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Expressed permission is given to providers of
not for profit community services for any
section of this resource to be reproduced,
either in whole or in part, where it is to be
used in-house and/or for community
education purposes where a charge is not
attached, provided no changes are made to
the materials. If you wish to alter or adapt
materials please contact WACOSS.
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“Corporate governance is the system by which
business corporations are directed and
controlled.

OECD
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The corporate governance structure specifies the
distribution of rights and responsibilities among
different participants in the corporation, such as the
board, managers, shareholders and other
stakeholders, and spells out the rules and
procedures for making decisions on corporate
affairs.

By doing this, it also provides the structure through
which the company objectives are set, and the means
of attaining those objectives and monitoring
performance.” OECD
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Key obligations under the Act

e Must be held each year within 4 months of
the end of the association’s financial year.

¢ Annual accounts must be presented to
members at each Annual General Meeting.

Copyright WACOSS 2011: Permission granted for use by not-for-profits subject to no fees charged or alterations

Copyright WACOSS 2011 use by tono fees charged or alterations

Key obligations of associations under the Act

Records 1

e The rules of association (constitution) must
be kept up-to-date and made available to
any member to inspect and copy on request.

¢ Alist of committee members and office
bearers, together with their residential or
postal address, must be maintained and
made available to any member to access or
copy on request.
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Govemment of Western Australia
/) Depariment of Commerce

INC.

A Guide For Incorporated Associations

Sitemap | Contact Us

http://www.docep.wa.gov.au/associationsguide/

Covers following slides and a lot more information
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Key obligations of associations under the Act
Records 2

¢ Accounting records must be kept in such a
way that true and fair accounts of the
association can be prepared from time to
time and be conveniently and properly
audited.

¢ An up-to-date members' register must be
maintained and made available to any
member to inspect and copy on request.
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Key obligations of associations under the Act

How clear is your committee about priorities
for where they put their energy?

L1 #$%
!
&
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e Which are your 3 most important things to
¢ What have you been doing that works? do to strengthen your organisation this
year?
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Branches could be:
Committees
Projects

Copy what works from one to another:
Communication structures to main
committee . . R

. ) ) How will your choice of priorities now

Steps in running projects

affect your capacity in the future?
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Imagine all the volunteers who will serve on
your committees or projects over the next 5
years.

e What are 10 things that you can do to build
and carry forward the skills and knowledge
of each these people so the organisation
gets stronger and stronger?
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e Initiate a discussion with your committee
about succession planning.

e Agree on a statement to your community
about how leadership knowledge should be
passed on.

e Decide on 3 small steps to take to
strengthen retention of leadership skills in
future committees.
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Discuss in small groups

1. What are the most important things to
work on?

2. What should be started first?

3. What are two small steps to take in the
next month?

4. What would change?
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Incorporation is often attractive because it
gives a range of advantages. However, there
are some disadvantages:

e the organisation takes some energy to
manage well and this may be a distraction

e there are costs
e there are legal obligations
e it may restrict your activities
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“An association is eligible for incorporation if it has more than
5 members and is formed:

o for areligious, educational, charitable or benevolent
purpose;

« for the purpose of promoting or encouraging literature,
science or the arts;

« for the purpose of sport, recreation or amusement;

« for the purpose of establishing, carrying on, or improving a
community,

e social or cultural centre, or promoting the interests of a
local community;

« for political purposes; or
o for any other purpose approved by the Commissioner.”

Wiww.commerce.wa.gov.au/as
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Steps to Incorporation

e Criteria for eligibility

e Scope of activities

e Key decisions for Incorporation
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Activities of Constitution

organisation

Legally, the committee can only do activities that fit within the
Objectives listed in the Constitution. You may need change the
planned activities or update the constitution,
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All actions of

Community needs .
Committee !

Constitution

Committee members are responsible for making sure
activities are only conducted within the Constitution

Copyright WACOSS 2011: for use by to no fees charged or alterations

Community needs

Constitution
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¢ Objectives of the organisation

- Fit within in criteria for an Incorporated
association

- Allow for all intended activities
- Clear, simple and focussed
- High level detail make cause constraints

- Check wording of Objectives against intent to
apply for charitable and DGR status
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All actions of

/\Committee !

