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ROCKHAMPTON BENEVOLENT HOMES 
SOCIETY INC 

 

CORPORATE GOVERNANCE PLAN 

 
 

Section 1:  The Role of the Board 
 

The Board of Rockhampton Benevolent Homes Society Inc is responsible for all 

matters pertaining to the running of the organisation. 

 

The Board will be responsible for and have the authority to determine the policy, 

practices, management and operation of Rockhampton Benevolent Homes Society 

Inc and shall do all such things as may be necessary to be done from time to time in 

order to carry out the objectives of the organisation.  Without limiting this general 

role, the principal functions and responsibilities of the Board include: 

 

 setting the short, medium and long term goals of the organisation 

 providing directions in the context of the strategic needs of the organisation 

 determining the policies governing the operations of Rockhampton 

Benevolent Homes Society Inc 

 appointing and approving the terms and conditions of the appointment of the 

CEO 

 reviewing and providing feedback on the performance of the CEO 

 endorsing the terms and conditions of senior executives 

 establishing and determining the powers and functions of all committees of 

the Board 

 approving major operating plans 

 approving the annual budget and long-term budgets 

 approving items of capital expenditure 

 reviewing annual progress and performance in meeting the objectives of the 

organisation including, reporting on the outcome of such review 

 monitoring compliance and ethical standards. 

 

The Board will carry out its activities through the CEO and delegates to him/her 

specific powers and responsibilities. 

 

Delegations to the CEO are contained in the “Role of the Chief Executive”. 
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Section 2:  Board Structure 
 

 

 in line with good governance principles, the Board of Rockhampton 

Benevolent Homes Society Inc believes that it is essential for its structure to 

reflect the need for independence, transparency and flexibility. 

 

 as such, the structure of the Board will comprise up to 10 Directors (including 

chairman).         

 

 neither the CEO or any other paid employee can be a director. 

 

 ideally the Board should contain a relevant blend of expertise in: 

- finance and accounting 

- the law 

- our business drivers 

 

 Directors shall be appointed under the conditions of the organisation’s 

constitution.  

 

 in the makeup of the Board, we endeavour to maintain a fair gender balance. 
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Section 3:  The Role of Individual Directors 
 

 

Rockhampton Benevolent Homes Society Inc Directors, have full responsibility for 

the overall successful operations of the organisation, including: 

  financial operations and solvency 

  all matters as prescribed by law and 

  the strategic direction of the organisation 

 

In accordance with the statutory requirements, and in keeping with developments at 

common law, Rockhampton Benevolent Homes Society Inc Directors will: 

 discharge their duties in good faith and honestly in the best interests of the 

organisation 

 owe a duty of trust to the organisation using the powers of office for a proper 

purpose, in the best interests of the organisation as a whole 

 act with required care and diligence, demonstrating commercial reasonableness 

in their decisions 

 avoid conflicts of interest 

 act for the benefit of the organisation 

 not make improper use of information gained through their position as a 

director 

 not make improper advantage of the position of director 

 not allow personal interests, or the interest of any associated person, to conflict 

with the interests of the organisation 

 take every opportunity to keep abreast of changes occurring within the industry 

whilst actively pursuing professional development 

 make reasonable enquiries to ensure that the organisation is operating 

efficiently, effectively and legally towards achieving its goals and 

 undertake diligent analysis of all proposals placed before the Board. 

 

Directors decide what organisational matters are delegated to either specific Directors 

or management and what controls are in place to oversee the operation of these 

delegated powers. 

 

Directors have no individual authority to participate in the day to day management of 

the organisation, including making any representations or agreements with member 

companies, suppliers, customers, employees or other parties or organisations unless 

such an authority is explicitly delegated by the Board through resolution to the 

director either individually or as a member of a committee. 

 

Directors are expected to give of their specific expertise generously to the 

organisation. 

 

Directors will keep confidential Board discussions and deliberations. 
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Section 3:  The Role of Individual Directors (cont) 
 

Conflict of Interest 

 
Directors must: 

 disclose to the Board actual or potential conflicts of interest which may exist or 

might reasonably be thought to exist between the interests of the party or its 

seconded personnel and the interests of the other parties in carrying out the          

activities of the organisation and 

 at the request of the Board within seven days or such further period as may be 

allowed, take such steps as are necessary and reasonable to remove any conflict 

of interest referred to above 

 

If a party cannot or is unwilling to remove a conflict of interest as required then 

he/she must absent themselves from the room when the discussing matters about 

which the conflict relates. This entry and exit should be minuted. 

 

Directors will indicate to the chairman any potential conflict of interest situation as 

soon as it arises. 

 

The same requirement will exist for related party transactions.  Related party 

transactions include any financial transactions with Rockhampton Benevolent Homes 

Society Inc.  Related party transactions will be reported in writing to each Board 

meeting. 

 

These requirements will also apply to all senior officers of the organisation. 

 

The organisation secretary will maintain a Register of Related Party Transactions. 

(Refer Appendix A) 
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Section 4:  The Role of the Chairman 

 

 
The chairman is appointed by the Board annually.  

The chairman must be selected by the Board on the basis of the person’s 

achievements and their record as a leader.  The position of chairman will be elected at 

the AGM.  The chairman will be the spokesman for the organisation at the AGM and 

in the reporting of performance and profit figures.   Public relations activities shall be 

undertaken by the chairman and CEO.   

 

 

In common with the chairman of most companies, the chairman will: 

 chair Board meetings 

 if the chairman is not present within 30 minutes after the time appointed for the 

holding of that meeting, the Directors present shall choose one of their number 

to act as chairman for the duration of that meeting and 

 may establish the agenda for Board meetings in consultation with the CEO 

 

The chairman shall not be entitled to vote or participate in the deliberations on any 

matter in which he/she has a personal interest. 

 

 

In particular, the chairman will: 

 be the major point of contact between the Board and the CEO 

 be kept fully informed of day-to-day happenings by the chief  executive officer 

on all matters which may be of interest to Directors and 

 regularly review with the CEO and such other senior officers as the CEO 

recommends, progress on important initiatives and significant issues facing the 

organisation 

 provide mentoring for the CEO 

 chair the CEO evaluation process 

 commence the annual process of Board and director evaluation 
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Section 5:  The Role of the Organisation Secretary 

 
The Organisation Secretary will: 

 ensure that the Agenda and Board papers are forwarded to Directors at least 

seven days before the Board meeting 

 write and maintain minutes of Board meetings 

 ensure all requirements of the Office of Fair Trading are fully met 

 ensure all requirements of the ATO are fully met and  

 subject to provisions for shorter notice of a Board meeting,  the secretary shall 

notify the Directors within 48 hours. 
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Section 6:  The Role of the CEO 
 

The CEO will be appointed by the Board. 

The CEO is responsible for the ongoing management of the organisation in 

accordance with the strategy policies and programs approved by the Board to achieve 

the agreed goals. 

 

The CEO’s responsibilities will include: 

 developing, with the Board, a consensus for Rockhampton Benevolent Homes 

Society Inc’s vision and direction 

 constructing, with Rockhampton Benevolent Homes Society Inc’s management 

team, programs to implement this vision 

 endorsing the terms and conditions of appointment of senior executives and 

other staff members 

 provide strong leadership to, and effective management of, the organisation in 

order to: 

- encourage co-operation and teamwork 

- build and maintain staff morale at a high level and 

- build and maintain a strong sense of staff identity with, and a sense 

of allegiance to, the organisation 

 signing agreements with third parties under Board delegations 

 ensuring a safe workplace for personnel 

 carrying out the day-to-day management of the organisation 

 forming committees from time to time to assist in the orderly conduct and 

operation of the organisation 

 keeping the Board informed, at an appropriate level, of all the activities of the 

organisation 

 

The CEO is formally delegated by the Board to: 

(a)   authorise all expenditures as approved by the budget, subject to: 

 details of capital expenditure outside budget recommendation in excess 

of $10,000 per line item or section is required to be approved by the 

Board 

 all payments to the CEO, outside of normal agreed monthly 

remuneration, must be authorised by the chairman 

 

(b)   approve the appointment of all budgeted positions 

 

(c)   sign all contracts as formally approved by the Board 
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Section 7:  Board Meetings 

 
Meeting Frequency, Time, Place and Attendees 

 

 unless otherwise constituted, the Board will meet on a monthly basis. 

 the Board will normally meet monthly on the third Wednesday in the month 

 alternatively, a special Board meeting can be convened when: 

- the Board or chairman determine and/or 

- three Board members call a meeting 

 in such situations, a minimum of 48 hours must be given. 

 the meeting will occur at Rockhampton Benevolent Home.  Ideally, meetings 

should only take 1 hour. 

 attendees will comprise all Board members, the CEO as well as nominated 

senior executives scheduled to give presentations and other parties needing 

decisions to be taken by the Board. 

 

Monthly Cycle 
 

The monthly cycle for Board meetings is: 

 

Item       

 

Accounts finalised, minutes of the last meeting, 

together with the full agenda and CEO’s monthly report all to be 

circulated seven days prior to the monthly Board meeting. 

 

 

     This is an indicative cycle, which needs to be fitted to each month. 
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Section 8:  The Board Meeting Agenda 
 

 
Draft Agenda 

An agenda will be prepared for each Board and committee meeting. 

The Board meeting agenda will generally follow the format outlined  

below. 

 

Each meeting should allow time for informal discussion between Directors.  To 

facilitate this process, the Board meeting process will have a lunch on the meeting 

day. 

      Recommended 

Item      Time allotted 
Minutes of previous meetings       5 min. 

Matters arising from minutes     10 min. 

Major correspondence      10 min. 

Report on the seal register       1 min. 

Treasurer’s report                                             10 min. 

Report by the CEO (including due diligence)  15 min. 

Report of other committees (if required)     TBA. 

Report by working parties (if required)     TBA. 

Report by other senior managers (if required)    TBA. 

Board submissions                   TBA. 

General Business                10 min. 

Meeting Review        1 min. 

Date and time of next meeting      1 min. 

 

(Note:  time limits are indicative and subject to change for important items) 

 

Agenda Preparation 

 the CEO should prepare the coming agenda. 

