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CATEGORY:                          BOARD OF GOVERNANCE 
 
 TOPIC:                                  GOVERNANCE 
  

POLICY 

 
Policy Statement 
 
South Burnett CTC Inc (CTC) documents and implements strong governance and management systems, processes 
and practices so that we remain compliant with our internal, legislative and contractual requirements. We are 
committed to organisational structure, systems, and processes that enable us to provide sustainable, effective and 
safe services.  
 
Scope 
 

This policy and associated procedures apply to CTC as a whole, including all employees, volunteers, and governance 
body members. 
 
Governance Principles  
 
The principles that support CTC’s Governance Policy and Procedures, and associated practices, are: 

 Safe: Services promote the safety, wellbeing, and best interests of our clients. 
 Ethical: Services are guided by transparent decision-making processes. 
 Equitable: Governance and management systems, procedures and practices are fair and inclusive. 
 Experienced: The governance and management team are appropriately skilled and qualified to oversee and 

manage our CTC. 
 

Body of governance members should: 
 Act honestly and in good faith 
 Serve with a commitment to altruism, recognising that their role is one of stewardship for the benefit of the 

community, rather than personal gain 
 Place the needs and wellbeing of clients, service users, and the wider community at the forefront of all decisions 
 Demonstrate compassion, humility, and ethical conduct in all dealings, setting a positive example for staff, 

volunteers, and the community 
 Ensure the organisation carries out activities in accordance with its intended purpose 
 Act in the best interests of the organisation 
 Exercise powers for their proper use 
 Respect privacy and confidentiality of information obtained in the course of the operation of the organisation 
 Disclose potential conflicts as they arise and remove yourself from that particular discussion or decisions 
 Adhere to the organisation’s Code of Conduct. 
 Play an active part of a collective, in that while each member should put the point of view forward and has the 

right to argue for their own point of view and to vote for that position, once a collective decision has been 
taken, Board members are required to support that decision. 

 Act as an ambassador for the organisation, promoting its services and values to strengthen community trust and 
support 
 

  

POLICY AND PROCEDURE 
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Related Documents 
 
Board Induction Checklist 
 
Relevant Legislation and Standards 
 

Common  Associations Incorporation Act 1981 
Human Rights Act 2019 
Criminal Code Act 1899 (Section 229BC Failure to report belief of child sexual 
offence committed in relation to child) 
Criminal Code (Child Sexual Offences Reform) and Other Legislation Amendment 
Act 2020 
Australian Charities and Not-for-profits Commission Governance Standards 
Queensland Government HSQF User Guide – Certification  
Queensland Government Model Rules (for incorporated associations) 
Queensland Government P2i User Agreement 
Queensland Government Service Agreement – Standard Terms 

Child Protection 
Placement Services 
Service Stream: 
Child and Family 
Department: 
DCSSDS 

Child Protection Act 1999 
Child Protection Regulation 2023 
Department of Child Safety, Seniors and Disability Services Child Protection 
(Placement Services) Investment Specification and Individual Placement and 
Support Agreement 
Department of Child Safety, Seniors and Disability Services Child Safety 
Licensing 
Department of Child Safety, Seniors and Disability Services Service Agreement – 
Funding and Service Details 
Queensland Government Aboriginal and Torres Strait Islander Child Placement 
Principle Policy Statement – What it Means in Practice 
Queensland Government Child Safety Practice Manual 
Child Safe Organisations Act 2024 

Child Protection Support 
Services 
Service Stream: 
Child and Family 
Department: 
DCSSDS 

Child Protection Act 1999 
Child Protection Regulation 2023 
Department of Child Safety, Seniors and Disability Services Child Protection 
(Placement Services) Investment Specification 
Department of Child Safety, Seniors and Disability Services Child Safety 
Licensing 
Department of Child Safety, Seniors and Disability Services Service Agreement – 
Funding and Service Details 
Queensland Government Aboriginal and Torres Strait Islander Child Placement 
Principle Policy Statement – What it Means in Practice 
Queensland Government Child Safety Practice Manual 
Child Safe Organisations Act 2024 