/

Constitution
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e Number of committee members
- Must be more than 5
- Keep it small enough to make meeting together
practical
e Quorum

- Portion of committee members required at a
meeting for the decisions to be binding or legal

- Make sure the quorum rules will allow effective
decision making in a way that reflects the
cultural approaches of your organisation
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e Structure of any sub-committees

- Sub-committees or Circles of Elders can
strengthen the organisation and also reduce the
workload on the Committee

- Will the members elect people to
subcommittees at the AGM or allow the
Committee to establish them through the year?

- Will non-members be allowed on committees
and sub-committees?
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Sub-committees, each with their own projects,
can help your organisation bear more fruit.
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¢ Read through “Inc.” website

» Download the required forms and the Model Rules
of Association (draft Constitution).

o Read draft Constitution as a Committee and the
identify clauses that need some work

o Agree on Name and Objectives
¢ Place advertisement in newspaper

e Agree on changes to quorum and other rules,
finalise Constitution

e Submit to Department with forms and fees
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Executive
Committee
Members

Community
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As a small group or committee, draw a picture
of the prosed structure of your committees.

Include:
e any sub-committees
¢ the number of people on each committee

¢ the number of people required to make a
‘quorum’ for decision making
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Tips

e Agree to start no more than fifteen minutes
late

e Get into the habit of people arriving 15
minutes early to catch up and prepare
before the formal meeting
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e Make sure everyone knows what is on the
Agenda

e Agree on the most important items

e Include an Agenda item of review progress
against last meetings agreements for action
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meeting will end
¢ Practice discussing and agreeing on

e Agree on someone to have the
each item and keeping track of time

Copyright WACOSS 2011: for use by no fees ch

e Agree on times for each item and when the

actions

within the time limit for each Agenda item
¢ Discuss what to do about keeping on time

responsibility for announcing the timing for

d or alterations

Committee

Make sure your structure fits how you make decisions
Make sure your structure fits your Constitution

Copyright WACOSS 2011: Permission granted
for use by not-for-profits subjectto no fees
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Soccer Dance Art and craft

r T T 1
Art and Homework

Soccer Dance
craft support
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Elders
circle

Mens

Youth
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Committee

The group of people responsible to lead and work on the project

Copyright WACOSS 2011 for use by tono fees charged or alterations

"WACOSS 2011: Permission granted for

use by not-for-profits subject to no fees
charged or alterations




+ &#
The constitution defines who can be a e What do they love, like and dislike about
member of your organisation being involved with your organisation?
Community e What would they like to do more of?
Legalb ‘ < ‘\rpembers o How could they help with some of the
tmh:m erso Q BN activities in the organisation’s plan?
Incorporated >
organisation \ /
on paper o
&
Discuss: Discuss:
¢ What committees could be established to As a committee discuss what is working with
support better participation and your decision making.
volunteering by groups or people in your ¢ What things are helping to make good
community? decisions?
 How would they link with the main o What things are helping to make the
committee? meetings effective?
e What are the challenges to volunteering &

with your organisation?

e What do volunteers need to be able to do a
better job?

e What ideas do they have for how they could
help to bring in more volunteers?

e How could the committee organise better 4
support for volunteers? 4
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¢ In small groups, complete the Committee
Review next steps sheet.

e Discuss the main challenges with improving
the way your committee works

e Discuss the benefits of some of the changes

Copyright WACOSS 2011: for use by no fees charged o alterations
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Finding a way to lead your organisation and
community in WA

e Fit cultures and personalities and

e Fit situation, energy, time and money
e Fit constitution and legal issues

e Take action and move forward
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Discuss in small groups

e When the organisation is running well, what
are people doing that help with the
promises they make about doing jobs?
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Head and Heart >

How we go sbout
things.

