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SECTION 1. GOVERNING PROCESS POLICIES

EXECUTIVE BOARD TERMS OF REFERENCE

Board Authority

The Executive Board is the legal authority of NUANUA O LE ALOFA.  Board members represent the interests of the organisation.    As such, both the Board and its members are to ensure that the organisation is soundly governed and managed for the benefit of all its members.

Board Governance

The role of the Board is governance rather than management.  Governance focuses on the organisation's wider issues of organisational purpose, including the setting, monitoring and evaluation of strategic direction, and the establishment and monitoring of Board level policies.  The Board works in close partnership with the OFFICE MANAGER to ensure that its objectives and goals are achieved, supported and adequately resourced to carry out their responsibilities as outlined in the Annual Work Plan.  In order for Board members to carry out their governance role they must be familiar with the organisation's policies, plans and priorities and be able to prepare and demonstrate this familiarity through debate and participation in all areas of the board's responsibilities.

Requirements For Board Membership

Board members are drawn from members of the organisation every 2 years.    Members are expected to have a commitment to the vision, values and direction of NUANUA O LE ALOFA and to work for the greater good of the organisation.

Board members may be required to serve on one or more Board standing committee.     There is an expectation that Board members will make every effort to attend all Board meetings and devote sufficient time to become familiar with the organisation's affairs and the wider environment within which it operates.

Role of Office Bearers


President:

to preside at all meetings of NUANUA O LE ALOFA, the Board and Management     Committee

to be the point of contact between the OFFICE MANAGER and Board

to serve as a signatory of the organisation

to serve as the spokesperson for NUANUA O LE ALOFA

other delegations as defined by the Board

Vice President

in the absence of the President to preside at all meetings of NUANUA O LE ALOFA and the Board 

in the absence of the President to be the point of contact between the OFFICE MANAGER and Board

to serve as a signatory of the organisation

in the absence of the President to serve as the spokesperson for NUANUA O LE ALOFA

to represent the President at the Presidents discretion

other delegations as defined by the Board

Secretary 

to serve as a signatory of the organisation on all public notices

to ensure accurate minutes of Board and Management Committee are kept

to ensure reporting requirements are met

work with the OFFICE MANAGER under as defined in the Constitution

Treasurer

to serve as a signatory of the organisation
to work with the OFFICE MANAGER to develop the annual budget

to provide advice and comment on financial reports presented by the OFFICE MANAGER
to monitor expenditure and financial goals

to Chair and convene the Fundraising Committee

Board-Level Policy

In order to fulfil its governing role of providing a framework for the organisation's operation, yet at the same time maintaining its distance from the operational processes, the Board will develop and monitor Board-level policies which provide direction and boundaries.  Input from staff and other members will be sought at the appropriate times in the development of these policies.  The Board will develop the following Board-level policies:

Broad Direction Policies: encompassing the vision and mission statements, the organisation's values, the constitution and any other legal frameworks.

Governing Process Policies: describing the way the Board carries out its governing role including its policy on use of committees and meeting processes. Provides the framework for the operational management of the organisation.

Position Policies: providing an organisational response to developments in the external environment for the organisation as a whole.

Monitoring

The Board will regularly monitor:

Progress towards the achievement of the organisation's Board direction.

Those OFFICE MANAGER delegation policies that address ongoing organisational success.

All other Board level policies as appropriate.

Effectiveness Evaluation

The Board will undertake an assessment of its effectiveness on an annual basis based on the achievement of its own plans established for the year and on the fulfilment of its overall responsibilities as defined in this Terms of Reference and in its policies.

Term Of Office

Board members are elected for a 2 year period in office, and are eligible for re-election.

Maintenance of the Board 

The Board shall be responsible for working to maintain the right mix of skills, experience and broad representation of the NUANUA O LE ALOFA membership on the Board. The Board may do this by developing TOR for Board members which member can identify and recommend candidates for nomination to the AGM, through the Constitutional process candidates for Board membership.

POLICY MAKING

Policy

Policies are designed to provide clear, unambiguous guidelines for the implementation of the various operational elements of NUANUA O LE ALOFA.  Policies provide continuity and a consistent point of accountability.

Policy-making follows set procedures to ensure the efficacy of the process and the overall policy framework.

Principles of open consultation and input from staff and other members will be maintained as a key value in all policy making.

There are two levels of policy making.

Board-level policy:

Strategic ends policies defining the outcomes sought from all operational effort.

Governing process policies defining the Board's own operating practices and its relationship with the paid staff 

Executive Board delegation policies providing Board policy direction, defining the limits of the Board's delegation of responsibility and areas of compliance with relevant legislation and funding requirements.

Operational policies:

Operational policies define day-to-day operational frameworks and guidelines for staff.  All operational policies are consistent with the principles, boundaries and definitions espoused in the Board-level policies.  The Executive Board will establish all operational policies and the procedures for the development of such.

Procedures – Board-level Policies

All Board-level policies will be approved by the Board at a formally constituted Board meeting.

The need for new policies can be notified by individual Board members, staff members or members of the organisation.