 

Matters arising from the minutes 

 this item will normally cover any item 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. 

 in the first instance the chairman will flag matters for reporting. 

 at the end of the chairman’s flagged “Items Arising”, any other attendee is free 

to raise any item. 

 items will either be dealt with as raised, or it will be noted where in the agenda 

the item is planned to be discussed. 

 each item raised and the response will be recorded in the minutes of the 

meeting. 
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Section 8:  The Board Meeting Agenda (cont) 

 
Major Correspondence 

 major correspondence comprises any correspondence received by the 

chairman, the CEO, other senior officers of the organisation or the organisation 

secretary about which Directors should be aware.  Such correspondence may 

include, but is not limited to, any non-routine correspondence from: 

- the Office of Fair Trading 

- the ATO; 

- the ACCC; 

- The Dept of Health and Ageing 

- The Accreditation and Standards Agency 

- any other Federal, State or Local government body; 

- any correspondence which impacts on the due diligence 

requirements of director;  and 

- any correspondence threatening or taking legal action against the 

organisation 

 major correspondence will be included in the Board papers, unless such 

correspondence is received within the seven days between the circulation of 

Board papers and the Board meeting, in which case it can be tabled at the 

meeting. 

 major correspondence will normally be “For Noting”.  However any director 

can ask for any item of correspondence to be discussed. 

 

Report on the Seal Register  (Refer Appendix B) 

 the organisation secretary will submit a report setting out all uses of the 

organisation seal since the last meeting. 

 this report will be circulated with Board papers. 

 the report on seal register will be “For Noting”.  However, any director can 

request further information on any use of the seal. 

 

CEO’s Report 

 

 the CEO’s report is a key component of the Board meeting.  It is through this 

report that Directors are kept appraised of the Rockhampton Benevolent 

Homes Society Inc operations and activities.  It also serves as   major 

documentary evidence of the extent to which Directors asked to be kept 

informed and were kept informed of Rockhampton Benevolent Homes Society 

Inc activities. 

 the CEO’s report is provided in a written format and expanded verbally by the 

CEO at the meeting.  The written report must be included with the Board 

papers and circulated 7 days before the meeting. 
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Section 8:  The Board Meeting Agenda (cont) 

 
CEO’s Report (cont) 

 the CEO’s report, at a minimum, must contain information on: 

- overall financial performance 

- key performance indicators 

- staffing activities 

- marketing activities 

- operation matters 

- committees 

- progress on the strategic plan 

- due diligence (including risk management and compliance) and 

- any other significant items 

 it is envisaged that the CEO will delegate the writing of various sections of the 

report. 

 if a decision is required on any aspect of the CEO’s report that is not included 

elsewhere in the agenda, the report will contain the recommended resolution. 

 the resolution accompanying the CEO’s report is: 

“The CEO’s report be accepted” 

 

Report of the Treasurer 

 the report will contain 

- Balance sheet to end of the previous month 

- Statutory P&L to end of the previous month 

- Cash flow forecasts periodically 

 comments on any significant (15%) variation from budget 

 key performance indicators 

- Financial 

- Non-financial 

 the resolution accompanying the Finance and Audit Committee’s report is 

“The Treasurers report is accepted”. 

 

Board Working Parties 

 where the Board has established working parties, these will report each month 

to the Board on progress. 

 these reports will be written, although it is not expected that they be lengthy, 

except if a major decision is required. 

 these reports will be collated by the CEO. 

 where a decision is required, a recommended resolution will be included with 

the papers. 
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Section 9:  Board Papers 
 

 
 

 the CEO together with the organisation secretary is responsible for the 

preparation and circulation of Board papers. 

 all Board papers must be circulated to Directors to arrive a minimum of seven 

days before the Board meeting. 

 no papers requiring consideration or decision can be tabled at the Board 

meeting, except with unanimous resolution of the Board. 

 at a minimum, Board papers must contain: 

- Minutes of the previous meeting 

- Agenda 

- Major Correspondence 

- Report of the Seal Register 

- CEO’s Report (including due diligence) 

- Key Performance Indicators 

 financial 

 non-Financial 

- Any related party transactions which have occurred in the past 

month or are proposed to occur 

- Any Board submissions, requiring decisions 

 papers should be clearly marked either information papers or decision papers.  

These papers will normally be on different coloured paper. 

 all decision papers should commence with the recommended resolution. 
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Section 10:  Board Minutes 
 

 minutes will contain a brief review of the discussion plus the official resolution 

adopted by Directors. 

 all decisions will be recorded by means of a formal resolution. 

 the draft resolution will be contained as the first item of each set of 

documentation set out in Board papers. 

 the chairman will read the precise resolution before the Board and ask for all in 

favour and those against.  The exact wording will be recorded and whether the 

resolution was carried or defeated, but will not contain the number of votes. 

 directors who dissent can ask to have their decision noted in the minutes. 

 once the minutes have been adopted by the Board as the second item of 

business they cannot be amended. 

 the secretary will maintain a complete set of Board papers at Rockhampton 

Benevolent Homes Society Inc head office. 

 decisions of a policy nature will also be recorded in Rockhampton Benevolent 

Homes Society Inc policy manual.  This is a joint responsibility of the 

organisation’s secretary and the CEO. 

 it is recommended that each director also maintain a complete set of Board 

papers. 
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Section 11:  Annual Board Calendar 
 

 

Month   Event 

 

January   

 Board Meeting 

 Strategic Review Meeting 

February 

 Board Meeting 

March 

 Board Meeting 

 

April 

 Board Meeting 

 Strategic Planning Meeting 

May 

 Board Meeting 

June 

 Board Meeting 

July 

 Board Meeting 

 Review annual liquidity strategy management                     

 Annual budget 

 Strategic Review Meeting 

 Board Evaluation 

August 

 Board Meeting 

 Nomination for Board AGM 

September 

 Board Meeting 

October 

 Annual General Meeting 

 Board Meeting 

 CEO Review & Remuneration 

 Annual Returns 

 Strategic Review Meeting 

November 

 Board Meeting 

December 

 Board Meeting 
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Section 12:  Committees 

 
The Rockhampton Benevolent Homes Society Inc will form a sub-committee to deal 

with matters when the need arises. 

 

 

Section 13:  Delegation of Authority 
 

Decisions 
The following decisions must be referred to the Board for approval: 

 

 budgets (including detailed background papers) 

 the details of any proposed appointment of any manager reporting to the CEO, 

whether budgeted or not.  This includes approval to make the appointment 

 any major change of policy including marketing, human resources, financial 

including credit control and operations 

 any proposed change in strategic direction 

 any new initiative not included in the budget with a value (capital and 

operating cost) greater than $10,000.  In urgent situations the CEO can obtain 

the chairman’s signed (faxed)  approval to be reported to the next Board 

meeting 

 the creation of any new staff position not included in the budget 

 any property decision 

 

Advice 

The following should be reported to the Board or appropriate committee for 

advice/noting: 

 

 bad debts in excess of 90 days over $20,000 

 any potential legal action against the organisation 

 all insurance matters 

 any non-routine financial claim against the organisation 

 

Flying Minutes 

 any urgent decision which cannot wait to the next Board meeting can be dealt 

with by a “Flying minute” 

 flying Minutes must be signed by the majority of  Directors, approving the 

action 

 they will be entered in the minutes 

 if not signed by the majority of Directors, the item is deferred to the next Board 

meeting 
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Section 14:  Monitoring 

 
Key Performance Indicators 

 

In order to monitor firm performance, the Board will monitor the following key 

performance indicators in addition to the financial reporting: 

 

 Staff turnover 

 Workcover Claims 

 Bonds Turnover 

 Resident satisfaction 

 Working capital 

 Cash reserves 

 Operating profit 

 Accreditation Status 

 

(List to be further developed following consultation between Board and CEO) 

 

 

Legal Compliance  
 

 the CEO is charged with implementing appropriate compliance systems within 

the organisation.  Aspects of this process may be delegated. 

 the implemented processes will be in accordance with Australian Standard 

AS3806-2006. 

 as part of the CEO report, he/she will include a compliance report for each 

Board meeting. 

 

The compliance report will contain statements that the organisation is meeting its 

requirements under the various requirements or legal responsibility for Directors or 

notify Directors of any issue or concern. 

 

 areas for coverage including: 

- ASIC requirements 

- Financial solvency 

- Occupational health and safety 

- Environment 

- Taxation requirements 

- Trade practices 

- Award/VEA requirements 

- Insurance 

- Privacy 

 

 



Q:\ADMINISTRATION\Board\Board Documents\Director Induction Package\Corporate Governance Plan.doc 

 
Page 17 of 21 

Section 14:  Monitoring (cont) 
 

 

Risk Analysis 

 the CEO is charged with implementing appropriate risk systems within the 

organisation.  Aspects of this process may be delegated. 

 the implemented processes will be in accordance with Australian Standard 

AS/NZS4360:1999. 

 as part of the CEO report, he/she will include a risk report for each Board 

meeting. 

 the risk report will contain statements that notify Directors of any issue or 

concern. 

 areas for coverage include: 

- Market risks 

- Physical risks 

- Legislative risks 

- Financial risks 

 the Board shall review all major strategies for their impact on the risk facing 

the firm and take appropriate actions. 

 similarly, the firm shall review all aspects of its operation for changes to the 

risk profile on an annual basis.  This will generally occur at the annual strategic 

planning meeting. 

 aspects of this review can be delegated to appropriate committees, working 

parties or employees. 
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Section 15:  Strategy Formulation 

 
Strategy 

 the Board is to be involved in and approve the corporate strategy of 

Rockhampton Benevolent Homes Society Inc 

 a corporate strategy document will be updated and approved each year. 

 the Board will be fully involved in the development of the strategic plan. 

 this will be undertaken in conjunction with senior management. 

 progress on the strategic plan will comprise part of the CEO’s Board report. 

 

 

Section 16:  Service/Advice/Contacts 

 
It is recognised that a key component of directorial duties is providing a sounding 

Board for CEO ideas. 

 

In recognition that the CEO-Board relationship is critical to effective corporate 

governance Directors of Rockhampton Benevolent Homes Society Inc should provide 

frank and honest advice to the CEO. 

 

Similarly, all advice should be constructive in nature and provided in a positive 

manner. 

 

Where appropriate, Directors should recommend possible alternative advisers if they 

do not feel adequately trained to assist. 