Hand - What we do, what
people see.
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Values and strengths of Leaders and Communities

Active Decisive Hopeful Reliable
Adventurous Democratic Humble Resilient
Assertive Determined Humourous Resourceful #
Attentive Different Independent Responsible . X X
Balanced Dignified Inclusive Respectful e Think long term about community leaderShlp
Brave Efficient Innovative Selfless e Consider everyone a leader
Capable E raging ful Sensible . ) e s .
-apable heouraging Joyfu ensible  Part of the committee’s responsibilities is to built up
Caring Energetic Loving Skillful the next generation of leaders
Careful Fair Loyal Sincere g o
Committed Flexible Mature Strong ¢ Plan for smooth transitions
Compassionate  Focussed Open Supportive « Passing the responsibility on to the new leader is
Cooperative Friendly Organised Tactful part of the current leaders’ responsibility
Cheerful Forgiving Patient Talented
Colourful Generous Peaceful Thoughtful  Honour the efforts of leaders
Competent Gentle Persistent Thrifty ¢ Help the community members to be more involved
Confident Graceful Positive Tolerant so they become more realistic of the pressure on
Contented Happy Playful Trusting committee members
Creative Hardworking Powerful Trustworthy
Curious Helpful Protective Understanding
Courteous Honest Relaxed Welcoming
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Covey's time management matrix

Copyright WACOSS 2011: for use by to no fees charged or alterations

dor alterations

Copyright WACOSS 2011: for use by tonofe

What do we actually DO?

Copyright WACOSS 2011: for use by to no fees charged or alterations

"WACOSS 2011: Permission granted for
use by not-for-profits subject to no fees

charged or alterations

12



Conflict

Copyright WACOSS 2011

Constitution is unclear about
election process at the AGM

Initial
funding for a
small T-shirt
screen
printing
business
used te run
training
workshap for
20 people

Stories in
the
community
that the
committee
is corrupt
and
stealing
money for

use by tono fees charged or alterations

Oniy ane capy of the
constitution

Constitution is unclear about

election process at the AGM
based on sriginal <oun
atsctions, Australia gov
elections and the Const

Mixture of election system used

Questions abaut whether the com ittee
is egally elected, confusion

4
hisn wnat o dot

rence in opiaien abaut the.

APPrOach to tak laads o Many diferent stores in community about election
argument and bad feeling.
peaple leave before the end of
the AGM

me  Stories bacome rumours and start to breed

) o
st Acovsasons o fvourssm v nepopsm & Gomapinn
Conflict small T-shirt e e T on
! Partions of participants did not funding body ‘what to da?
printing Match proportions of population
waining fopadir it s
workshop for
25 peost
stories in
the
o Commuey pressres nd obsgsions \
Sommuny) s Itee members. resigning \
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and ry that this is why the .
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Tomiies
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Constitution is unclear about
election process at the AGM

Initial

Conflict small T-shirt

workshop for
20 people

Stories in
the
community
that the
committee
s corrupt

stealing
money for
their own
families

Only one copy of the  Questions abaut whether the commitee
constitution is legally elected, confusion
available for the
community at the
eeting

Need to fix Constitution  What 1o do?

elections and the Constitution

Bifference in opinion about the N

Fight apRroach 1o take leads to  Many different staries In comm
argument and bad feeling. Some  Stories become rumours and start to
people leave before the end of

the AGM.

baut clection

Copyright WACOSS 2011
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Discuss in pairs or as a committee

e What values are important for you?

e What values are important for how you run

your organisation?

Copyright WACOSS 2011 for use by

nofees charged or alterations

Constitution is unclear about
election pracess at the AGM

Initial

Oniy ane capy ofthe  Questions about whether the committee
constitution is legaly elected, confusion

Mixture of election system used
based on original country's
atections, Australia

Slections and the G

Many aifarent stories in community about election i
argument and bad feeling. Some  Stories become rumeurs and start to breed
peaple leave before the end of ey

the AGH.

funding for & Aceusations of favouriism and nepotism = comuption
Conflict SN RES Accusation of mis-management of
Partions of garticlpants did not  maney are cventuslly heard by the
printing tch proportions of population  funding body o o
business o tribes; Cultures in the
used to run Communty Cammuny focus aw inclusive .
training every meeting or e What 40
workshop for
Storles In
the
their own
tamilies
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Select the quotes that describes :

e your style of leadership.

e where your Executive operates from.

e the expectations of your community on your

organisation.
e how you aspire to be.