Whenever possible, policies should be developed in response to the potential for future use or in advance of an event rather in response to an event, crisis or problem.

Except in special circumstances, a policy cannot be introduced and approved by the Board at the same Board meeting.

Typically an ad hoc committee appointed by the Board will research and draft new policies.  These will then be circulated to all Board members and other interested parties for comment prior to presentation to the Board for approval.

All Board-level policies shall be available to all Board members, the OFFICE MANAGER and to staff as appropriate via the OFFICE MANAGER.

Procedures – operational policies

The OFFICE MANAGER is responsible for the development of all operational policies.

All operational policies shall follow a consistent format.

All operational policies shall be freely available to all staff.

All operational policies shall be reviewed on a programmed basis.

Operational policies shall be available to Board members or specified outside agents in the event of a policy audit sanctioned by the Board.

The Board will play no part in the development of operational policies nor shall these policies be included in the Board policy manual.
GOVERNING PROCESS

Policy

The Board will adopt as its guiding principle a governing approach to its role and will make every effort to separate the twin roles of governance and management and maintain a focus on strategic or long-term issues and policy matters rather than on day-to-day administration.

Procedures

The Board will:

Use its Terms of Reference as the base document from which it takes its operational direction.

Keep its focus on the strategic implications and required outcomes of programs and services rather than on their management.

Maintain an emphasis on the policy implications of all matters coming before it.  All policies will stem from the mission and values established by the Board and will be framed to achieve the intentions of these high level statements.

Maintain a commitment to excellence in all matters coming before it.  It will establish a code of behaviour which is binding on all members.  Included in this code will be statements regarding:

loyalty to the Board and the organisation's policies and principles;

commitment to attending meetings;

acceptance of accountability for all organisational in any matters

commitment to maintaining a governing perspective;

commitment to representing the Board and the organisation in a manner befitting Board membership status;

commitment to a collective responsibility for all matters pertaining to the Board;

accept a level of accountability that automatically accompanies Board membership.  The Board is accountable to its members and other members for the organisation's actions and decisions;

provide formal induction training for new members and provide ongoing training to ensure positive support for members in their work on the Board.

BOARD MEMBER INDUCTION

Policy

All Board members are expected to contribute to Board meetings to the best of their ability.  To facilitate this the Board will guarantee a thorough induction into the affairs of both the Board and the organisation at large, its issues, current concerns, staff, its financial position and its liabilities and assets.

Procedures

All new Board members will be welcomed to their positions.

New members will receive a copy of the strategic plan, constitution, all Board level and operational policies, committee contact details, meeting schedule and calendar of events together with a copy of the previous year's accounts and an up-to-date copy of year-to-date financial statements.

New Board members will meet with the President for a governance familiarisation.  This meeting may be held as a group session or with individual new Board members.

New Board members will meet with the OFFICE MANAGER and management team for an operational familiarisation.  This may include a tour of the facilities, meeting with staff, profile of current projects and funding arrangements, staff profile and structure and recent publications and reports.

Members will be informed of the appointment of Board members through the NUANUA O LE ALOFA newsletter.

MEETING PROCESS

5.1
Policy
The Board is committed to the achievement of effective and efficient meetings.

  Procedures

The Board will meet on at least six occasions each year.  The preparation of the agenda is the responsibility of the Executive Committee in consultation with the OFFICE MANAGER.

Meeting will:

Be based on a pre-prepared agenda reflecting the Board's governing role.

Include the OFFICE MANAGER as of right.  From time to time at the suggestion of the OFFICE MANAGER, staff or others may be invited to the meeting by the Board to present an issue or provide information or advice.

Be held with the expectation that members will have prepared and will participate in all discussions at all times within the boundaries of behaviour considered acceptable by the Board.

The OFFICE MANAGER will keep written minutes, copies of which are sent to Board members and are accessible within the organisation.

BOARD STANDING COMMITTEE & Ad Hoc COMMITTEES

Policy

The Board recognises that there are times when a committee can act more effectively than can the full Board.  As a general rule, the Board will establish committees or ad hoc committees only in response to its own work.  Standing committee will be Fundraising and Arbitration.

6.2
Procedures
The Board has the authority to establish both standing committees and working groups to assist it in its work.

Terms of Reference for Committees shall be developed by the Executive Board. clearly defining their role, procedures and functions, and the boundaries of their authority.

Board committees are established to do Boards work.

Staff may be involved at standing committee level and/or working groups.  Their role is to advise and assist these committees to do their work.

Committees may co-opt outside members from time to time in order to bring additional skills, experience or networks.

Committees may not delegate tasks to any staff unless the OFFICE MANAGER has specifically agreed to such delegations.

All ad hoc committees are automatically dis-established once they have completed their work and have reported to Board.

All standing committees shall review their terms of reference annually including their membership and the results of their work and report on these matters to the Board.

Unless explicitly empowered by the full Board, committees cannot make binding Board decisions.  For the most part the function of committees is to solve problems for and/or make recommendations to the Board on which the latter, and only the latter, has the power to make decisions or policy.