 

Directors of Rockhampton Benevolent Homes Society Inc are expected, where 

appropriate, to employ business contacts in the furthering of Rockhampton 

Benevolent Homes Society Inc’s interests. 

 

Similarly, Directors of Rockhampton Benevolent Homes Society Inc are expected to 

actively promote the organisation in external interactions. 
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Section 17:  CEO Evaluation 

 
 CEO evaluation is undertaken by the full Board. 

 CEO evaluation will utilise both quantitative and qualitative measures. 

 initial goals (both quantitative and qualitative) will be discussed and agreed by 

the Board during a Board meeting. 

 CEO evaluation will occur annually 

 evaluation will be completed by using a performance appraisal process 

 

 

Section 18: Director Protection 
 

Information Seeking Protocol 

 

Directors will adhere to the following protocol when seeking information: 

1. Approach the CEO 

2. If this is unsuccessful, discuss the issue with chairman 

3. if a resolution is still not forthcoming, write a letter to all Board members 

and CEO detailing the information required, purpose of the information, 

who the director intends to approach in order to obtain the information 

 

Access to Information and Insurance 

 

 the organisation secretary will hold a complete set of Board papers for 

Directors personally for a period of at least ten years. 

 Directors are entitled to access these papers on request, even if they have 

ceased to be Directors. 

 all documentation containing or seeking legal advice will clearly state that the 

legal advice is sought both in relation to the organisation and to the Directors 

in their personal capacity. 

 the organisation will maintain each director’s D&O insurance for seven years 

from the date at which they ceased to be a director. 

 all of these issues have been passed in a formal resolution of the Board. 
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Section 19:  Board Evaluation 
 

 

 each year the Board will conduct an evaluation of its performance.  

 the findings of this review will be tabled at a meeting.    

(The reviews will be undertaken in the second half of the calendar year). 

  the chairman will action this evaluation, obtaining any assistance required. 

 

 

Section 20:  Director Remuneration 
 

  Board members take on their roles as a contribution to society and are not 

remunerated for their time.   

 all out of pocket expenses directly relating to professional development 

relating to fulfilling the Directors role will be reimbursed with prior Board 

approval. 

 it is considered appropriate for the Chairman to exercise discretion as to 

whether a gift to a retiring Board member should be made.  No gift is to exceed 

the value of $200-. 
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Section 21:  Director Selection and Induction 
 

 

Potential Directors will be identified by the Board according to criterion set  

 (Refer Appendix C) determined by them and adopted by the Board as a whole.  These 

criteria are contained in the Corporate Governance Plan and are subject to change if 

endorsed by the Board. 

 

 

New and prospective Directors will undergo a full induction into their role on the 

Board.  Information conveyed to the new director will include: 

 Details of his/her role and responsibilities with an outline of the qualities 

required to be a successful director 

 Formal policies on director appointment as well as conduct and contribution 

expectations 

 Details of all relevant legal requirements including 

- Other major statutory bodies 

- Insurance details 

- AS 8000-2003 (Refer Appendix D) 

 Constitution  

 Strategic Plan 

 Insurance details 

 Organisational chart 

 Accreditation Outcomes 

 Peak Industry bodies 

 Last annual report and current financials 

 Background information on and contact information for key people in the 

organisation including an outline of their roles and capabilities 

 

 

 

Similarly, each director will receive a formal letter of appointment.   

(Refer Appendix E) 



Appendix  A

ROCKHAMPTON BENEVOLENT HOMES SOCIETY INC

REGISTER OF RELATED PARTY TRANSACTIONS

Date Name Details of Transation Related Party
Transaction 

Amount

Date Reported 

to Board 

Meeting

Q:\ADMINISTRATION\Board\Board Documents\Register of Related Party Transactions



Appendix  B

ROCKHAMPTON BENEVOLENT HOMES SOCIETY INC

SEAL REGISTER

Date Contract Name Details of Contract Contract Amount

Date Reported 

to Board 

Meeting

Q:\ADMINISTRATION\Board\Board Documents\Seal Register
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ROCKHAMPTON BENEVOLENT HOMES SOCIETY INC 
 

DIRECTOR SELECTION CRITERIA 
 

Directors may be nominated by Board members and Life members. 

 

The Board believes that its membership should reflect a diversity of experience, race, gender, 

ethnicity and age. 

 

The Board will decide whether to invite the candidate to join the Board, in the case of a casual 

vacancy, or to nominate for a position at the Annual General Meeting.  The Chairman on the 

Board should make the invitation. 

 

The Board will access candidates for the following competencies:- 

 

 

1. General Competencies 
 Ability to make informed decisions; 

 Entrepreneurial;  

 Can see wider picture and perspective; 

 Integrity in personal and business dealings; 

 

2. Strategic Competencies 
 Can identify weaknesses and strengths of business and how decisions will 

impact; 

 Ability to recognise opportunities and threats; 

 Ability to recognise wider business and changes in society; 

 Understanding of the compatibility between budgets, business plans, 

 vision and strategy; and has the ability to effectively monitor; 

 Aware of change and the need for change; 

 Understand the difference between governance and management issues; 

 

3. Analytical Competencies 
 Understand and interpret financial reports; 

 Ability to think critically and challenge proposals; 

 Understanding issues from different perspectives; 

 Asks for and uses information to make judgements and assessments; 

 

4. Character Competencies 
 Acts on morals and values; 

 Willing to act on and remain accountable for Board decisions; 

 Courage to pursue personal convictions; 

 Can be objective about what is good for the organisation; 

 Criminal History Check clearance; 

 

 

 



Appendix C 

Q:\ADMINISTRATION\Board\Board Documents\Director Induction Package\Director Selection Criteria.doc                         Page 2 of 2 

 

5. Communication Competencies 
 Can articulate thoughts, opinions and rationale in a clear concise manner; 

 Is flexible and willing to change stances where necessary; 

 Ability to listen, process and understand key thoughts; 

 Ability to interact with other Board members; 

 Ability to coach members of staff; 

 Ability to deal with the media; 

 Recognise the motivations of all stakeholders and communicate with them 

accordingly; 

 

6. Knowledge Competencies 
 Understands responsibilities of a Director; 

 Is aware of contemporary business practice and management practices;  

 Understands the roles, relationships and process of the Board; 

 Know the key performance indicators of the organisation; 

 Understand legal, accounting and regulatory requirements affecting the 

business; 

 

7. Meeting with Prospective Candidates 
 The Board believes that all prospective candidates should understand the role 

of the Director on the Board and the criteria for selection.  Prospective 

directors should have an opportunity to meet, ask questions and discuss their 

competencies.  Each nominee will receive a copy of this document before any 

meeting will take place. 

 

8. Disclosure 
 This statement of Director Selection will be available to the public on request. 
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Introduction  
from the Commissioner 

Charities are an essential 
part of the fabric of Australian 
society and reach into every 
community across Australia, 
as well as beyond our shores.

They enrich our culture, protect our 
environment, educate our children, enable 
us to practice our faith, promote our health 
and wellbeing, strengthen our democracy, 
contribute to good public policy and 
advocate on behalf of individuals and 
communities.

Charities can do none of this without their 
board members. These members have 
the ultimate responsibility for running the 
charity, its property, finances and the 
employment of its staff and volunteers. 
Being a board member can be incredibly 
hard work and is normally unpaid, but it 
can also be immensely rewarding. 

Remember that you are not on your own. 
We hope this guide will provide you with 
some helpful information, but if you need 
more help our ACNC staff are committed 
to helping support you and your charity in 
its important work.

Good wishes

Susan Pascoe, AM
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This guide is for people who are, 
or are thinking of becoming, board 
members of a charity registered with the 
Australian Charities and Not‑for‑profits 
Commission (ACNC). 

We have used the term ‘board members’ 
to mean members of the governing 
body of a charity – the people ultimately 
responsible for overseeing its operations 
and making sure it is working towards 
achieving its charitable purpose. In 
your organisation they may be called 
the directors of the board of directors, 
members of the management committee, 
the governors or the trustees. 

This guide explains the responsibilities 
of board members of registered charities. 
In particular, it focuses on the framework 
introduced by the ACNC Act, including 
minimum governance standards that came 
into effect on 1 July 2013. We also explain 
how we can support you and your charity. 

Why should I read this?
Being a board member of a charity can be 
a very positive experience. It can give you 
the opportunity to make a real difference 
in your community, but it also brings with 
it responsibilities. For you and your charity 
to succeed you should be aware of these 
responsibilities and your role in helping your 
charity to achieve its goals. 

Our focus is to support charities to meet 
the minimum governance standards as 
required by the ACNC Act. But we also 
work to support good governance within 
charities beyond these standards. As part 
of this, we will work with the sector to 
produce guidance on good practices to 
support charities and their board members. 

This guide focuses on good governance 
and how it helps charities in the context 
of their obligations under the ACNC Act. 
We have highlighted when something is 
a legal obligation, rather than optional or 
suggested.

Whether you are taking up the 
responsibilities of a board member for the 
first time or you are an experienced board 
member looking for a refresher, there is 
always something you can do to improve 
your knowledge and the governance of 
your charity. 

Who is this guide for?

In the Australian Charities and 
Not‑for‑profits Commission Act 2012 
(ACNC Act), these people are described 
as ‘responsible entities’. To make this 
clearer, in our guidance we use the 
words ‘responsible persons’ because it is 
easier to remember. In this guide we use 
‘board members’ for simplicity.

acnc.gov.au
http://acnc.gov.au/ACNC/Manage/Ongoing_Obs/Governance/ACNC/Edu/Governance.aspx
http://acnc.gov.au/ACNC/About_ACNC/ACNC_leg/ACNC/Legal/ACNC_leg.aspx
http://acnc.gov.au/ACNC/About_ACNC/ACNC_leg/ACNC/Legal/ACNC_leg.aspx
https://www.acnc.gov.au/ACNC/FTS/FS_RespPers.aspx
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Governance

What is governance?
Governance refers to the processes, 
activities and relationships of your charity 
that make sure your charity is effectively 
and properly run. 