Copyright WACOSS 2011 foruse by
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Strategic planning, priorities and

action
&
P e People see big picture
Vision of e Less overwhelmed
LT heT e Help to motivate volunteers
[ [ 1
Project Annual Culture and
idea celebration | |kids project

What is your vision for the year?
What are the main three projects you want to do?
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e Prioritised projects e Strategic planning
e Provides structure and reduces chaos e Project planning

¢ Helps to build long term capacity Stratesic
plan
i e [ i ]
R 9 Annual Establish Culture
celebration office and kids

Copyright WACOSS 2011 useby

Copyright WACOSS 2011: for use by to no fees charged or alterations

e Helps committee decision making

e Communicate direction to community and
members ~

e Support funding applications 1 $ "

Make a good start the project positively
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3

¢ Who in your community is thinking about
what you will need to be doing in 3-5 years

time? Tools for leading change

Copyright WACOSS 2011 use by tono fees charged or alterations
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Stages of group formation ( # )

1
[ T T 1
%
&
Tuckman, 1965
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Stages of Change 3

Your idea
Funding
body’s Community’s
priorities or needs
criteria
Organisation’s ) Organisation’s
capacity priorities

Prochaskaand DiClemente Copyrigh
Copyright WACOSS 2011: for use by no fees charged o alterations
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Prioritising projects that fit strategically will
— lead to healthier growth for your organisation

[ |
Community

| .
and community.
Youth project e >
celebrations proj projects
Full moon L Youth arts and Goalidiag f’md
- Py food market
celebration music night g
project
Independence Young mothers
celebration support
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e What
e Why
ction lea g « Who
e When
e Where
e How much
e What will change
Copyright WACOSS 2011 foruse by nofees ch or alterations Copyright WACOSS 2011: for use by to no fees charged or alterations.
Who will doit ‘When How much ‘What will be What will be different
produced / changed
Volunteers, stalf, partners, Timeline Budget S Outputs Outcomes
Copyright WACOSS 2011: for use by to no fees charged or alterations. Copyright WACOSS 2011: for use by to no fees charged or alterations.

and how it went

we can take
e Two streams in parallel
1. the cooking project

improve any skills and to transfer these
skills to other future projects

Copyright WACOSS 2011 for
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¢ Reflective practice - reviewing what we did

e Transferring learning - thinking about how

2. the project that learns how to review and

What are the 3 most important things to do
this year?

e What are the project ideas ?

Which needs to happen first?
e Which are more Urgent or Important ?

Copyright WACOSS 2011: for use by to no fees charged or alterations
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Discuss in detail as a committee:

¢ Does each member feel they can meet all the
expectations on them?

* Are the expectations on each person realistic?

o What are the benefits of having expectations that
are too high?

o What are the disadvantages of having expectations
that are too high?

o Are there some expectations that are lower priority?
e What can we do as a committee to prioritise better?

Copyright WACOSS 2011: for use by no fees charged o alterations
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$
- The barriers to achieving the plans
- A small step that can be done to address each barrier
- Who and when this small step will be done by

%

e The committee members, together and
individually, must follow the constitution
and make sure the organisation runs well.

e They are responsible for managing any risks
to the organisation, the committee and
participants at any events.

e Managing risk becomes a legal
responsibility that you have when you agree

T to serve on a committee.
&
Copyright WACOSS 2011: for use by no fees charged or alterations Copyright WACOSS 2011: for use by no fees charged or alterations
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=z Importance: > (* (
9
20 = Urgency: > (* (
9
3 & 7 ?
B &
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Talk as a committee about risks

Take small steps to address these

Then talk about how well you are going
with managing risks

By keeping risks and safety as a regular
meeting item you can demonstrate a record
of managing risk

Action learning will help you get strong at
this quickly

Copyright WACOSS 2011: for use by no fees charged o alterations

Action learning supports a series of cycles,
each one fine tunes your actions

Copyright WACOSS 2011: Permission granted
for use by not-for-profits subjectto no fees
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Discuss as a committee or small group:

e Are your volunteers safe when they help out
with activities?

e What risks do they see that should be fixed?

e What should the committee do, who will do
it and by when?