BOARD /OFFICE MANAGER POLICY

Policy

The Board will develop a set of OFFICE MANAGER Delegation policies that make clear the boundaries of prudence and ethics within the OFFICE MANAGER shall work.  The OFFICE MANAGER is required to implement and comply with the policies of the Board.

Procedures
The OFFICE MANAGER:

Establishes all operational policies essential for the effective management of the organisation and takes all actions necessary to give effect to these policies.

Carries out the operational business of the organisation free from interference from the Board or individual Board members so long as these actions fall within the boundaries described within the Board's Strategic ends policies and OFFICE MANAGER Delegation policies.

The Board:

Will be available to provide support and guidance to the OFFICE MANAGER as this is requested.

Can only give instructions to the OFFICE MANAGER as a Board.  Individuals or Board committees cannot issue binding instructions to the OFFICE MANAGER unless authorised to do so by the Board.

OFFICE MANAGER APPOINTMENT AND TERMS AND CONDITIONS OF EMPLOYMENT

Policy

The organisation will employ the best person for the job of OFFICE MANAGER, will utilise an open and transparent appointment process and will provide fair and appropriate terms and conditions of employment.

Procedures

The responsibility for appointing and terminating the employment of the organisation's OFFICE MANAGER lies with the Board.

When a new OFFICE MANAGER is to be appointed, the position will be advertised in order to attract the widest possible range of potential applicants.

The process of shortlisting and advertising is the responsibility of the Board.,

The final decision for the appointment of the OFFICE MANAGER is made by the Board.

The OFFICE MANAGER'S terms and conditions of employment are contained in the contract negotiated  by the  Executive Board and signed on behalf of the Board by the President, Vice President and the OFFICE MANAGER
The process of termination is contained in the contract.

OFFICE MANAGER MONITORING AND SUPPORT

Policy

The Board will only monitor those elements of the OFFICE MANAGER's objectives that have been identified and agreed upon by both parties.

The OFFICE MANAGER will meet at a minimum on a monthly basis with the President in an informal setting in which there will be an exchange of information about organisational programs and services.

In addition to the informal regular meetings between the OFFICE MANAGER and the President, there will be established an annual meeting when the President will carry out a formal appraisal based on the criteria agreed to and set at the beginning of the monitoring period.  In the case of a new OFFICE MANAGER a formal appraisal will be conducted six months after commencement and thereafter on an annual basis.  The format and process for this meeting will be negotiated and agreed upon between the OFFICE MANAGER and the President at the beginning of the period.

The OFFICE MANAGER’s performance is assessed with reference to the strategic plan, Board policies, the organisation’s values and constitution and the performance agreement.

One outcome of the process will be the identification of training and/or professional development needs of the OFFICE MANAGER.

Although the OFFICE MANAGER is accountable to the entire Board for their performance, this accountability is expressed through a relationship with the President who will report to the Board as and when appropriate.  All performance feedback is channelled through this relationship.  The President will advise the Board of the results of any matters related to the OFFICE MANAGER’s review.

OFFICE MANAGER/PRESIDENT RELATIONSHIP

Policy

The relationship between the OFFICE MANAGER and the Board President is recognised as critical to effective Board operation.  It enables the OFFICE MANAGER to seek policy guidance and support from the Board between Board meetings and at the same time keeps the President informed of various operational matters so that effective governance can take place.  The relationship should be productive, open and consultative.

Procedures

The Board President is the formal link between the Board and the OFFICE MANAGER.

There may be both regular formal and informal interaction.

Either party can initiate such a meeting.

The meetings between the OFFICE MANAGER and the President shall not replace Board meetings or committee tasks.

The President and OFFICE MANAGER are bound by Board policy at all times.

The meetings between the OFFICE MANAGER and the President are an essential informal component in the OFFICE MANAGER's performance appraisal, respecting the overall principle that the Board is concerned with the ends or outcomes of the OFFICE MANAGER's work rather than the means for achieving these.

Instructional communications from the Board to the OFFICE MANAGER are via the President.

The President regularly advises the Board of the agreed outcomes of such meetings

.

Section 2: 
OFFICE MANAGER DELEGATION POLICIES

OFFICE MANAGER FINANCIAL MANAGEMENT POLICY

Policy

The OFFICE MANAGER is responsible for the day-to-day financial management of the organisation and shall carry out this duty in a manner which shall in no way threaten the organisation’s financial strength.

Procedures

To ensure the affairs are managed on a prudent basis, the OFFICE MANAGER shall:
Ensure that the organisation does not incur unauthorised indebtedness.

Develop with the Treasurer an annual budget which shall be approved by the Board

Record all financial transactions using standard accounting practices and in accordance with the organisations financial policies and procedures.

Utilise funds solely for the furtherance of the organisation’s purposes and priorities as approved by the Board.

Use restricted or tagged contributions for designated purposes only.

Not allow any one person alone to have complete authority over any of the organisations financial transactions.

At all times operate within a financial environment as defined by the organisation’s approved budget and within the organisation policy.

Settle all payroll debts in a timely manner.

Not approve expenditure which, although in keeping with the ends policies, is beyond the organisation’s ability to meet.

Ensure that the accounts are audited yearly by an approved auditor.