There is ‘good governance’ when charities 
have practices and procedures in place 
that help them to do their work effectively 
and openly, and when the roles and 
responsibilities of people in the charity 
are clearly understood. This includes the 
particular roles of board members and the 
roles of staff, volunteers and members. 
Of course, good governance is more than 
the rules of your charity and the individual 
behaviours of board members. It involves 
strong relationships between the members 
of your governing body and stakeholders 
and is much more about working as a 
collective than individual responsibilities. 

Why is good governance 
important?
Good governance helps make sure that the 
day‑to‑day work of a charity aligns with and 
contributes to achieving a charity’s purpose. 
It is important that board members ask 
why are we here, what are we doing and 
how will we do it? Asking these questions 
(and trying to answer them) helps charities 
to stay true to their vision and mission. 

What is a charity?
The word ‘charity’ means different things 
to different people. People commonly 
understand charities to be organisations 
that exist to help others. Whether it is 
providing accommodation to those in 
need or teaching English to newly arrived 
migrants, charities are at the heart of the 
effort to make our communities safer, fairer 
and more vibrant places to live. 

There is, however, a particular legal 
definition of charity. Charities must be 
not‑for‑profit, have a charitable purpose 
and be for the public benefit. Charities have 
to meet this definition and the requirements 
of the ACNC Act before they can be 
registered with the ACNC.

What are registered charities?
In this guide, we use the term ‘charity’ 
to refer to all types of charities registered 
with the ACNC. Charities may also be 
registered with other government agencies 
such as state and territory regulators 
or accreditation bodies.

The ACNC registers different ‘types’ 
or categories of charities. These are: 

 ■ charities for the relief of poverty, 
sickness and the needs of the aged 

 ■ charities for the advancement 
of education 

 ■ charities for the advancement of religion 

 ■ charities for other purposes beneficial 
to the community 

 ■ public benevolent institutions (PBIs) 

 ■ institutions whose principal activity is 
to promote the prevention or the control 
of diseases in human beings (health 
promotion charities (HPCs)) 

 ■ not‑for‑profit child care services. 

acnc.gov.au
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What is the role of the ACNC?
The ACNC is the independent national 
regulator of charities. We: 

 ■ register organisations as charities 

 ■ help charities understand and meet 
their obligations through information, 
guidance, advice and other support 

 ■ maintain a free and searchable public 
register so that anyone can look up 
information about registered charities 

 ■ work with state and territory governments 
(as well as individual federal, state and 
territory government departments and 
agencies) to develop a ‘report-once, 
use‑often’ reporting framework for 
charities.

We are also responsible for ensuring that 
charities comply with their obligations under 
the ACNC Act (including regulations made 
under it).

For more information, read 
our fact sheet on who can 
register with the ACNC.

acnc.gov.au
http://www.acnc.gov.au/ACNC/FTS/Fact_Charity.aspx
http://www.acnc.gov.au/ACNC/FTS/Fact_Charity.aspx
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Your board 

What is a governing body?
The governing body of a charity is the 
group of individuals who together are 
ultimately responsible for overseeing its 
operations and making sure it is working 
towards achieving its charitable purpose 
in a way that also meets its ethical, legal 
and financial obligations. 

For the purpose of this guide, we refer 
to the governing body as the ‘board’ 
and those on it as ‘board members’, 
but it or they may have another name 
such as ‘management committee’, 
‘council’, ‘governors’ or ‘synod’ 
(for some churches). 

Charities come in many different shapes 
and sizes and so do their boards. 
Although boards are made up of a group 
of individuals, they only have the power 
to bind the charity as a group, not as 
individual members – so it is the board 
as a group that can make decisions, not 
individuals on their own. It takes teamwork. 

What is the role of the board?
The board is responsible for providing 
leadership and strategy to a charity. It 
also bears ultimate legal responsibility.

Generally, boards delegate some of their 
responsibilities to staff or volunteers. 
However, there are some things that are 
usually reserved for the board such as 
appointing the most senior staff member(s) 
(such as the chief executive officer, if the 
charity has one), developing (or at least 
approving) a strategic plan, considering 
how organisational risks should be 
managed and calling meetings of the 
charity’s (general) members (if any). 

Every charity is different and so 
are their boards. However, there are 
some responsibilities that are common 
to most boards: 

 ■ accountability – making sure your 
charity meets its obligations, manages 
its finances and operates transparently 

 ■ strategy – setting the charity’s long-term 
goals and making sure it pursues its 
charitable purposes

 ■ resourcing – securing funding and other 
resources to support the work of the charity 

 ■ advocacy – representing the charity to 
the community and to its members and 
stakeholders (with a chief executive 
officer and staff, if any)

 ■ monitoring – making sure the charity 
is run as required under its governing 
documents and the law.

acnc.gov.au
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What is a board committee? 
This is different from a committee of 
management (what we have called a ‘board’).

Board committees can be set up because 
it can be hard to organise all board 
members to meet (at least with enough 
time to consider matters in detail), or 
perhaps because it wants to draw on 
the expertise of people not on the board 
for certain matters. Sometimes these 
are called sub‑committees, standing 
committees or ad hoc committees. 

For example, your board may appoint 
a finance committee that includes an 
independent person with accounting 
experience to ensure your charity’s 
financial position is looked at more closely 
and regularly than the board may be able 
to. In this way, the committee helps provide 
the board with better information to help it 
make decisions, although the board retains 
overall responsibility.

These types of committees can be either 
ongoing or project‑specific. For example, 
a committee might be established to 
recruit and induct new board members 
or to oversee a particular project (such as 
building works) and may only operate for 
a limited period of time. 

Committees may make recommendations 
to the board, but they generally do not 
make decisions that bind the charity 
on their own behalf. 

Your charity may have governing rules (see 
the section in this guide on ‘your governing 
rules’) about how to establish committees, 
what they can be used for and who can be 
a member. Make sure you check your rules 
before establishing a committee. 

The board members should help your 
charity to stay focused on its objectives, 
manage its finances effectively and comply 
with the legal, operational and ethical 
requirements of your charity. 

acnc.gov.au


7visit acnc.gov.au phone 13 ACNC

GOVERNANCE FOR GOOD

People on your board

What are board members?
Board members are the people who 
are either elected (usually by the 
charity’s members) or appointed by 
nomination (for example, under legislation 
or under a trust deed) to be a member 
of a charity’s board (governing body). 
These people are sometimes also called 
committee members, trustees, governors 
or directors. Just being appointed does not 
generally give you any individual authority 
to bind the charity, for example to sign a 
contract on its behalf – it is the board as 
a group that has this power.

What are ‘officers’ of the board?
Although boards act as a group, 
some board members take on extra 
responsibilities. For example, most boards 
will appoint a chair (or president), who will 
be responsible for running meetings and 
providing leadership to the board. 

Some boards appoint a treasurer to be 
responsible for looking at the charity’s 
finances in more detail and to help provide 
them with information they need to make 
financial decisions. But don’t forget – all 
board members need to understand the 
charity’s financial position, not just the 
treasurer. 

Can anyone else attend board 
meetings?
Not everyone who attends a board meeting 
is a member of the board.

If your charity has paid staff, the senior 
staff member (for example, the CEO or 
coordinator), is likely to attend board 
meetings (or at least part of them). Your 
CEO may or may not be a member of 
the board – it can depend on your rules. 
Generally they will not be and, therefore, 
will not have a vote. 

Some boards will have a secretary whose 
role includes keeping a written record of 
board decisions (minutes) and other tasks 
that help board meetings run smoothly 
such as preparing agendas. Often they are 
the person that notifies the regulator of any 
changes to the membership of the board, 
the charity’s rules and other changes. 
Other staff, volunteers, consultants or your 
charity’s auditor (if any) may attend board 
meetings if they are invited – perhaps to 
discuss a particular issue. 

Who can be a board member?
Eligibility is different for each charity. To find 
out who is eligible to be a board member 
for your charity, check your rules and any 
legislation that applies to it. 

For example, you cannot be a board 
member of a charity that is a company 
registered with the Australian Securities and 
Investments Commission (ASIC) if you have 
been disqualified from directing companies 
by ASIC.

If your board is looking to appoint new 
members, you might find our quick tips 
on choosing a new board member useful.

If you are on the board (governing 
body) of a registered charity, you will be 
considered to be a ‘responsible person’ 
under the ACNC Act. 

Your charity has an obligation to notify 
the ACNC if there are any changes 
(appointment, removal or resignation) to 
the people on its board – to the charity’s 
‘responsible persons’. 

acnc.gov.au
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_002.aspx
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_002.aspx
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Can board members resign?
Yes. Board members can resign at 
any time. Check your governing rules 
to find out whether there are any 
steps you need to take – you may 
need to notify your chair or secretary 
in writing and the charity should notify 
the ACNC and any other relevant 
government agencies.

Consider what impact your resignation 
will have on the charity before choosing 
to resign. Ideally, look at giving a period 
of notice. If you are also an employee of 
the charity you will need to check your 
employment contract to see whether 
there is anything about how to resign 
as a board member. Sometimes if you 
resign as a staff member you will also 
cease to be a board member. 

Can board members be paid?
Generally, people on the board can 
be paid if the payment advances 
the charity’s charitable purpose and 
the payments are clearly authorised 
(such as by a meeting of the charity’s 
members). Check if there are any rules 
about paying (or not paying) your board 
members. 

If your charity is a trust, your trustees 
(directors) cannot be paid unless the 
trust deed specifically sets out that 
they are to be paid. Charities that 
are companies registered with ASIC 
that omit the word ‘limited’ from their 
company name must not pay their 
board members fees. 

Payment of reasonable expenses 
is different to payment for services. 
Board members can be reimbursed 
(paid back) for reasonable expenses 
they paid while carrying out their duties. 
Check the fundraising regulation in your 
state or territory of operation as there 
may be rules about the payment of 
board members if you are fundraising.

Can board members be 
personally liable as a 
board member?
If you are complying with your legal 
duties, in most cases you will not 
be personally liable as a board 
member. However, this depends 
on the particular action and the type 
of charity you are on the board of. 
For example, board members may 
be personally liable for criminal or 
serious misconduct, or legal action 
taken against an unincorporated charity. 

Under the ACNC Act, board members 
of registered incorporated charities 
may be personally liable for deliberate 
actions or omissions that breach the 
Act if they have acted dishonestly, 
with gross negligence or are reckless. 

