Good Governance – A Health Check 

Principle 1:  Leadership

The key principle:  leadership is one of the key roles of any management committee/board.  Every voluntary and community organisation should be led and controlled by a management committee/board which ensures delivery of its objects, sets its strategic direction and upholds its values.
	Leadership
	Not 

Met
	Partially

Met
	Fully 

Met
	Our Evidence
	Suggested Evidence

	Are the activities of the organisation in line with the objects/purposes laid out in your constitution/articles/deed?


	
	
	
	1. Memorandum of association

2. Key aims from Memorandum

3. Original aims of the Regional Park

4. Terms of reference and introduction to the park
	Review service offered

Needs assessment

Satisfaction surveys

Awareness of governing document

Committee induction

	Does the organisation have a long term plan?
	
	
	
	Management Plan
	Strategic Plan

Business plans

	Does the organisation have an annual work plan?
	
	
	
	Operational Plan
	Operational plan

Work plans

Service level agreements

	What procedures are in place to help the committee regularly monitor and evaluate the work of the organisation?


	
	
	
	1. Reports to board every quarter

2. Reports to funders through management committee

3. Review of work plan every quarter
	Staff and/or volunteer reports.

Reports to funders

Financial reporting against budget. 

Ongoing monitoring systems



	Is the committee clear about who the beneficiaries and stakeholders are?


	
	
	
	1. Board members

2. Funders of the Park

3. Terms of reference
	Records of service users

Register of Members

Funders

Statutory bodies

Governing document


Actions required to adhere to Principle 1
	


Principle 2:  Responsibilities, legal requirements and obligations

The key principle:  the management committee/board members are equally responsible in law for committee/board actions and decisions.  They are collectively responsible and accountable for ensuring that the organisation is performing well, is solvent and complies with all its obligations.

	Responsibilities, legal requirements and obligations


	Not 

Met
	Partially

Met
	Fully 

Met
	Our evidence
	Suggested

Evidence

	Have the rules outlined in the governing document been followed in relation to:

- election of committee/             board?
- co-option of new trustees?
- annual general meeting?
- quorum for meetings?
- admission of members?
	
	
	
	1. Articles of association

2. Terms of reference

3. AGM procedures as per company law

4. Minutes of meetings taken and stored in office
	Constitution 

Articles of association

Trust Deed

Rules

Bye laws

Standing orders

Procedures at AGM

Minutes

	Have you reviewed your governing document in the last three years? 
	
	
	
	1. Review of Article and Memorandum underway - redraft for consideration
	Minutes of general meetings

Special resolutions 

Date of adoption on Governing document

	How do you identify whether or not progress is being made against agreed plans?
	
	
	
	1. Management plan with action plans

2. Smart targets reviewed every quarter at management committee

3. Minutes of meetings taken and kept in office
	Organisation plans

Action plans

Staff and volunteer reports and supervision

Reviewed, updated policies

Minutes of meetings

Monitoring and evaluation



	Responsibilities, legal requirements and obligations
	Not 

Met
	Partially

Met
	Fully 

Met
	Our Evidence
	Suggested Evidence

	Are you aware of your duty of care to employees, volunteers, service users in terms of health and safety?
	
	
	
	Via LCCC’s HR Support and Health and Safety officer

Risk Assessments

Safe Systems of work

H&S wall
	Health and Safety Policy and notices

Fire and Health and Safety Risk assessments

Fire alarms, extinguishers, 

Accident book 

Insurance policies

First Aid

Policies and procedures in line with good practice and legislation



	Are you aware of the legal and compliance obligations of the organisation?

	
	
	
	Companies law

Charities law
	Letters of offer

Insurance

Contracts of Employment

Leasing agreements

Equal opportunities policy

Child protection and vulnerable adult policy

Charity law

Company law and administration requirements

Other



	Do you recognise, promote and value equality and diversity?
	
	
	
	LCCC employment guidelines from HR
	Equal opportunity policy

In the makeup of your committee, staff, volunteers, beneficiaries

Training

	Responsibilities, legal requirements and obligations
	Not 

Met
	Partially

Met
	Fully 

Met
	Our Evidence
	Suggested Evidence

	Have you got appropriate financial systems in place?
	