Serve as a signatory with regard to day to day financial, administrative and operational matters.

Limits of Delegated Financial Authority
The OFFICE MANAGER is authorised to spend up to $500 on unbudgeted-for items without obtaining permission from the Board or Management Committee provided that such additional expenditure can be achieved within the Board budgeted limits and is consistent with the organisations goals and objectives.  Where an action of this nature is taken it must be reported to the Board at its next meeting.

OFFICE MANAGER BUDGETING POLICY

Policy

It is the responsibility of the OFFICE MANAGER to research and develop the organisation's overall annual operating budget before submission to the Board.  The annual budget should be soundly prepared reflecting a mix of ongoing operational and capital requirements and the organisation’s critical strategic issues as identified in the strategic plan.  The budget should reflect both expenditure and revenue projections.

Procedures
The annual budget is a reflection of the organisations annual operational plan and as such should be presented in partnership with the plan showing the relationship between planned-for events and associated costs and revenues.

The annual budget shall:
Contain sufficient detail to allow an accurate projection of revenues and expenditures.

Contain projected expenditures which meet the projected reasonable estimate of revenue during the period covered by the budget.

Comply with the Boards stated objectives and priorities.

Be presented in such a way as to make it easy to interpret and follow.

OFFICE MANAGER Responsibilities
The OFFICE MANAGER is responsible for the annual presentation of budgets and for providing such additional information to enable the Board to make its approval.

The OFFICE MANAGER is responsible for submitting to the Board explanations for variances from the approved budgets.

The OFFICE MANAGER is responsible for ensuring that any application to the Board for expenditure which has not been specifically budgeted for is supported by precise costing and a recommendation as to how the new expenditure can be funded.

OFFICE MANAGER REPORTING TO THE Board

Policy

The OFFICE MANAGER shall keep the board informed of the accurate position of the outcomes of programs and services, financial position, significant management issues and all matters having real or potential legal considerations for the organisation.

Procedures

The OFFICE MANAGER shall:
Submit monitoring data in a timely, accurate and understandable fashion addressing the various issues to be monitored by the Board.

Inform the Board of significant trends, implications of Board decisions, issues arising from policy matters or changes in the basis assumptions upon which the Board's strategic ends policies are based.

Present information in a manner that facilitates and assists Board members understanding of the issues contained therein.

Keep Board members informed when for any reason there is non-compliance with a Board policy.

OFFICE MANAGER PERSONNEL POLICY

Policy

The Board delegates full responsibility to the OFFICE MANAGER for all matters pertaining to the management of staff in the expectation that they will be managed in a sound, fair and respectful manner and in accordance with relevant legislation and agreements.
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Procedures

The OFFICE MANAGER shall:
Ensure that a description of any position to be filled is reviewed, updated and prepared prior to advertisement and before employing a new staff member.

Ensure that all staff have a current and relevant job description which accurately reflects the organisation’s expectations of the person in each job held.

Not judge the suitability of existing or new staff on any basis other than their relevant job qualifications and/or job related performance.

Not deny to any employees and volunteers their rights to personal dignity, safety, the rights to ethical job-related dissent and to an approved and fair internal grievance process.

Ensure all new staff have access to appropriate orientation and introduction to the organisation and its processes.

Ensure that a regular performance review for all staff positions is conducted.  Such a review shall be at least annual, be based on recognised performance review and management systems and offer to the job holder a process for appealing the outcomes should there be disagreement about these.

Allow staff the opportunity to pursue reasonable professional development relevant to their jobs.  Such opportunities will be related to individual performance review with terms and conditions clearly stated in operational policies.

Not deny the right of any staff member to join a relevant professional association or union or to have access to the services of that union as these relate to the workplace and related conditions.

Keep up to date with all relevant employment related legislation, keep the board informed on such matters and base personnel management on the requirements of such legislation.

Keep the board fully informed about impending disputes and grievance or disputes and actions against the organisation that may lead to termination of employment or action against the organisation.

Undertake the development of policies and procedures for determining issues of remuneration and other employment conditions and benefits within the boundaries of her delegations.

COMPLAINTS & FEEDBACK PROTOCOL

Policy

Board members will act in the best interests of the organisation at all times and will support the use of appropriate governance and operational policies and procedures.  People with complaints, grievance and concerns will be encouraged to use the appropriate mechanisms in the organisation for dealing with these matters.

Procedure

Where a Board member is contacted or informed by a member of the public or staff in relation to concerns, complaints or feedback about the activities of the organisation, the Board member will encourage the person to directly approach the OFFICE MANAGER if it is an operational matter or President if it is a governance issue.  If the person raising the matter does not wish to take it further the Board member concerned will raise it directly with the President.

NUANUA O LE ALOFA INC
NOLA

Office Policies and Procedures
Computer Procedures:

Only designated staff and volunteers use designated computers.
All users musht have basic training which includes understanding how to turn the computer on an off safely, file management skills, virus protection
No changing of computer settings
No games except those in Typing Tutor which extend keyboard skills
All diskettes and memory sticks from outside the section must be scanned for viruses before use
No food or drinks should be taken near computers or paper documents

Computer Security:

The computer is protected by passwords.  These passwords may only be issued by the Coordinator.