The ACNC Act treats the board 
members of different types of charities 
in different ways. For registered 
unincorporated associations, the 
obligations and liabilities are on each 
individual who is a director at the 
time. For trusts, the obligations and 
liabilities are imposed on the trustees. 
If the trustee is a body corporate 
(an incorporated organisation) then the 
obligation and liabilities are imposed on 
the individuals who were the directors 
of the company at the time.

Can board members be 
employees of their charity?
Your charity may have rules that set 
out whether members of the board can 
also be employees of the charity. If your 
charity’s rules do not prohibit this, your 
board members can also be employees 
of the charity. However, be aware that 
this can give rise to conflicts of interest 
that must be managed correctly. 
Consider reading our quick tips 
on conflicts of interest. 

Common questions about board members

acnc.gov.au
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_003.aspx
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_003.aspx
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Common questions about board members

How long does a term 
on a board last?
The terms of appointment for board 
members vary between charities but 
will generally be set out in your charity’s 
rules. For example, some charities will 
have three year terms (possibly with 
one third of the board retiring and two 
thirds continuing each year), but others 
will only be appointed for a year at a 
time. Some have a maximum term 
that any person can be on the board. 
There’s no one‑size‑fits‑all time period, 
so look for a model that works for 
your charity. 

Can a board member tell 
a staff or volunteer member 
what to do?
No. If your charity has staff or 
volunteers, individual board members 
cannot direct their work unless the 
board member has been given authority 
to do so (such as by a decision 
of the board or if they are a more 
senior employee of the charity and 
are directing them as part that role). 
Generally, the board can only direct 
the CEO as a collective, but individual 
members can be authorised by the 
board to do so. 

It is important to be clear about the 
roles of staff members, volunteers and 
board members. Everyone should 
understand what their role is and how 
it fits with others within a charity. This 
can help to avoid misunderstandings 
that can lead to disputes. Read our 
quick tips on internal disputes to find 
out more. 

Can boards delegate their 
responsibilities?
Some responsibilities of boards may 
be delegated (formally handed over) 
to others, although this depends on 

your charity’s rules and any legislation 
that applies to your charity. Remember, 
even if some responsibilities can 
be delegated, the board still bears 
ultimate legal responsibility for any 
decisions made. In charities with 
paid staff, most boards will delegate 
responsibilities to a CEO. In others, 
the delegation can be to a particular 
volunteer or sub‑committee of 
volunteers. Whatever the case, it is 
important to set out in writing what 
the delegation is, especially if powers 
of the board are being delegated.

Can a member tell a board 
member what to do?
In most cases, no. Board members 
are independent and generally cannot 
be directed by any general member 
of a charity. 

Can a board member 
be removed?
Your charity may have rules that 
set out if a board member can be 
removed before the end of their 
term of appointment and how. 
Some rules allow for a board member 
to be removed by a majority vote 
at a meeting of the members. 

A charity’s rules will often set out 
certain situations where a board 
member automatically stops being 
a board member, for example, if the 
board member fails to attend a certain 
number of meetings throughout the 
year or becomes bankrupt.

The ACNC Act also gives the ACNC 
the power in certain serious and 
specific situations to suspend or 
remove board members of a registered 
charity and also to appoint an ‘acting 
responsible entity’ to act in the place 
of the removed board members. We 
will generally only take this step in very 
exceptional circumstances. 

acnc.gov.au
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_001.aspx
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Your governing documents

Your governing documents set out many of 
the powers, objects and processes used to 
manage your charity. They help you make 
sure your charity is run well and on track.

All charities have rules of some kind, 
whether they are written in a formal 
document or are verbal agreements 
between members. They should be part 
of every charity’s life. When written, these 
governing documents are sometimes called 
a constitution, a charter, articles, rules or 
rulebooks. In this guide, we call them ‘rules’. 

Your rules might be kept in more than one 
document. For example, your charity might 
have a constitution that sets out how your 
charity will be run and a mission statement 
that sets out its purpose. Religious charities 
may also have a religious doctrine or canon 
law that sets out how they are to be run. 

Why are rules important?
Rules are important because they help give 
some certainty about how your charity is 
run and set out procedures that everyone 
involved with your charity can rely on. Rules 
bind you (as a board member), the charity 
and its members. 

The ACNC will look at your charity’s rules 
to see if they show your charity’s charitable 
purposes. This can be part of the evidence 
the ACNC needs to see to make sure your 
charity is entitled to be registered with the 
ACNC. The public will be able to view the 
rules of registered charities on the online 
ACNC Register. 

Your charity’s rules will generally set out:
 ■ that your charity is a not‑for‑profit 

 ■ its charitable purpose

 ■ the powers the board has to run 
the charity

 ■ how to become a member and the rights 
and obligations of members

 ■ how members of the board (and any 
office bearers such as a president or 
treasurer) are elected or appointed

 ■ how meetings of members and meetings 
of the board are called and held

 ■ how authority is delegated to the board, 
staff or volunteers, and

 ■ what will happen if the charity needs 
to be ‘wound up’ (closed down).

Setting out your charitable 
purpose and not-for-profit 
nature in your rules is an 
easy way to help you meet 
governance standard 1.
 See page 12 for more information about 
the governance standards. 

It is important that your rules accurately 
reflect how your charity operates. If your 
rules are not followed, you will not be able 
to rely on them if there is uncertainty, which 
is when you need them most. 

How do we show our charity 
is a not-for-profit?
In order for your organisation to be 
considered a charity, it must be a 
not‑for‑profit.

Generally, your organisation is a 
not‑for‑profit if it does not operate for 
the profit, personal gain or other benefit of 
particular people, such as its members, the 
people who run it or their friends or relatives 
– this gain or benefit is sometimes called 
‘private benefit’. This applies both while the 
organisation is operating and if it winds up.

Your rules are a good place to show that 
your organisation is a not‑for‑profit. They 
will contain clauses that prevent it from 
providing private benefit to its members. 
Find out more about the meaning of 
not‑for‑profit and how to show that 
your organisation is a not-for-profit.

acnc.gov.au
http://www.acnc.gov.au/ACNC/Register_my_charity/Who_can_register/What_is_NFP/ACNC/Reg/What_is_NFP.aspx
http://www.acnc.gov.au/ACNC/Register_my_charity/Who_can_register/What_is_NFP/ACNC/Reg/What_is_NFP.aspx
http://www.acnc.gov.au/ACNC/Register_my_charity/Who_can_register/What_is_NFP/ACNC/Reg/What_is_NFP.aspx
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What is public benefit?
Charities must be for the ‘public benefit’. 
This means that they must benefit the 
general community or a sufficient section 
of the community. 

For example, an organisation will not be 
a charity if it exists only to make money for 
the members of its board – this is a private 
benefit. Private benefit does not just have 
to be money – it could be a service or 
goods or anything else the charity provides. 
The people involved with a charity, such 
as its staff or volunteers can benefit from 
the work of the charity (for example, the 
board members of a self‑help group can 
still benefit from involvement with the 
charity) where this benefit is in line with 
the charity’s charitable purpose. 

How do I show my charity’s 
charitable purpose?
All charities must have a charitable 
purpose. Your purpose is the reason 
your organisation has been set up, 
or what your activities work towards 
achieving. Some people also refer to 
this as your organisation’s mission.

Your rules are a good place to show that 
your organisation has a charitable purpose. 
This is important when applying to the 
ACNC to register as a charity to show 
that your organisation is eligible to be 
a registered charity.

Find out more about the meaning 
of ‘charitable purpose’. 

How do we adopt or change 
our rules?
If you are drafting your first set of rules, 
or making changes to your rules, your 
charity will need to formally adopt them. 
You may have existing rules that set 
out how this must be done, or, if your 
charity is incorporated, the legislation 
that applies to your charity may set out 
requirements for how to adopt new rules. 
If your charity is a company limited by 
guarantee then the Corporations Act 
2001 (the Corporations Act) applies. 
If it is an incorporated association then 
the legislation of the state or territory it is 
registered in will apply. Make sure you are 
familiar with these requirements before you 
start making any changes. 

While it is important that you always follow 
your charity’s rules, these must be suited 
to your charity – sometimes you may need 
to make changes to your rules. You can 
read more about changing your rules on 
our website. 

When you apply for registration, you must 
provide a copy of your charity’s rules to 
the ACNC. You need to notify the ACNC 
if you make any changes to your rules. 
Read more about notifying the ACNC 
of changes to your charity. 

acnc.gov.au
http://www.acnc.gov.au/ACNC/Register_my_charity/Who_can_register/What_char_purp/ACNC/Reg/What_char_purpose.aspx
http://www.acnc.gov.au/ACNC/Register_my_charity/Who_can_register/What_char_purp/ACNC/Reg/What_char_purpose.aspx
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Notify_changes/ACNC/Edu/Notify_change.aspx
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Notify_changes/ACNC/Edu/Notify_change.aspx
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ACNC governance standards

To be and remain registered with the 
ACNC, all charities (except basic religious 
charities) must comply with the governance 
standards. These are a set of core, 
minimum requirements for the governance 
of charities. They do not cover all aspects 
of governance, nor ensure best practice 
governance. We (and others such as 
peak bodies) provide tools and resources 
to promote good governance practices 
beyond these standards.

The governance standards will generally 
be applied as a set of high‑level principles, 
rather than as prescriptive rules. This 
means your charity can generally choose 
how to comply, as long as you can 
demonstrate to us that this is appropriate 
taking into account your context such 

as your size, purposes, beneficiaries 
and existing governance systems and 
processes. We are flexible in our approach 
to enforcing the governance standards, and 
focus on achieving our regulatory objectives 
of promoting public trust and confidence, 
and supporting a robust and vibrant sector. 

Recognising many charities may not be 
aware, or have not yet had time to consider 
the standards, our main focus for the first 
two years (2013–2015) will be on providing 
information and guidance to help charities 
comply. We will consider stronger action 
where there are serious or deliberate 
breaches of the governance standards, 
such as where money is being diverted 
to non-charitable purposes, non-disclosure 
of serious conflicts of interest, or gross 
financial negligence.

Below is a brief summary of the standards, 
including a discussion of the legal duties 
for board members that are referred to 
in governance standard 5. More detailed 
guidance about the governance standards 
is available on the ACNC website. 

