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20xx-xx ANNUAL GOVERNANCE CERTIFICATION
Responsibilities of an incorporated association
· The constitution is up to date, including referring to the current RDA Charter and appointment requirements as set out in the funding agreement with the Department.
· The Certificate of Incorporation is held on file.
· Amendments to the constitution are lodged with the appropriate State Government Authority within the prescribed timeframe and a copy has been provided to the Department.
Departmental/funding agreements requirements
· A copy of the signed funding agreement with the Department is on file.
· Website functionality and content is reviewed at least annually.
· The RDA has an appropriate social media presence and associated policies and procedures.
· The RDA operates in an apolitical manner.
· Appropriate records of RDA activities are kept, stored securely, and maintained for 7 years.
RDA Committee Members (including Chairs and Deputy Chairs)
· The register of members is current (including dates of appointment and termination).
· Members are not paid a sitting fee/honoraria from RDA program funding.
· Member appointments are conducted using an open, fair and transparent merit based process, as outlined in the RDA Appointments Guide.
· New members and staff have been provided with an induction pack which includes key governance and operational documents.
Conflicts of Interest
· There is a documented conflict of interest policy that is adhered to at all times.
· Conflict of Interest Declarations are a standing Committee meeting agenda item. 
· Potential conflicts of interest, the decision as to whether a conflict exists, and action taken to resolve/manage the conflict are evidenced in the minutes of meetings.
· Where appropriate, the Department has been advised of a Conflict of Interest.
· No gifts have been funded from RDA program funding.
Risk Management
· A documented risk management process is in place (including for WHS and fraud risks).
Personnel matters
· Employment arrangements are clearly documented, including staff having current employment contracts which reference a clearly detailed duty statement and remuneration package.
· There is a clear allocation of decision making throughout the RDA.
· There are thorough, up to date human resources policies and procedures that are provided and available to all employees and members and are in line with relevant workplace legislation.
· The Chair and or Board member(s) monitor the DRDs/Executive Officer’s performance regularly.
· The DRD/Executive Officer monitors staff performance on a regular basis. 
· Staff recruitment is conducted using an open, fair and transparent (merit based) process.
Meetings
· An Acknowledgement of Country is provided at the commencement of each meeting.
· The meeting agenda approved by the Chair prior to each meeting.
· All decisions relating to the operation of the RDA are reflected in the minutes.
· Minutes are approved and signed by the Chair and accepted at the next committee meeting.
· Documented minutes of every meeting are held on file, along with the agenda and tabled documents.
· Compliance with funding agreement reporting deadlines is actively monitored.
· Financial statements are presented at the Annual General Meeting (AGM).
· The powers of any sub-committees are agreed at the meeting that approved their creation, and that these powers are recorded in the minutes of that meeting.
· Sub-committee minutes are tabled for ratification at all relevant RDA Committee meetings.
· The Code of Conduct (as outlined in the RDA Better Practice Guide) is tabled at least annually and acknowledged as understood by members.
Finance matters 
· A financial report and bank reconciliation are presented at every committee meeting.
· Staff salary payments are reviewed at each meeting to ensure they are in line with contracts. 
· Changes to staff remuneration packages are approved by the Committee and reflected in revised contracts.
· RDA program related assets are not used as any form of security.
· RDA program funding can be separately identified within the financial records. 
· Third party contracts have been reviewed by the Committee and reported to the Department.
· Banking arrangements and signatories have been approved by the committee and minuted.
· There is adequate segregation of duties between purchasers and expenditure approvers.
· Annual audited financial statements are prepared by a suitably qualified accountant.
· BAS returns have been submitted in a timely manner.
Assets
· An asset register is maintained/updated and reviewed annually.
· Leased items are identified in the assets register.
Insurance
· There is a current policy for workers compensation, and it is held on file.
· There is a current insurance policy for all assets, and it is held on file.



Information Technology
· Procedures for the security, backup, storage and recovery of data are in place.


I, ………………………………, Chair/Deputy Chair/Committee member of RDA ………………………… confirm that the above checklist has been completed correctly.
Signature:…………………………………………..   Date: ____/____/____
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