

· Identify current issues

· Develop and review a strategic plan.

· Staff and participants are aware of the plan
· Progress against the plan is reviewed
The plan will include:

· Participant and community need analysis (research/ SWOT/ service review)

· Outline of strategies, actions to achieve goals determined by need analysis 

· Timelines

· Quality improvement plan

· Service and program evaluation process

· Plan for maximizing consumer participation

· Plan for staff skills development

· Financial information (strategies to ensure on-going viability, cash-flow predictions)

· Monitor and review processes to improve service delivery
Funding
A discrete budget for each program using accepted accounting practices.

· Annual audit and report is an open process.

· The budget provides for staff development, external supervision if required
· The committee of management has the capacity to ensure the financial statements reflect a true and fair view of the financial situation. 
Effective Management

Ensures accountability and positive outcomes for consumers:
· Management structure is clearly defined and regularly reviewed
· Responsibility is delegated and documented in position descriptions

· Regular operational performance reports are prepared and distributed

· Interested bodies/persons arte kept informed of the work of the organisation and its activities
Staff Recruitment

Staff are appointed with the skills and experience needed for their work and contribute to the strength of the organisation.
The documented system and process will include:

Recruitment:
· Review of current position

· Reference to equal opportunity principles

· Job description and selection criteria 

· Advertising method, information provided to applicants

· Maintain applicants confidentiality 

· Selection panel (include independent member/consumer)

· Applicant  assessment against criteria 

· Selection decisions are recorded

· References are checked

· Unsuccessful applicants are informed and have feedback

Appointment:
· Conditions of employment, contract, 

· how performance will be reviewed  

· reporting requirements

Performance Review

· A work plan with outcomes
· The plan reflects position description and level of responsibility

· Review of the plan at least annual

· An assessment of staff contribution to the organisation as a whole
Staff Induction, Training and Development
Enhances staff skills, motivation and effectiveness and furthers the organisation’s goals.
Orientation and Induction will include:
· New staff are orientated to the service and programs
· Organizational history, structure, current and long term goals

· Policy and program procedures

· Detailed information on position

· Meet and greet other staffs and site visits to other providers

· Work culture, how conflict is dealt with and good working relationships promoted

Training and development needs of staff are identified:
· All staffs are accredited and competent.
· Identify and develop needs of staff

· Training plan with balanced priorities 
· Training register / skills audit
· Network register (who attends what, when)
· Staff are resourced to undertaking training

· Performance review / organizational planning identifies training needs

· Entitlement in budget for training, study leave, conference attendance, backfill

· Staff report back on training

Supervision provides: 
· Everyday reporting

· Access to regular formal and informal supervision

· Opportunities for peer supervision

· External supervision is available
· Supervisors with the training and capacity to provide supervision

· A documented system to support staff through critical incidents
· Accountability through agreed performance goals, review

· Conflict resolution

· How staff will be supported in their work
Performance review is:
· Outcome focused

· Sets goals

· Links tasks to position description

· Identifies skills gaps

· Manages poor performance and dismissal procedures

· Records outcomes of review and strategies in personnel file
Organisational Culture

Staff members work best in a positive environment that supports individuality through:
· Code of conduct / ethics
· Regular feedback and sincere appreciation for individual and collective efforts
· Transparent, fair and prompt response to conflict

· Regular opportunity to meet with peers

· Open, communicative management style

· Staff and consumers are consulted about changes / decisions that affect them.

· Staffs have the opportunity to reflect on policy and?? practice and contribute in meetings.
Employment Systems

Terms and conditions may be negotiated through individual contract or collective agreement.

Policies are consistent with relevant state and federal legislation and include:
· How staff will be informed of changes to the workplace

· Pay and conditions are documented

· Leave entitlements
· Redundancy 
· Personnel records

· Time sheets and pay slips
Dispute resolution procedure is a stepped process and includes:

· Access to independent support 

· timeframes

· Listens to both sides

· Documents the process

· Confidential

Good practice includes:

· Staff are paid on time and accurately

· Leave is negotiable

· Being compensated for overtime

· Duties are in accordance with position description and rate of pay

Occupational Health & Safety

Documented system is up-to-date and includes:

· Risk management plans

· Tiered responsibility for health and safety matters

· Risk assessment identifies potential work hazards

· Accidents are reported and responded to

· Staff and volunteers have training in OH&S

· Monitors number of staff on workcover and claims for compensation

· Amount of sick leave

· Monitored risk audit and outcomes 

Risk Assessments address common hazards like:

· Aggressive clients

· Cash handling (collecting rent / loan repayments)

· Stress

· Critical incidents

· Being exposed to communicable disease

· Smoking 

· Home visits

· Waiting areas

· Travel with/out clients

Work practices include:

· Safe handling of goods and equipment (i.e. sharps, containers, gloves)

· Fire equipment, exit plans

· Lone worker

· Alarm systems

· Duress system

· Support following critical incident
Staff training:
· De-escalation training, managing aggression

· Preventative strategies

· Fire warden

· Infection control

· Defensive driver training

Volunteers 
Volunteer recruitment is planned and volunteers are supported in their role

A documented system guides volunteers in their role by:
· Identifying a rationale for the use of volunteers
· Outlines the type of work they will do

· How they will be recruited and screened

· Code of ethics

· Level of responsibility and accountability

· Scope of work to be undertaken and outline of tasks

· Orientation

· Access to training

· Supervision, nominated staff member for point-of-contact.
· Expenses reimbursed
Information Systems

Data is collected and is:

· Aggregated to promote effective support for consumers, assists with evaluation, is used to inform the strategic plan

· Reliable, valid and timely.

· Analysed  and used for quality improvement

· Information collected is available to staff, funding bodies, participants and is in an understandable format

· Data collection complies with legislation and regulations

· Collected and reported on in a way that ensures confidentiality

· Systemically documented and research follows ethical guidelines

Service Evaluation and Quality Improvement
There is a documented system for evaluation which is:

· accountable

· promotes participation by staff, consumers, other service providers

· client outcomes are monitored and used to improve services

· qualitative and quantitative methods are used

The system may include:

· satisfaction surveys

· quality of life measures

· change in individual heath, functioning status

· case plan review

· research proposals are reviewed by an ethics committee

quality improvement processes include:

· quality plan

· skills training

· method for reporting results

· feedback to staff

· consumer involvement

· regular review of service activities

· links with other providers

· monitoring of relevant indicators

· staff satisfaction and turnover

· consumer satisfaction and goals attained

Case note Documentation
The service complies with all relevant legislation and regulations protecting consumer confidentiality as well as ensuring documents are maintained in a confidential format.

· A record is kept of each individual client

· Consumers know how to access their file

· Records are written in easy to understand language

· Records are dated and are legible

· The record is factual, comprehensive and consequential and acknowledges change 

· Records may be in the form of a case plan

· The case plan will document the consumer’s goals, strategies, support required and review.

· Only authorized persons have access to a client’s file.

Policy documentation:

Policies and procedures are used to achieve all of the above.

· A statement on policy and review processes – how often, by who, opportunity for Board, employee, consumer input, etc.
· Procedures to ensure that policy information is accessible and up to date for employees – linked to document control/information management systems (as above).

· Policies might be reviewed very 2 years and/or when legislation or other significant change occurs, but procedures may need to be reviewed more frequently.
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