Information on the computer is to be backed up to CDs once a week.  Back up is the responsibility of the Coordinator.

Internet and E-Mail Policy

Staff and volunteers accessing the Internet and receiving and sending e-mail must abide by the following guidelines:

Staff and Volunteers must use the Internet and E-mail service in a lawful and ethical manner;

The Internet and E-mail must not be used for unlawful activities, commercial purposes or any personal agenda, not approved by the organisation or for personal finacial gain.

Staff and Volunteers must not send or disaplay essages / images and not access any internet sites that are libelous, offensive, and sexually explicit or that intimate, threaten, demean or harass individuals or groups or tha would otherwise bring discredit to the organisation.

The Internet provides access to a wealth of information that may be requred by staff and volunteers at varous times, however access to the internet is a significant expenses for NOLA and should eb kept to a minimum.  Where possible, e-mail should be composed off line.

Electronic mail bears a number of marks of identification as part of the organisation.  Therefore Staff and Volunteers must treat electronic mail faicilties in the same manner as they would use the organisation letterhead.

The Confidentiality of e-mail cannot be assured.  Users should therefore exercise caution in using e-mail to communicate confidential or sensitive matters.

Staff and Volunteers may send personal e-mails as long as they are accessed and written in their personal time, not in work time.

Staff and Volunteers must not import non-text or unknown messages into their computer system without having them first scanned for viruses.

All e-mail relating to NOLA work has to be printed out and filed in the appropriate file.

Relevant e-mail attachments should also be filed in paper format, if possible.  If they are too large, they need to be filed in the appropriate folder on the computer.

Internet access for all members including NOLA Staff and Volunteers should be no more than 20 minutes per day.

Monitoring of Internet usage by all parties is the responsibility of the Coordinator.

Confidentiality:

All Members need to be mindful that in the normal course of business, they will invariably enconter information of a confidential nature.  This may include information about other Staff and Volunteers, members or stakeholders and may be obtained directly or indirectly.  All such information is to be regarded as confidential at all times.  Great care must be taken with information exchange within the office and staff and volunteers must remain aware of the content and vulnerability of phone calls, correspondence and e-mail.

In the case of volunteers, they should regard all information they have access to or are given as a result of their volunteering as being confidential unless advised otherwise.  No information should be released to a third party without first seeking the agreement of the President throught the Office Manager and / or the individual conceerned, as appropriate.  Volunteers should not disclose personal details (home address, telephone number, etc) to clients but should use their business address when an address has be given.

Fax / Photocopy:

No person may use the fax machine or the photocopy for personal business.  Any personal usage must be approved by the Coordinator and paid for at established rates [0.20} per copy.

Phone:

Personal phone calls must be limited to those relating to family matters and must be short.  All personal calls by staff and volunteers to mobile telephones or long distance must be identified and paid for immediately when the bill arrives each month.  VAGST must also be paid.  Personal calls by other memebers to mobile phones or long distance should be only made using prepaid phone cards.

Records Management:

All incoming and outgoing mail nust be registered.  All outgoing mail must be signed off by the recipient in the delivery book, or on a special sheet (eg, for large numbers of fundraising letters) which is then attached to the delivery book.  All incoming mail, copies of all outgoing mail and all minutes and reports have to be filed in the established filing system.  In general, all information that is not currently being used should be addressed (eg, answered or actioned), then filed appropriately.

The Assistant Coordinator is responsible for the filing system.  She will answer any queries about appropriate location of all papers.  If a staff and Volunteer member needs to access information from the files, it should be returned it to its correct location immediately after sompletion of use.

NOLA members and volunteers, other than board members and staff, must request approval from the Coordinator for access to any files.  Files cannot be taken out from the office – if a document from them is needed outside the office, a copy should be used.

Financial Procedures:

Financial Procedures are addressed in detail in the Financial Management Procedures Manual, however all staff and volunteers should ensure that this system can be maintained by always requesting receipts for any goods or services purchased for NOLA, by never requesting or taking a loan from the Organisation, and by ensuirng that a receipt is provided for any money received.

Training and Development:

NOLA is committed to offering all staff and volunteers the opportunity to enchance existing skills and to develop new ones.  All volunteers will receive support and regular supervision in accordance with NOLA Supervision Policy.  The content of the supervision should be educated, supportive and on a task management basis.

Staff and Volunteers Records:

Confidential Records detailing names, addresses and telephone numbers are Maintained on a database.  Original copies of applications forms, references, interview notes, and specific checks are also held in NOLA office.  Volunteer Records are accorded confidentiality and each Volunteers and Staff will have access to their own persoanl record in accordance with data protection.

Staff and Volunteers Code of Conduct:

The Purpose of this code is to ensure that the relationship between staff and volunteers and clients is as positive and successful as possible and to ensure Clarity of Role.

Some Do’s and Don’ts:

DO:

Do respect the client’s right to a confidential service by not discussing them in any forum or context other than in discussions with the Office Manager.