PygNt WACOSS 2011 Tor use by o fei alteration: Copyright WACOSS 2011: for use by no fees charged or alterations
P Situations:
* Division of the Department of Commerce 1. The President was expected to attend a house to conduct a funeral

Responsible for promoting and securing the
safety and health of people in the
workplace.

Administer the Occupational Safety and
Health Act 1984.

Rules apply to community groups

http://www.commerce.wa.gov.au/worksafe
/index.htm

Copyright WACOSS 2011 for use by

to no fees charged or alterations

service but could not make it because there were two other things
happening. People are starting to say he is not meeting his
responsibilities.

2. Agrantwas won to run a community celebration. On the night the
sound equipment was not working properly and the singers could
not be heard. The band was already playing for free and the people
were very upset that the committee did not make sure all the
preparations were ready, like they promised.

3. The Elders were expecting to be actively involved in community
decisions but the President was in a situation where she had to make
a quick decision because she was too busy.

Copyright WACOSS 2011: for use by no fees charged o alterations
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Leader, Chair, President

e Stressed out

e People not making it to meetings

e All work on leader’s shoulders,
committee members not helping

e Feels people do not recognise the
level of commitment and effort
and sacrifice

¢ No money for credit or petrol

e Community not contributing
effort or money to support
organisation but expecting
services

¢ Feel bad about not meeting all
responsibilities

Copyright WACOSS 2011 for use by

Committee members

¢ Leader not communicating which
is very disrespectful

e Leader calling meetings at last
moment

« Expecting leader to call meetings

« Not clear about what they can do
to help

e Feel bad about not meeting all
responsibilities

¢ Discussion starts about finding
new chair person

e Even less support provided to
chair person making it impossible
for them to meet the expectations
of the community

nofees charged or alterations

Policies and procedures are rules set by our
committee to manage the running our
organisation.

A policy is like a rule and a procedure is more
like the steps you take to do something.

Copyright WACOSS 2011: for use by no fees charged o alterations

1. Discuss the situation as a small group.

2. Start by describing how you would like the
situation to improve in one sentence.

3. Develop an Action Plan for what to do.

Copyright WACOSS 2011
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e They must comply with the Constitution

e Policies and procedures are more informal
and not legally binding in the same way as
the Constitution and have greater flexibility
to be changed.

e For the day to day running of the

organisation it is better to use policies than
changes to the Constitution.

Copyright WACOSS 2011: for use by no fees charged or alterations

e Provide agreed structures to guide the
activities of the organisation and volunteers

e Support stability, transparency and
accountability

e Support delegation, reducing pressure on
the Executive

e More flexible and quicker to update than the
Constitution
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Good approaches to making and using policies %

and procedures include: 7

e All policies are decided at committee g
meetings 6

¢ All policies are written down (minuted)

e Copies of the policy are provided to all 9
people who are affected directly by the
policy or must use it ’ (

Copyright WACOSS 2011: for use by no fees charged o alterations Copyright WACOSS 2011: for use by
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Finance policy (cheques)

e “Cheques must not be signed by people
when the cheque is written to pay them or
one of their family members”

Copyright WACOSS 2011: for use by no fees charged o alterations

) & 26 7 / 3 ( &
) 1. keep true and accurate accounting records that
(> ) + explain the financial transactions and the

financial position of the association in a
manner that can be conveniently and properly

Q ) ) audited; and

o % 2. submit accounts (to their community

112 members) at each AGM, showing the financial
4312 ) position of the association at the end of the
"5 immediately preceding financial year.

(g

(Inc. Guide, Department of Commerce)
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e This can be a difficult issue for some &
communities but it can also be an important B 8
source of income.

e It can be important to explain to the
community what their membership fee will
be used for, so they can see the value in > ; A$CC
paying it. / A T §

e Membership can be divided into several
categories and the fees can be different.
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e Prioritise the key issues you have identified.

e Use the Action Plan templates to progress
the two main priorities.

e Ensure you describe small simple steps and
then review progress at each committee
meeting.

e Consider setting up a finances
subcommittee to support the Treasurer.
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