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ROLES & RESPONSIBILITIES

Vision: 		[Your Neighbourhood House Vision Statement] 
Mission: 	[Your Neighbourhood House Mission Statement]
Value: 		[Your Neighbourhood House Values]

Please note, this document is a guide and does not constitute a Delegation of Authority. Your Board will need to develop Delegation of Authority policy and procedure to support any legal or financial authority. 

	ITEM
	DESCRIPTION
	WHO?
	CAN THIS BE DELEGATED?

	1. 
	Development of Strategic Plan, consultation with community on goals, mission, vision and values
	Board 
	Yes – to Manager or Consultant

	1. 
	Stimulate future vision with sector information, trends and industry knowledge
	Manager
	Yes – to subcommittee/ staff

	1. 
	Approval of long term objectives and strategy, including Mission, Vision and Values and Strategic Plan
	Board
	No

	1. 
	Propose options, strategies and action programs in line with adopted Strategic Plan
	Manager
	Yes – to staff and org members

	1. 
	Provide information and recommendations based on opportunities relevant to the organisation but outside current strategic plan
	Manager and Board Members
	Yes – to staff and org members

	1. 
	Follow through on requests and opportunities identified by the Board
	Manager
	Yes to staff or subcommittee

	1. 
	Development of annual budget
	Board 
	Yes – to manager or financial subcommittee

	1. 
	Approval of annual budgets and any material changes to them
	Board
	No

	1. 
	Approval to extend organisations activities into new business or geographic areas
	Board
	No

	1. 
	Maintain healthy relationships with funders and contractors
	Manager
	Yes – to relevant staff or subcommittee

	1. 
	Changes to corporate structure
	Board
	No

	1. 
	Changes to organisations management and/ or management systems
	Board
	No

	1. 
	Accept delegated responsibility for operations and service delivery as directed by Board
	Manager
	Yes – to staff

	1. 
	Implement agreed marketing and communications plans
	Manager 
	Yes – to staff

	1. 
	Conduct annual performance appraisal of Manager, negotiate annual goal performance plan for Manager, in line with Strategic Plans and organisational requirements
	Board
	Yes – to subcommittee

	1. 
	Conduct annual performance appraisal of staff/ volunteers, negotiate annual goal performance plan for staff/ volunteers
	Manager
	Yes – to team leaders

	1. 
	Maintain performance data and financial reports
	Manager
	Share with Financial officer

	1. 
	Review and approval of monthly reports, including finances
	Board 
	No

	1. 
	Approval of any significant changes in accounting policies or practice
	Board 
	No

	1. 
	Maximise income within agreed policies and values of the organisation
	Manager
	Yes – to staff (as appropriate)

	1. 
	Approval and monitoring of organisational risk and risk management practices, 
	Board
	No

	1. 
	Maintaining risk register, developing contingency and risk management plans
	Board
	Shared with Manager

	1. 
	Appointment, reappointment or removal of external auditors (with member approval)
	Board
	No

	1. 
	Avoidance of fraudulent and wrongful trading 
	Board
	No

	1. 
	Review of overall levels of insurance  for the organisation
	Board
	No

	1. 
	Set the limits of authority for the Manager
	Board
	No

	1. 
	Review and approval of any contracts or expenditure above the Manager’s limit of authority
	Board
	No

	1. 
	Succession planning for the Board and Manager
	Board
	Shared with Manager

	1. 
	Selection of Executive Officers of the Board, subject to organisations Rules 
	Board 
	No

	1. 
	Approval of Membership to the organisations
	Board 
	No 

	1. 
	Management of Conflicts of Interests, or perceived conflicts, for any Board members or the Manager, in the best interests of individual and organisation
	Board 
	No

	1. 
	Set standards, ensure process documentation to meet legal and operational objectives
	Board
	Yes – to subcommittee

	1. 
	Build a culture based on values and ethical approach
	Board 
	Shared with all staff and members

	1. 
	Accept ultimate responsibility for the organisations performance
	Board 
	No
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