Reason: 

You are providing a service for someone who will need to feel safe and secure in the knowledge that they can trust.
Do remain within the law when working with clients and encourage them to remain within the law.

Reason: 

If you break the law or encourage a client in any way to break the law, this could put yourslef, the client, and NOLA at risk.
DON’T:
Don’t buy gifts or give money to clients.  Don’t borrow from clients.

Reason: 

You will be giving a gift of time, interest, and consistency during your relationship with the client.  You are not expected to spend money and doing so, could create an expectation or dependency.
Don’t develop a physical relationship with clients.  Clear boundaries are essential.

Reason: 

You are in a more powerful position than the service user and such a relationship would be exploitative.
Don’t accept / put up with any form of harassment from clients.  If such incidents occur, or you feel they are likely to occur, please contact the Office Manager, who will support you in dealing with this.

Reason: 

Any form of harassment, intimidation or abuse is not to be tolerated and you have the right to conduct you work without fear of it.
Absence:

Both Staff and Volunteers are asked to inform the Office Manager if they will not be available for work due to illness, holidays or for any other reason.  It is helpful if they can give the Coordinator as much notice as possible so that cover may be arranged.  There may be occasions when volunteers may wish to take a break from work for a period of time and NOLA respects this.

Smoking

NOLA operates a non-smoking policy in its office.  Doing so is considered to be a breach of NOLA’s policy.

Drugs / alcohols / substance Misuse

The Misuse of drugs, alcohol and other substances, is not permitted at all times in NOLA office.  Any member of staff or volunteer in breach of this policy will be dealt within accordance with NOLA Disciplinary Procedures.

Orientation

All Members of staff and volunteers, both paid and voluntary, have the right to a welcoming and informative introduction to NOLA.  This should include a comprehensive orientation to:

The Mission and Vision of the Organisation.

The Overall Policies and Procedures of the Organisation.

NOLA staff and volunteers and board members.

Public Statements

All Public statements must be authorised by the President.  Any request for comments from the media must be referred to the President, or Coordinator.  Any request for a presentation to any group should be discussed with the President.

Resources:

All staff and volunteers should protect all NOLA resources.  Use of resources for any purpose other than those that advance the goals of NOLA is inappropriate.

Staff and Volunteers Leave:

All annual leave must be requested at least 2 days in advance by completing the Leave Application Form, except in cases of emergency (eg, sudden death or serous illness of an immediate family member).  All annual and family leave must be approved by the President before it is taken.  Copies of approved Leave Forms must be placed on staff and volunteers files.

All sick leave taken must also be recorded on the Leave Application Form, once the staff and volunteers member returns to work and placed on the staff and volnteers memebers file.  If the sick leave is for longer than 2 days medical certificates, must be attached to the Leave Form.

NUANUA O LE ALOFA INC
NOLA

Financial Management
Policies and Procedures

POLICY / PROCEDURES:

A:
Purpose

To Specify:

Roles and Responsibilities for every person in the organisation who has some role in Financial Management or Procedures.

Financial Planning and Reporting that NOLA should undertake each year.

Financial Policies to be followed by every person in the organisation.

Financial policies to be followed by staff.
B:
Policy:

Financial Planning:

A full organisation budget will be prepared annually.

A budget review will be undertaken after six months of Financial Year (1st July – 31st June)
Bank Account:

The NOLA bank account is at the WestPac Bank Samoa, Apia.

All NOLA Income and Expenditure must go through the NOLA bank account.

The signatories to the NOLA bank account be the Chairperson, Treasurer and one other person (Office Manager) appointed by members at the Annual General Meeting.
Income:

All Income is receipted.

All Income is banked into the NOLA Bank Account.

No Income is used for petty cash.

Ideally Income is to be daily but must be banked weekly.

All Income, no matter how small, is always banked by the end of the month.
Expenditure:

All Expenditure must have an approved budget allocation.

Small payments under $20 Tala may be paid using the Office Petty Cash.

The office Petty Cash total be $100.00.

No cash cheques are to be issued over $100.00.

All payments over $20 have a Payment Voucher completed.

Where possible, services are to be obtained by setting up of an account with payment to be made on the 20th of each month.

Each Payment Voucher is to be authorised by the people who sign the cheque it relates to Payment vouchers are to be signed by the person who receives the cheque.

ONLY the Chairperson and Treasurer can authorise any payments / cash cheque and co-signed payment that exceeds $500.
Record Keeping by NOLA staff:

The following Records are to be kept and maintain by staff

Physical Records:
Receipt Books; Each receipt clearly written out with all required detail and the original given to the person / organisation who gives the money.

Cheque Book:  All cheque butts to be completed clearly and neatly.

Income File;  This file hold all Income Records such as notice of telexes, letters from donors that accompany cheques, cheque attachment printouts.

Payment Voucher File;  All payment vouchers are to be filed in a ring binder in cheque order.

Bank Statement File;  The monthly bank reconciliation should be printed and attached to the bank statement it relates to.

Financial Reports File;  Monthly Financial Reports are to be printed out.  After approval by the Board and signed by the Treasurer, the Report should be filed.

IRD, NPF and ACC Files;  are kept separately to be available for audit abd review by those offices.