	
	
	Quarterly reports

Accountant

LCCC system
	Budget

Cash book

Cheque Journal

Ledger

Management accounts

Approved written financial procedures

Segregation of duties

Required cheque signatories

Bank reconciliations

	Is the financial reporting to the committee clear, transparent, readily understood by all committee members at each meeting?
	
	
	
	Quarterly reports

Accounts
	Agenda of meetings

Treasurer input

Management accounts

Income and Expenditure sheet

Adequate guidance/mentoring

	Are your annual accounts externally examined?
	
	
	
	Accountant
	Full audit

Partial audit (accountant’s report)

Independent examination

	Do you know who your full members are? 
	
	
	
	Register of members List kept in office
	Register of members

	If you have premises and other assets, are they used and maintained effectively?
	
	
	
	Repairs

Fire 

Security


	Repairs

Fire 

Security

Renewal

Sustainability

Used fully for the beneficiaries



	Responsibilities, legal requirements and obligations
	Not 

Met
	Partially

Met
	Fully 

Met
	Our Evidence
	Suggested Evidence

	Does the committee consider risks (uncertainties, threats), both short-term and long-term, in all aspects of the organisation’s work?
	
	
	
	Risk assessments carried out

Training


	Governance

Operational

Financial 

External 

Compliance

People 

Staff 

Reputation

Risk assessments carried out

Training



	Does the committee/board have clear procedures/guidelines to distinguish between staff and volunteer responsibility?

	
	
	
	HR Policies

Volunteer policies 

Organisation charts

Role descriptions

Job descriptions


	HR Policies

Volunteer policies 

Organisation charts

Role descriptions

Job descriptions



	Do you meet the legal requirements in relation to the recruitment and management of staff?
	
	
	
	Equal opportunity

Grievance and disciplinary policies

Bullying and harassment

Dismissal and redundancy

Remuneration

Leave entitlements

Access NI checks

Recruitment and selection training
	Equal opportunity

Grievance and disciplinary policies

Bullying and harassment

Dismissal and redundancy

Remuneration

Leave entitlements

Access NI checks

Recruitment and selection training


Actions required to adhere to Principle 2

	


Principle 3:  Effectiveness
The key principle:  the management committee/board should have clear responsibilities and functions and should organise itself to carry out these responsibilities effectively.

	Effectiveness
	Not 

Met
	Partially

Met
	Fully 

Met
	Our Evidence
	Suggested Evidence

	Is the role of your committee /board clearly defined?
	
	
	
	
	Written role descriptions

	Are your committee / board meetings effective?


	
	
	
	Agenda

Quorum
	Appropriate agenda

Quorums met

Minutes

Regular reports and other info received

Held regularly

Well attended



	Have you got adequate skills and experience on your committee/board?


	
	
	
	Skills audit
	Skills audit

Training eg child protection/recruitment

Financial acumen

Managing meetings



	Has your committee/board received appropriate information and guidance in relation to its governance role? 


	
	
	
	Induction pack

Introductory session
	Induction pack/ materials

Governance training

Mentoring

Governance events / seminars/conferences

Regular policy updates



	Effectiveness
	Not 

Met
	Partially

Met
	Fully 

Met
	Our Evidence
	Suggested Evidence

	Have you got appropriate staff management systems in place?


	
	
	
	Contracts

JD’s

Person specs

Clear line Management

Training

HR policies

Appraisals
	Staff contracts

Clear roles

Job descriptions and accountability

Regular supervision of all staff including most senior staff member

Training and development

Appropriate HR policies

	Have you got appropriate systems in place for recruitment and management of volunteers?
	
	
	
	Volunteer policy

Induction

Role descriptions

Training

Supervision

Support
	Volunteer policy

Induction

Role descriptions 

Agreements

Volunteer expenses policy 

Training, supervision 
Support


Actions required to adhere to Principle 3
	


Principle 4:  Performing, reviewing and renewing 
The key principle:  the management committee/board should periodically review its own and the organisation’s effectiveness and take any necessary steps to ensure that both continue to work well and meet legal requirements.

	Performing, reviewing and renewing 
	Not 

Met
	Partially

Met
	Fully 

Met
	Our Evidence
	Suggested

Evidence

	Does the committee/board regularly review its own performance and that of it’s sub-committees?

