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MANAGER REPORT

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

Date:		_________________________________

[Adjust template to suit needs and focus of your Neighbourhood House]
	1.
	Summary of activities, including highlights, lowlights & Key Meetings

	· 



	2.
	major issues or significant correspondance 

	· 



	3.
	Risks or impacts Arising 

	· 



	4.
	Staff CHanges or Major Staff Issues (Risks, CHAllenges, Achievements)

	· 



	5.
	Actions from previous meeting still outstanding

	· 



	6.
	Progress against strategic priorities

	NAME OF STRATEGIC GOAL
	Actions update
Decisions required
Concerns

	NAME OF STRATEGIC GOAL
	Actions update
Decisions required
Concerns

	NAME OF STRATEGIC GOAL
	Actions update
Decisions required
Concerns

	NAME OF STRATEGIC GOAL
	Actions update
Decisions required
Concerns




	7.
	OHS/ Maintenance/ Equipment

	· 



	8.
	MArketing- Updates and oppoRtunities

	BROCHURE
	

	WEBSITE
	

	SOCIAL MEDIA
	

	MEDIA COVERAGE
	



	9.
	Staff Leave Entitlements

	



	10.
	Progress Against grants/ contracts

	NAME OF PROJECT
Funding Body
	Update

	
	



	11.
	Compliance

	ITEM
	
	DUE DATE
	PERSON RESPONSIBLE

	NH Survey
	
	End of February 2019 
	Manager

	NH Census
	
	Nov 2019
	Manager

	CHANH Regional Health Check
	
	April May 2019
	Manager & Chair

	DHHS - SACC
	
	 1 week post AGM 
	Manager

	ACNC/ CAV
	
	1 month post AGM
	Secretary & Treasurer

	ATO - BAS
	
	Quarterly
	Finance Officer

	Budget
	
	Monthly
	Treasurer & Finance Officer

	Financial Audit
	
	1 month pre AGM
	Treasurer & Finance Officer

	Grant Acquittals
	
	List Dates
	Appropriate Staff

	Insurance
	
	As per contract
	Manager

	AGM
	
	Date
	Executive Team

	Staff & Volunteer Compliance
	
	Performance Review dates
	For Manager – Executive Team
For Staff – Manager 

	Facility 
	
	As per contract
	Manager

	
	
	
	

	
	
	
	

	
	
	
	


* Change colour for easy review: RED – No Action, YELLOW – In progress, GREEN – Completed








	ACFE
	Adult Community & Further Education

	ACNC
	Australian Charities and Not-for-profit Commission

	BOG 
	Board of Governance

	CALD
	Culturally & Linguistically Diverse

	CHANH
	Central Highlands Association of Neighbourhood Houses

	COM
	Committee of Management

	DET
	Department of Education and Training

	DFFH
	Department of Families, Fairness and Housing

	LEAP
	Learner Engagement A-Frame Program

	LGA
	Local Government Area

	LLO
	Learn Local Organisation

	MoU
	Memorandum of Understanding

	NH
	Neighbourhood House

	NHACE
	Neighbourhood Houses and Adult Community Education

	NHCP
	Neighbourhood House Coordination Program

	NHVic
	Neighbourhood Houses Victoria 

	RDV
	Regional Development Victoria
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