The ACNC’s approach to 
governance will be to focus 
on providing information 
and guidance to help 
charities comply.

acnc.gov.au
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Governance/ACNC/Edu/Governance.aspx
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Governance/ACNC/Edu/Governance.aspx
http://acnc.gov.au/ACNC/Manage/Tools/ACNC/Edu/Tools/MainTools.aspx
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Governance/ACNC/Edu/Governance.aspx
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The five governance standards

Standard 1: Purposes and not-for-profit nature 
of a registered entity 
Registered charities (‘registered entities’) must be not-for-profit and work 
towards their charitable purpose. A charity must be able to demonstrate 
this to the ACNC and provide information about its purpose to the public 
(for example, by having a copy of its rules on the ACNC Register). 

Standard 2: Accountability to members 
Charities must take reasonable steps to be accountable to their members 
and provide their members adequate opportunity to raise concerns about 
how the charity is governed. This standard only applies to charities that 
have members (so not to trusts). 

Standard 3: Compliance with Australian laws 
A charity must not commit a serious offence (such as fraud) under any 
Australian law or breach a law that may result in a civil penalty of at least 
60 penalty units (as at June 2013, this is $10,200).

Standard 4: Suitability of board members 
(‘responsible persons’)
Charities must take reasonable steps to ensure that their board members 
are not disqualified from managing a corporation (under the Corporations 
Act) or currently disqualified from being a board member for a registered 
charity by the ACNC Commissioner. Charities must take reasonable 
steps to remove board members who do not meet these requirements. 

Standard 5: Duties of board members 
(‘responsible persons’)
Charities must take reasonable steps to make sure that their 
board understand and carry out the duties set out in this standard. 
See page 14 for more information.

01

02

03

04

05

acnc.gov.au
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Your duties and responsibilities

As a member of a board, you have duties 
and responsibilities to your charity. Even 
though most board members of charities 
are volunteers, you still have legal duties 
that you must meet to ensure that your 
charity is well‑governed. 

As a board member, you have an important 
responsibility to your charity that requires 
you to put the interests of the charity ahead 
of your own personal interests. The specific 
duties vary depending on your charity’s 
legal structure. Generally, you need to be 
careful and conscientious in your role and 
act with common sense and integrity. 

Your charity can, in some situations, 
be liable if you don’t follow your duties. 
In particular, one of the governance 
standards (standard 5) requires that 
charities take reasonable steps to make 
sure that their board members know and 
understand their more significant legal 
duties (described below) and that they 
carry out these duties.

The more significant duties of board 
members of registered charities are: 

1.  To act with reasonable care 
and diligence 

As a board member, you must show 
a standard of care and diligence that a 
reasonable person would use if they were 
in your place. In practice, do your best to 
participate. Before the meeting, read and 
try to understand any materials you have 
been given about topics the board will be 
considering. Try to turn up to meetings on 
time. If you are unable to attend a meeting, 
give reasonable notice and try to catch up 
afterwards. 

If you have any questions about any of 
your board’s business, always ask the 
other board members or staff and make 
sure to leave time for thinking about your 
decision. If you do not feel comfortable 
making a decision on something, it may be 
worth asking for more time. You should feel 
confident to independently make decisions 
and not just follow the crowd. Sometimes, 
you should request that your separate view 
be recorded in the minutes. 

2.  To act in the best interest 
of your charity and for 
a proper purpose

When acting as a board member you must 
make decisions that are in the best interest 
of your charity and to further its charitable 
purpose. 

If you are on the board as a representative 
or nominee of another organisation, you 
will generally have to make decisions 
that are in the best interest of the charity 
(rather than, for example, the organisation 
that nominated you). 

3.  Not to improperly use 
information or your position

Sometimes as a board member you will 
come across information that could be 
used for your personal or other interests. 
Any special knowledge that you gain as 
a board member must only be used for the 
benefit of the charity and never to further 
personal or other interests. 

For example, you might learn about the 
details of a tendering process or the 
private details of staff or clients. Keeping 
this information private is one of your 
responsibilities as a board member and this 
information must not be used except in the 
interests of your charity. 

Ask yourself – would someone who 
was observing me think that I was being 
careful and conscientious in my duties? 

Ask yourself – is this decision in the best 
interest of my charity and does it further 
its charitable purpose? 

Ask yourself – am I using information I 
have obtained as a board member for the 
benefit of my charity or am I using it for my 
own interests or the interests of my family 
or others I have a relationship with?

acnc.gov.au
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In your role as a board member you may 
have the opportunity to use your position 
for personal gain or to benefit someone 
else such as a family member or friend. 

For example, using your position as a 
board member to get services that your 
charity provides for your friend that does 
not quite meet the charity’s guidelines.  

4.  To manage financial affairs 
responsibly

Many charities receive donations from the 
public, government funding and taxation 
concessions or exemptions, and must have 
financial management practices in place 
to ensure that a charity’s resources are 
used effectively and protected from misuse. 

Charities should have appropriate and 
tailored financial systems and processes, 
suitable to the size and circumstances 
of a charity and the complexity of its 
financial affairs. 

5.  To disclose and manage 
conflicts of interest

Conflicts of interest occur when your duty 
to act in the best interests of your charity 
is or may be in conflict with the opportunity 
or potential to get a personal benefit 
(or a benefit for a person or organisation 
you have a relationship with). 

If you have a conflict of interest 
(or perceived conflict), inform your board 
as soon as possible. Generally, it is 
best (and often required by your rules 
or any legislation that applies to your 
charity) not to take part in any discussion 
or decision‑making where you have 
a conflict of interest.

Conflicts of interest are common and do not 
have to be a serious problem. However, if a 
conflict of interest is not managed properly, 
it may damage your charity’s reputation and, 
in serious cases, even break the law. Even 
the perception that a conflict exists, even if 
there is no actual conflict of interest, requires 
you to take steps to ensure you do not 
breach your duty. 

For more information, consider reading our 
quick tips on managing conflicts of interest. 

6.  Not to allow a charity to 
operate while insolvent 

You must ensure that your charity can pay 
its debts when they are due. This is called 
being solvent. If your charity is unable to 
do this then it will be insolvent. As a board 
member, you must not allow your charity to 
continue to take on new debts (for example, 
wages, rent, equipment lease payments) if 
you know the charity will not be able to pay 
those bills when they are due. 

Ask yourself – am I using my position 
as a board member for the benefit of 
my charity or am I using it for my own 
interests or the interests of my family or 
others I have a relationship with?

Ask yourself – are there systems and 
processes in place that ensure that your 
charity’s resources are being effectively 
put towards your charitable purpose and 
are protected from misuse? 

Ask yourself – would an independent 
observer be sure that I was only acting in 
the best interests of my charity? Or might 
they think I was acting in some way for 
my own interest?

Ask yourself – will my charity be able to 
pay its debts when they fall due? 

acnc.gov.au
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Governing your charity

The most important part of your work in 
a charity is actually doing what your charity 
was established to do. However, as a 
board member you must make sure that 
not only is your charity doing good work, 
it is also properly governed. 

Do we have to hold meetings? 
Often, to get the work of your charity done, 
your board will need to hold meetings. 

Some can be informal (such as over the 
phone or around your kitchen table), while 
others must follow certain requirements. 
Your rules and any legislation that applies 
to your charity may set out: 

 ■ how many meetings must be held 
and when (such as your annual 
general meeting)

 ■ who needs to be at the meetings (there 
may be a quorum requirement, where 
a certain number of people must be 
present for the meeting to be valid)

 ■ whether minutes need to be taken, 
how they are to be kept and who 
can read them

 ■ who can vote on certain topics and 
how voting happens.

Be familiar with any requirements your 
charity may have for holding meetings, 
and be clear about what kind of meeting 
you are holding. For example, how you run 
the meeting and the responsibilities of the 
people attending will be different if it is a 
board meeting, compared with a meeting 
of your members (even if the board and the 
members are the same people). 

You may like to read our quick tips 
on holding annual general meetings. 

Do we have to keep records?
Keeping records allows you to have 
an accurate account of your charity’s 
important information. You should consider 
what kind of information it is important for 
your organisation to keep and also whether 
there are any privacy or any other legal 
considerations for the sorts of records 
you keep. For example, you might keep 
records on: 

 ■ your financial statements such as bank 
statements, and receipts to show any 
money coming in or going out (including 
any payments or donations, funding 
contracts or receipts) meetings held by 
the charity (particularly meetings of your 
board and annual general meetings)

 ■ your charity’s activities (such as annual 
reports or other documents that allow 
you to show what kind of activity your 
charity has been undertaking).

Registered charities are required to keep 
records under the ACNC Act, usually for 
seven years. In particular they must keep 
records that correctly record:

 ■ (and explain) its transactions, financial 
position and performance to enable 
true and fair financial statements to be 
prepared and audited (if needed), and

 ■ its operations.

acnc.gov.au
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_004.aspx
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_004.aspx
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How do we manage the people 
involved in our charity?
The people involved with your charity are 
at the heart of what it does – whether 
they are paid or volunteer members, it is 
important to consider how you manage 
their involvement. 

Having staff is an important responsibility. 
Make sure that they have a safe workplace 
and that their conditions are lawful, fair, and 
clear to both the staff and the board. There 
are resources available that can help you. 
For more guidance that may be useful for 
your charity, visit agencies such as:

 ■ Safe Work Australia – health and 
safety laws 

 ■ Fair Work Ombudsman and Australian 
Human Rights Commission  
– employment and equal opportunity

 ■ Australian Taxation Office (ATO) 
– employees and taxation. 

Make sure your charity is clear about 
who is a board member, a staff member, 
a volunteer or a contractor – your 
responsibilities to each person will depend 
on their status with your charity. 

In smaller charities, sometimes these 
roles will be less clear and often the roles 
of volunteers, board members and staff 
will overlap. While the people may be the 
same, the roles are different and so are 
their responsibilities.

Some charities will choose to use 
‘contractors’ who are paid by the charity 
but who are not ongoing employees. 
Be familiar with the specific tax conditions 
for having contractors, before your charity 
uses one. The ATO provides guidance on 
contractors and tax that may be useful to 
your charity.