Reporting:

A monthly bank reconciliation report prepared and printed.  This monthly report is reviewed and checked by both the Treasurer and Chairperson.  It is to be attached to the bank statement, it relates to and filed in the Bank Statement File.
Monthly Income and Expenditure Reports for the organisation are prepared, printed and filed.
Annual Accounts are to be prepared.
Annual Accounts are to be audited.
Annual Accounts are to be presented to memebers at the Annual General Meeting.
C:
Roles and Responsibilities:

Chairperson:

In relation to NOLA’s Financial Management Policies and Procedures, the Chairperson will undertake to:
Ensure Financial Management Policy is implemented effectively

Ensure a year Budget is prepared and approved by the Board and that a six monthly review is carried out.

Ensuire the Board meets regularly (monthly if possible) to review and approve financial reports.

Liaise with Treasurer and Coordinator to ensure financial reports are prepared.

Act as a cheque signatory.

Check the monthly Bank Reconciliation against the Bank Statement.

Check the Payment Voucher and the Individual cheque before authorising the payment.

Carry out spot checs on procedures and financial documents.
Treasurer:

In relation to NOLA’s Financial Management Policies and Procedures, the Treasurer will undertake to:
Ensure Financial Management Policy is implemented effectively.

Liaise with Chairperson on Financial matters and bring any irregularities to his attention urgently.

Ensure a yearly Budget is prepared and approved by the Board.

Ensure financial reports are prepared for the Board and check their accuracy.

Present these reports to the Board and be able to answer questions on these reports.

Act as a cheque signatory.

Check the monthly Bank Reconciliation against the Bank Statement.

Check the Payment Voucher and the individual cheque before authorising the payment.

Ensure cheque butts are completely correctly and are readable.

On a monthly basis, check the Payment Voucher file to ensure all payment vouchers for that month have been completed fully.

Check all communication bills (phone / fax, internet) before cheque payment is prepared (regular ph/fax bills should be less than $400).

Carry out spot checks on procedures and financial documents.
Board Members:

In relation to NOLA’s Financial Management Policies and Procedures, Board Members will undertake to:
Attend Board Meeting regularly.

Read and understand NOLA Financial Policy and Procedures.

Approve the NOLA Annual Budget.

Read and Question monthly financial reports that are tabled at the Board Meetings.

Approve these monthly financial reports and specifically the monthly payments.

Coordinator:

In relation to NOLA’s Financial Management Policies and Procedures, Coordinator will undertake to:
Manage the Organisation’s financial systems efficiently.

Prepare the annual budget in consultation with the Chairperson and Treasurer.

Prepare a monthly Income and Expenditure report and submit this to the Treasurer for presentation at the monthly Board Meeting.

Inform the Treasurer if any budget line is close to budget.

Control the Cheque Book.

Assistant Coordinator:

In relation to NOLA’s Financial Management Policies and Procedures, Assistant Coordinator will undertake to:
Ensure Bank Reconciliation is carried out monthly.

Ensure all payment records are electronically recorded and identical to hard copy.

Take responsibility for the cash box and petty cash recording.

Liaise with the Coordinator when preparing a payment voucher.

Record all information required by the voucher before handing to Treasurer.

Make all payments on the due date.

Ensure records are kept up to date.

Disability Officier:

In relation to NOLA’s Financial Management Policies and Procedures, Disability Officier will undertake to:
Receipt all Income and Bank daily.

Ensure all Income is banked by the last day of the month.

Ensure all appropriate documents are attached to payment vouchers and file them in a cheque order.

Ensure the voucher is signed by any client after receiving payment.

Ensure all donations are receipted and banked daily.

Disciplinary Procedures

Staff and volunteers who do not comply with policies and procedures may be subject to disciplinary action. Serious breaches of this policy may result in dismissal. 

Recruiting Policy and Procedures for NOLA Staff 

Purpose

The Staff Recruitment Policy has been established to ensure Nuanua O Le Alofa has the opportunity to attract the best available staff  for all vacant positions. This policy relates to employment of all staff. 

Policy:
Nuanua O Le Alofa is committed to providing high quality programs and services to our people with disabilities. To support the achievement of this objective we recognise the importance of employing the most suitable applicant for all vacant positions.

NOLA will ensure it has the best opportunity to attract the best available staff by broadly advertising all vacant remunerated positions.  

NOLA will also internally advertise all vacant positions to current members to encourage career advancement promote local opportunities and increase participation.

Procedures:
All permanent remunerated positions will be advertised through relevant networks, through local TV and radio stations, and in at least one local newspaper.  Volunteer positions will be advertised as widely as deemed reasonable.
All advertisements must be approved by the Office Manager and, if the cost exceeds the allocated budget, by the Board.

All contact regarding the position is to be directed through the Assistant Coordinator, with all applications marked. “Confidential” and posted to the Coordinator.

Basic records of the recruitment process are to be maintained.  Records should include information about position descriptions sent, applications received (including applicants’ names, addresses and contact numbers), a list of applicants short-listed and interviewed, and an record that applicants have been notified or outcomes.