	
	
	
	Terms of reference

Minutes
	Committee members survey

Consultation

Terms of reference

Minutes

Use of monitoring and evaluation information inc outcomes

	Does the committee work to attract new members in accordance with its governing document?


	
	
	
	Terms of office 

Nominated – depends on nominating organisation

Review every two years

Appointed – 2 years

Chair - 3 years

Vice Chair - 3 years

Treasurer - 3 years

Secretary - 1 year

Policy on recruitment

Skill gaps ?

Company law and finance
	Rotational board members? 

Terms of office?

Are committee members replaced when their term of office expires?

Process for admitting new board members

Identify skills gaps

Advertising skills gaps

Recruitment policy

Board induction

	Is your governing document limiting/restricting recruitment to the board?


	
	
	
	Under review
	Review and amend governing document



	Performing, reviewing and renewing 
	Not 

Met
	Partially

Met
	Fully 

Met
	Our Evidence
	Suggested

Evidence

	Does the committee regularly review the organisation’s effectiveness against plans and targets?
	
	
	
	Management plan 5 yr

Strategic review
	Monitoring systems

Evaluations

Satisfaction surveys

Staff reports

Consultation with stakeholders

Regularly review and renew organisation wide policies


Actions required to adhere to Principle 4
	


Principle 5:  Delegation

The key principle:  the management committee/board should set out the functions of sub-committees, officers, staff and anyone performing duties on behalf of the management committee/board in clear delegated authorities and should monitor their performance.

	Delegation
	Not 

Met
	Partially

Met
	Fully 

Met
	Our evidence
	Evidence

	Do the board, staff, volunteers and sub-committee members understand their delegated authorities and have they been appropriately trained?


	
	
	
	Organisation chart

Terms of ref

Role descriptions

Job descriptions

Minutes

Policies

Training

Mentoring


	Organisation chart

Terms of ref

Role descriptions

Job descriptions

Minutes

Policies

Training

Mentoring



	Does the board monitor and review the implementation of delegated authorities?

	
	
	
	Minutes of meetings


	Minutes of meetings

Reports

Evidence of decisions taken in line within agreed parameters
Fair distribution of work




Actions required to adhere to Principle 5
	


Principle 6:  Integrity
The key principle:  the management committee/board should view maintaining the integrity and interest of the organisation as a primary overriding duty.  They should act reasonably at all times in the interests of the organisation and of its present and future beneficiaries, users and/or members.  All individual management committee/board members should act according to high ethical standards and ensure that conflicts of interest are properly dealt with.

	Integrity
	Not 

Met
	Partially

Met
	Fully 

Met
	Our evidence
	Evidence

	Do any of the board members receive payments other than out of pocket expenses? 


	
	
	
	None
	Is this permitted by the governing document?

Policy on payments

Conflicts of interest register

	What procedures are in place to deal with conflicts of interest?


	
	
	
	Conflicts of interest policy
	Conflicts of interest policy

Conflicts of interest register

Agenda item

Governing document

Minutes



	Do you have procedures in place to deal with gifts and hospitality?


	
	
	
	None
	Policy

Guidelines

	Does the committee have a policy to deal with internal conflicts?


	
	
	
	None
	Code of conduct

Clear role boundaries

Governing document

Legislation

Complaints procedure


Actions required to adhere to Principle 6
	


Principle 7:  Openness
The key principle:  the management committee/board should be open, responsive and accountable to its users, beneficiaries, members, partners, funders and others with an interest in its work.

	Openness
	Not 

Met
	Partially

Met
	Fully 

Met
	Our evidence
	Evidence

	Is the board open, responsive and accountable to the users, beneficiaries, members, partners, funders and other stakeholders?


	
	
	
	AGM
Annual Report

Newsletters

Website

User participation through survey

External audit

Regular meetings

Public consultation on management plan
	Information provided is timely, relevant, accurate and good quality

AGM

Annual report

Newsletter

Website

Consultations

Member/user participation

Regular meetings

Partnership agreements

Reports to funders

External audit/evaluation

Community audit




Actions required to adhere to Principle 7
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