Volunteers are a precious resource to 
charities and it is important that you make 
sure that your volunteers are supported, 
safe and valued. Volunteers require training 
and support, so consider forming a plan 
on how your charity will recruit, train and 
supervise its volunteers. The ATO also 
provides guidance on volunteers and tax 
that may be useful to your charity.

PilchConnect (a service run by a registered 
charity) provides a free useful guide that 
explains the difference between employees, 
contractors and volunteers. 

Even if you have a treasurer (or someone 
with accounting experience) on your 
board, it is important that all the other 
board members also take their obligation 
to monitor the charity’s financial position 
seriously. All board members should feel 
comfortable to ask questions on financial 
matters and to be able to understand the 
charity’s financial statements.

 

acnc.gov.au
http://www.safeworkaustralia.gov.au/sites/swa/model-whs-laws/guidance/volunteers/pages/volunteers
http://www.fairwork.gov.au/Pages/default.aspx
http://www.humanrights.gov.au
http://www.humanrights.gov.au
http://www.ato.gov.au
http://www.ato.gov.au/Non-profit/Employees,-volunteers-and-other-workers/
http://www.ato.gov.au/Non-profit/Employees,-volunteers-and-other-workers/
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 Overseeing your charity’s finances

A key responsibility for your board is to 
make sure your charity has the resources 
it needs to carry out its work, meet its 
debts and achieve its purpose. 

What about raising money?
There are a number of ways your charity 
can raise money. Charities commonly raise 
money through membership fees, seeking 
donations from the public, government 
funding and/or holding events. 

No matter which way your charity 
raises money, it is important that you 
understand the obligations that come 
with receiving money. You may have to 
comply with fundraising regulation in your 
state or territory, meet certain obligations 
under a government funding contract or 
comply with your obligations as a trader. 
The ACNC does not regulate fundraising. 
It is important to consider these obligations 
before you start raising money.

Do we need financial controls?
Keeping an eye on your charity’s finances 
is crucial to ensuring your charity has 
access to the resources it needs. Regularly 
review your financial position and your 
charity’s ability to pay for its upcoming 
expenses. Ensure that your processes 
for money-handling are safe and secure 
to protect against fraud and financial crime. 
It can be hard to believe, but theft does 
happen in charities – it is uncommon, but 
simple steps can help prevent problems. 

Some boards will appoint a finance 
committee to look into your charity’s 
finances more deeply. This committee 
usually reviews financial reports to the 
board in greater detail and provides advice 
to the board on the organisation’s financial 
position. Your financial information should 
be presented in a clear way that can be 
understood by the members of your board 
and anyone else who has to deal with it. 

Consider whether your charity needs 
to (by law) appoint an auditor. 

For more information, read our quick tips 
on basic financial controls and preventing 
fraud and other financial crime. We have 
also produced a guide about protecting 
your charity from fraud which has lots of 
practical and simple things you can do.

What if things go wrong?
When facing financial trouble, there are 
steps you can take to manage it and 
to reduce the risk of it happening again. 

If you are familiar with your charity’s 
finances (how much money you have, 
where it comes from and what it is being 
spent on) this will allow you to respond 
to any trouble quickly and effectively. 
Acting early gives you more options and 
could help you prevent your charity from 
closing down. 

More resources
Make sure you are familiar with your 
ongoing obligations (including financial 
reporting) to the ACNC, and also to other 
government agencies or under grant 
agreements. You can take a look at our:

 ■ list of other regulators, and the 
obligations your charity may have to them

 ■ state and territory factsheets

 ■ guidance on financial and other reporting 
to the ACNC

 ■ our quick tips on finance and fraud 
and guide on protecting your charity 
from fraud.

Your charity may have other obligations 
to manage its finances or make financial 
reports to other government agencies.

acnc.gov.au
http://www.acnc.gov.au/ACNC/About_ACNC/Site_information/List_of_regulators/ACNC/Site/Regulator_list.aspx
http://www.acnc.gov.au/ACNC/About_ACNC/Site_information/List_of_regulators/ACNC/Site/Regulator_list.aspx
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_005.aspx
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_005.aspx
http://www.acnc.gov.au/ACNC/About_ACNC/Site_information/List_of_regulators/ACNC/Site/Regulator_list.aspx
www.acnc.gov.au/ACNC/Pblctns/Factsheets/ACNC/Publications/Factsheets.aspx
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Reporting/ACNC/Edu/Reporting.aspx
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_005.aspx
http://www.acnc.gov.au/ACNC/Publications/FraudGuide/FraudGuideIntro.aspx
http://www.acnc.gov.au/ACNC/Publications/FraudGuide/FraudGuideIntro.aspx
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Your obligations to the ACNC

This section relates to 
the legal obligations of 
registered charities to 
the ACNC. 

If your charity is registered with the ACNC, 
it has obligations it must meet to maintain 
its registration. 

The obligations of registered charities can 
be grouped into obligations to notify us 
of certain changes, keep records and to 
report to us each year. Your charity does 
not have to pay a fee to the ACNC for 
meeting any of our obligations, as long as it 
meets these within the required time period. 

Your charity may have to pay a penalty if it 
doesn’t meet its obligations on time. Your 
charity must also make sure it continues 
to meet the requirements for ACNC 
registration, including complying with 
the governance standards (and external 
conduct standards when they are in force) 
and pursuing its charitable purpose. 

What about other regulators 
my charity must deal with?
As with other types of organisations, 
charities must meet a range of legal 
requirements imposed by government 
agencies at local, state and territory, 
and Commonwealth levels. Sometimes 
this regulation is specific to charities, 
sometimes it will apply to charities and 
other not-for-profits (such as fundraising 
and legal structure) and sometimes it will 
apply to charities and business (such 
as work health and safety regulation). 
Often there will be different requirements 
depending on the type of activities the 
charity does (such as working with children 
or providing aged care services).

Read our list of other regulators that may 
affect charities, or our factsheets on the 
state and territory regulation of charities.

What does my charity have 
to notify the ACNC of?
If your charity changes its legal name, 
address for service (the contact details 
you have given that the ACNC can use 
to contact your charity), board members 
or governing rules you must notify the 
ACNC. It is important to keep your entry on 
the ACNC Register up-to-date – otherwise 
people who are searching for your charity 
may think it has closed down.

You must also let us know if you think your 
charity isn’t meeting its obligations and is no 
longer entitled to be registered with the ACNC. 
For example, if your charity’s purposes are no 
longer charitable, you must notify us.

Find out more about notifying the ACNC 
of changes to your charity. 

Do we have to keep records?
Registered charities need to keep both 
financial and operational records. There is no 
requirement that you use a particular system, 
process or format for keeping records. They 
must be easy to access and made available 
to the ACNC upon request. Records must 
usually be kept for seven years. 

Financial records are documents that 
allow you to explain your charity’s financial 
transactions, position and performance and 
allow financial reports to be prepared and 
audited (if required). 

Operational records are any other 
documents about your charity’s activities 
(operations). These may include meeting 
minutes, reports, and written details 
of your charity’s activities, programs 
or services. Most charities have this 
information and summarise it in an annual 
report. You need to keep records that 
allow us to assess whether your charity 
remains entitled to its registration and that 
it is complying with its obligations under 
the ACNC Act. Records must also allow 
the ATO to decide whether your charity is 
complying with any relevant taxation laws. 

Find out more about record‑keeping 
obligations to the ACNC. 

acnc.gov.au
http://www.acnc.gov.au/ACNC/About_ACNC/Site_information/List_of_regulators/ACNC/Site/Regulator_list.aspx
http://www.acnc.gov.au/ACNC/About_ACNC/Site_information/List_of_regulators/ACNC/Site/Regulator_list.aspx
http://www.acnc.gov.au/ACNC/Pblctns/Factsheets/ACNC/Publications/Factsheets.aspx?hkey=9917338a-9a7a-4dcd-91f0-08131ea6cde0
http://www.acnc.gov.au/ACNC/Pblctns/Factsheets/ACNC/Publications/Factsheets.aspx?hkey=9917338a-9a7a-4dcd-91f0-08131ea6cde0
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Notify_changes/ACNC/Edu/Notify_change.aspx
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Notify_changes/ACNC/Edu/Notify_change.aspx
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Record_keeping/ACNC/Edu/Record_keep.aspx
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Record_keeping/ACNC/Edu/Record_keep.aspx
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Unless we or another government agency 
tell you otherwise, continue to comply with 
any obligations your charity may have to 
any other government agencies. 

The ACNC is working to reduce the 
duplication of obligations, such as reporting 
to other government agencies. 

Does my charity have to report 
to the ACNC?
Registered charities must report each year 
to the ACNC. 

The reporting requirements vary depending 
on the size of the charity. Small charities 
do not need to provide as much 
information as medium or large charities, 
which will (from 2014) usually need to 
provide financial reports. 

From 1 July 2013 all registered charities 
will have to provide an annual information 
statement (AIS) to the ACNC. The 
statement is brief, so it is not expected to 
require significant extra work or any change 
to current systems. You have up to six 
months from the end of your reporting 
period to lodge your AIS. You can do this 
online and there are no fees.  

If your charity is a company it will now 
be able to report to the ACNC rather than 
the Australian Securities and Investments 
Commission (ASIC). Reporting to the 
ACNC is free. 

Charities that are Indigenous Corporations 
will satisfy their AIS and financial reporting 
obligations by lodging their annual 
report with the Office of the Registrar of 
Indigenous Corporations (ORIC), meaning 
these charities only need to report once. 
This will apply at least until 2014–15.

What are ‘governance 
standards’ and ‘external 
conduct standards’?
Under regulations related to the ACNC 
Act, all registered charities (other than 
basic religious charities) must meet a set 
of governance standards before they can 
be and remain registered with the ACNC. 
These standards set out a minimum 
standard of governance to help promote 
public trust and confidence in charities. 
More detailed information is available in 
this guide on page 12 and on the ACNC 
website. 

For more information, see 
our factsheet on charities 
registered with ASIC and 
the ACNC. 
Find out more about reporting to 
the ACNC. 