Letters of acknowledgement will be posted to all written applications prior to the short-listing of final suitable applicants.

Applicants who do not meet the key selection criteria and are not suitable to be short-listed for an interveiw will be sent a written rejection letter.

The short-listing and interview process will be conducted by a panel which will include the Coordinator.  If an applicant is a family member or friend of staff then the panel will be selected accordingly to protect the process and declaration of interest.

at the conclusion of the recruitment process, all applications will be filed for five years in the Staff Recruitment file in the NOLA office.

If in any doubt about this policy or use of the internet or e-mail facilities, the Coordinator should be contacted for clarification.

…………………………..

Office Manager
NUANUA O LE ALOFA INC
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Vehicle Use and Maintenance
Policies and Procedures

JUNE 2005

VEHICLE USE POLICY:

Vehicle is essential to Nuanua Ole Alofa (NOLA) carrying out its core functions and work.  NOLA currently owns 1 vehicle:

Toyota – Hiace Van (16 seater) reg. #14284 provided though European Union (UE).  Fund and monetary assistances from Government, rotarty Club of Apia, the Netherlands Embassy and NOLA funds.

We depend on continued donro support for running and maintaining this vehicle and also for acquiring new vehicles in the future.  To assist us in managing our work, maintaining this vehicle and assuring that our partners continue to support us with provision of vehicles we must use this asset in an appropriate manner and assure that we maintain accurate and transparent records of vehicle use.

Nuanua Ole Alofa Vehicle is to be used:

Only for NOLA office businesses and its disability advocacy work;
With economy in mind;
Safely;
And is to be driven only by NOLA employee with a valid driving license or an authorised reliable driver approved by the Board.
Hiring:

Only to support any disability related activities of organisations / groups are supporting general disability development.
Conditions of Hiring:

A formal written request from the organisation / group must be submitted to NOLA office wihtin a week clarifying the purpose of proposed activity and NOLA Board would consider the relevance of hiring vehicle.
Full refueling of vehicle if the propsed activity is completed and be returned to base in best condition.
Must provide $30.00 daily allowance for the authorised driver.
Implementing the Vehicle Uss Policy and Procedures is the responsibility of the Office Manager.  The Office Manager is responsible for managing allocation and daily use of vehicels and is responsible to ensure the Policy and Procedures are be enforced and monitored.

VEHICLE USE PROCEDURES:

1.
Authorisation for Driving:

1.1:
Only NOLA staff with valid driving license is authorised to drive the vehicle or an authorised reliable driver.

1.2:
All trips must be authorised by the Office Manager with the exception of Hiring be approved by the Board through a formal written request from an organisations / groups are seeking support.

2.
Vehicle Logs:

2.1.
Log sheets must remain in the vehicle and be completed by the driver for each trip at the time of the trip and initialed.  Sample Log Sheet attached as Appendix 1.
2.2.
Each section of the log sheet must be completed fully.

2.3.
Each Friday weekly log sheets are to handed to the Office Manager who will check the log sheets are complete and ensure all trips were for authorised work purposes.  Once checked they will be passed to the Coordinator for approval and filed.

2.4.
If unauthorised use is identified or log sheets are incomplete the matter will be raised with the Dissability Coordinator and Disciplinary action will be decided.

2.5.
New log sheets will be issued on handing in of completed weekly logs, last mileage will be carried over on to new log sheets.

3.
Refueling:

3.1.
NOLA has established an account with Lyn Netzlers Petrol Station in Motootua.  In Upolu all fuel is to be purchased from this service provider.  When a vehicle requires refueling the driver must:

To request a Purchase Order be raised by the Disability Assistant Coordinator (staff).  The Purchase Order is to be authorised by either the Office Manager or NOLA President and Tresurer.

Purchase Order is to be delivered to the service provider at time of refueling.

Refueling information is to be completed on the vehicle log sheet.

NOLA will be billed once a month by the service provider.

3.2.
Should a vehicle need refueling in Savaii cash will be requested by the authorised staff / licensed driver through regular financial procedures.  The receipt for the fuel must be returned to the Office Manager for filing on return from the field trip.  Vehicle log sheet must be completed.

VEHICLE MAINTENANCE POLICY:

Cleaning Vehicle:
Vehicle is to be cleaned weekly after constant use by Assistant Coordinator or authorised licensed driver.  Sample cleaning sheet is attached as Appendix 2.

Regular Maintenance:
2.1:

Standard checks for water, oil etc are to be carried out weekly at time of cleaning by assistant coordinator or authorised licensed driver.

2.2:

Full Maintenance check is to be carried out on the vehicle after each 3000km by Asco Motors or Orlando Keil.  The exceptions to designated service providers must be approved by NOLA Board.

Breakdowns:
3.1:
Assistant Coordinator or an authorised licensed driver identifies mechanic to isolate the problem in a timely manner.

3.2:
At least one quote is obtained for fixing the identified problem from the designated servce providers above.

3.3:
Vehicle is repaired as soon as possible.

EXCEPTIONS TO POLICY:

Only NOLA Board has the authority to authorise the vehicle usage outside of the policy.
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