Basic religious charities do 
not have to provide annual 
financial reports or comply 
with the ACNC governance 
standards. 
Find out more about  
basic religious charities. 

acnc.gov.au
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Basic_rel_ent/ACNC/Edu/Basic_rel_char.aspx
http://www.acnc.gov.au/ACNC/FTS/FS_ASIC_reg.aspx
http://www.acnc.gov.au/ACNC/FTS/FS_ASIC_reg.aspx
http://www.acnc.gov.au/ACNC/FTS/FS_ASIC_reg.aspx
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Reporting/ACNC/Edu/Reporting.aspx
http://www.acnc.gov.au/ACNC/Manage/Ongoing_Obs/Reporting/ACNC/Edu/Reporting.aspx
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Your charity changes or things go wrong

Sometimes things change – what you 
thought would work when you started 
out might not be what works best for 
your charity later on and sometimes 
things don’t go exactly as planned. Be 
aware of potential risks to your charity and 
try to have a plan in place to handle them. 

What if we have an internal 
dispute?
Internal disputes need to be taken 
seriously, but there are steps you can 
take to resolve them. Internal disputes 
involve disagreements between groups 
or individuals within a charity. For example, 
if a member of staff disputes a decision 
taken by the charity’s board about how 
the charity is run. The ACNC does not 
have the power to deal with internal 
disputes in charities unless there is a 
serious risk to public trust and confidence. 
For example, if the dispute has the potential 
to result in a breach of the ACNC Act. It is 
not our role to mediate disputes, but there 
are other organisations that can help. 

It is often a good idea to have a provision 
in your charity’s rules that sets out how a 
dispute will be resolved. It is always better 
to have the process in place before you 
need it.

Read our quick tips on internal disputes 
to find out more. 

What if we have a conflict 
of interest?
Conflicts of interest can happen often. 
If these are properly managed they do 
not have to cause a problem. A conflict of 
interest occurs when a person who has a 
duty to act in the best interests of another 
has the opportunity or potential to ‘use’ 
that information or their position in some 
way for their own personal benefit (or for 
the benefit of a person or organisation they 
have a relationship with). Read our quick 
tips on conflicts of interest to find out more.

Disclose any conflicts of interest to the 
board as soon as you are aware of 
them. Unless the board consents, you 
should not participate in any discussion 
or decision‑making on issues where you 
have a conflict of interest. It is usually better 
if you leave the room until the discussion 
is over.

Be sure that everyone 
involved with your charity 
understands their role 
and responsibilities and 
acts quickly to resolve 
any disputes. 
Remember, disputes can destabilise a charity 
and can distract you from carrying out your 
charitable purpose.

acnc.gov.au
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_001.aspx
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_003.aspx
http://www.acnc.gov.au/ACNC/Edu/Tools/QT_003.aspx
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What if my charity winds up?
‘Winding up’ means closing down your 
charity. There are many reasons that 
charities choose to wind up. Some charities 
wind up because they have achieved their 
mission or if they merge their operations 
with another charity. In other cases, they 
wind up because they can no longer 
pay their debts. Whatever the reason 
for winding up, your charity may have 
procedures that it must follow set out in 
its rules or in any legislation that applies 
to it. Contact your incorporating regulator 
to check if there are any procedures your 
charity needs to follow. It is in your best 
interest to notify the ACNC so that your 
charity no longer has to meet its obligations 
under the ACNC Act. 

Can my charity’s registration 
be revoked?
Your charity might decide that it no longer 
wants to be a registered with the ACNC. 
A charity may choose to request that their 
registration be cancelled (revoked) because 
it is winding up or if its purposes are no 
longer charitable. Whatever the reason, 
if your charity decides that it no longer 
wishes to be a registered charity, you 
can complete the ‘Application to revoke 
registration as a charity’ form to cancel your 
registration. 

The ACNC Act gives the ACNC powers 
to make sure the community continues 
to have high levels of trust and confidence 
in the sector. These powers aim to protect 
the reputation of charities doing the right 
thing. In cases where charities are guilty 
of serious misconduct, we have the power 
to revoke a charity’s registration. 

What if my charity becomes 
insolvent?
Being insolvent means that your charity 
cannot pay its debts when they are due 
to be paid. If you think your charity may 
be insolvent, or at risk of becoming 
insolvent, you should seek professional 
advice immediately. You may need to 
notify your state or territory regulator 
if your charity is incorporated.

Remember, from the date 
your charity ceases to be 
registered with the ACNC 
it will lose its eligibility to 
receive Commonwealth tax 
concessions and access to 
certain other concessions, 
benefits and exemptions.

acnc.gov.au
http://www.acnc.gov.au/ACNC/About_ACNC/Site_information/List_of_regulators/ACNC/Site/Regulator_list.aspx
http://acnc.gov.au/ACNC/Manage/Ongoing_Obs/Notify_changes/ACNC/Edu/Notify_change.aspx?hkey=0a231d7f-80dc-4fb8-870a-340f3b820d2f
http://www.acnc.gov.au/ACNC/Pblctns/AF/ACNC/Publications/AF_Forms.aspx
http://www.acnc.gov.au/ACNC/Pblctns/AF/ACNC/Publications/AF_Forms.aspx


23visit acnc.gov.au phone 13 ACNC

GOVERNANCE FOR GOOD

Top 10 tips for board members 

01
Know what the charitable purpose 
of your charity is and make sure 
you and your charity are working 
towards it – if you are unsure, 
ask yourself whether your actions 
promote your charity’s charitable 
purpose.

06
Although board members act 
as a group, do not just follow 
the crowd. You should always 
do what you think is best for 
your charity, even if sometimes 
it means taking a different view 
to other board members. 

02
Be clear about your role and 
make sure that the roles and 
responsibilities of everyone at 
your charity are well understood, 
whether these are volunteers, 
members, board members, 
clients or employees.

07
Understand your charity’s 
obligations to government 
agencies (such as the ACNC 
and other regulators) and make 
sure your charity is meeting them.

03
Understand your charity’s 
financial position and be familiar 
with its financial statements – 
everyone on your board shares 
a responsibility to make sure 
your charity’s finances are 
well‑managed.

08
Listen to the other board 
members and work as part 
of a team. Your board shares 
a collective responsibility for the 
organisation and you should see 
board members as colleagues.

04
Keep your responsibilities and 
legal duties as a board member 
in mind when making decisions 
as a board member, particularly 
difficult ones.

09
Be confident to declare and 
manage conflicts of interest 
responsibly. Most members of 
a board will encounter conflicts 
of interest and you should 
feel confident to handle them 
responsibly. 

05
Have a copy of your rules: read 
them, understand them, follow 
them and if you are ever unsure, 
ask your other board members 
or get professional advice.

10
Always act in the best interests of 
your charity – as a board member 
you have a responsibility to put 
the interests of your charity above 
your own personal interests.

acnc.gov.au
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Resources for charities

There are a number of resources on governance (including websites, guides and factsheets) 
available to charities from both government and non-government sources. We have listed 
some of these below, and will continue to update these details. 

Australian Institute of Company Directors
www.companydirectors.com.au

Chartered Secretaries Australia
www.csaust.com

Community Door 
communitydoor.org.au

Connecting Up
www.connectingup.org

CPA Australia
www.cpaaustralia.com.au

Inc. – A guide for incorporated associations 
in Western Australia 
www.commerce.wa.gov.au/associationsguide

Institute of Chartered Accountants Australia
www.charteredaccountants.com.au

Not-for-profit Compliance Support Centre 
www.nfpcompliance.vic.gov.au

Our Community 
www.ourcommunity.com.au

Philanthropy Australia
www.philanthropy.org.au

PilchConnect 
www.pilch.org.au

Queensland University of Technology – 
Developing Your Board Wiki
https://wiki.qut.edu.au/display/CPNS/DYB+Home

acnc.gov.au
www.companydirectors.com.au
www.csaust.com
communitydoor.org.au
www.connectingup.org
www.cpaaustralia.com.au
www.commerce.wa.gov.au/associationsguide
www.charteredaccountants.com.au
www.nfpcompliance.vic.gov.au
www.ourcommunity.com.au
www.philanthropy.org.au
www.pilch.org.au
https://wiki.qut.edu.au/display/CPNS/DYB+Home
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Dear 
 
RE:  Election as Board Director 
 
We are pleased to confirm your election to the board of the Rockhampton 
Benevolent Homes Society Incorporated as a Director, effective from 
……………………………….. 
  
As a director, you will be entitled to receive copies of all Board papers and 
notices of all Board meetings and will be expected to attend all Board meetings 
where practicable.  You will have all the usual duties of a director with particular 
regard given to all applicable principles of good Corporate Governance and Code 
of Best Practice.   
 
Please acknowledge your receipt of the induction package by signing the attached 
form. 
 
 
Yours sincerely 
 
 
 
 
 
Chairman 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX E 



 
 
 

Q:\ADMINISTRATION\Board\Board Documents\Director Induction Package\Appendix E Letter of 
Appointment.dot  
 

 

ROCKHAMPTON BENEVOLENT HOMES  
SOCIETY INCORPORATED 

 
 

BOARD OF DIRECTORS 
Induction of New Director 

 
 
 
I……………………………………………………………………………………………........... 
 
having been appointed as a Director of the Board of Rockhampton Benevolent Home Society 
Incorporated, acknowledge that I am familiar with my responsibilities as a voluntary Director 
in relation to: 
 

a) Legal responsibility to the role as a Director of a Not-For-Profit Board 
b) Rockhampton Benevolent Home Corporate Governance Plan 
c) The Constitution of Rockhampton Benevolent Home 
d) The financial position of Rockhampton Benevolent Home 
e) Acquiring and maintaining a current Criminal History Check 
f) Acknowledge the framework and Mission of Rockhampton Benevolent Home 

 
I acknowledge the receipt of the following literature: 
 

 Constitution 
 Corporate Governance Plan 
 Mission Statement 
 Organisational structure 
 Strategic Plan 
 Latest audited financial report of Rockhampton Benevolent Home 
 Board Director’s contact details 
 Board meeting dates for the current year 
 Information on not-for-profit boards 
 Good Governance Principles 

 
Rockhampton Benevolent Home aims to ensure that all information, private and organisational, 
remains confidential.  I acknowledge that I have a responsibility as a Director to ensure that the 
private/confidential information is not inappropriately released while currently a Director or at 
any time after ceasing to be a Director.   
 
 
 
 
 
 
 
 
………………………………………………..    …………………… 
Signed                                                                                                             Date 
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