Families 
Service Stream: 
Child and Family 
Department: 
DCSSDS 

Child Protection Act 1999 
Child Protection Regulation 2023 
Department of Child Safety, Seniors and Disability Services Child Protection 
(Placement Services) Investment Specification and Service Agreements 
Department of Child Safety, Seniors and Disability Services Child Safety 
Licensing 
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Department of Child Safety, Seniors and Disability Services Families Investment 
Specification 
Department of Child Safety, Seniors and Disability Services Family and Child 
Connect Service Model and Guidelines 
Department of Child Safety, Seniors and Disability Services Intensive Family 
Support Service Model and Guidelines 
Department of Child Safety, Seniors and Disability Services Service Agreement – 
Funding and Service Details 
Queensland Government Aboriginal and Torres Strait Islander Child Placement 
Principle Policy Statement – What it Means in Practice 
Queensland Government Child Safety Practice Manual 

Domestic and Family 
Violence 
Service Stream: 
Women’s Safety and 
Violence Prevention 
Services 
Department: DJAG 

Child Protection Act 1999 
Domestic and Family Violence Protection Act 2012 
Domestic and Family Violence Protection (Combating Coercive Control) and 
Other Legislation Amendment Act 2023 
Human Rights Act 2019 (particularly clause 28 Cultural rights - Aboriginal 
Peoples and Torres Strait Islander Peoples) 
Public Guardian Act 2012 
Queensland Government Domestic and Family Violence: Common Risk and 
Safety Framework 
Queensland Government Domestic and Family Violence Services: Practice 
Principles, Standards and Guidance  
Queensland Government Domestic and Family Violence Services Regulatory 
Framework 
Queensland Government Domestic and Family Violence Support Services 
Investment Specification 
Queensland Government HSQF User Guide – Certification: Domestic and Family 
Violence Services Supplement  

Individuals 
Service Stream: 
Seniors Services 
Department: 
DCSSDS 
 

Department of Child Safety, Seniors and Disability Services Individuals 
Investment Specification 
 

Young People 
Service Stream: Youth 
Services 
Department: 
DCSSDS 

Department of Child Safety, Seniors and Disability Services Service Agreement – 
Funding and Service Details 
Department of Child Safety, Seniors and Disability Services Young People 
Investment Specification  
Child Safe Organisations Act 2024 

Youth Justice 
Department: Youth 
Justice and Victim 
Support 

Youth Justice Act 1992 

Department of Youth Justice and Victim Support Service Agreement and 
Investment Specifications  
Child Safe Organisations Act 2024 

Disability Services Disability Services Act 2006 
Coroners Act 2003 (reporting requirements) 
Coroners Court of Queensland Deaths in Disability Care 
National Disability Insurance Scheme Act 2013 
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Definitions 
 

Accountability: Taking responsibility for decision-making with clarity and in good faith. 
Compliance: Ensuring that organisational decisions and actions meet all relevant legal, regulatory and 

ethical standards and requirements. 
Conflict of interest: Where a member of the governance body has the potential to personally, professionally 

or financially benefit from an organisational decision or where it could be perceived that 
such an interest exists. 

Governance: The framework set for and oversight of accountability and compliance within the CTC. 
Governance body: The group responsible for making decisions about the CTC and which takes responsibility 

for oversight of operations, the financial viability of the CTC, and the CTC’s compliance 
with legal and contractual obligations. Also called responsible people. 

Governing document: The CTC’s foundational guidance document, setting out its purpose and key processes. 
Also called a constitution, rules, or trust deed. 

Misconduct: Actions that are inconsistent with the requirements of a role. Serious misconduct 
includes actions that pose imminent risks to others, fraud, undertaking work while 
intoxicated, sexual harassment, and refusing to undertake lawful and reasonable 
instruction that is consistent with the contracted role within which the person is 
working. Misconduct may or may not be unlawful/illegal.  

Operations: The administration of an CTC or business activity; in the community sector, operations 
includes all service delivery and the administrative and management required to support 
this. 

Serious incident: An event or action that results in serious harm, poses a serious risk or is otherwise listed 
as major, notifiable or reportable in a contract or under the standards/regulations that 
apply to the CTC. Serious incidents include those that cause or risking causing harm to 
employees, volunteers, clients, or community members. 

 

PROCEDURE 

 
Our governance and management are supported by: 

 Robust monitoring processes that support our ongoing compliance and highlight our commitment to quality 
service provision. 

 Policies and procedures that articulate how we comply with all relevant legislation, regulations, this policy 
and contractual requirements. 

 Processes that support compliance with the requirements and terms and conditions of our licensing 
requirements. 

 An organisational culture that supports ethical practice and which respects and protects human rights 
consistent with the requirements of the Human Rights Act 2019. 

 A commitment to culturally safe and accessible services. 
 Documented governance body nomination, appointment processes, roles and responsibilities, induction, 

obligations and delegations. 
 A Delegations policy and associated procedures that clarifies and guides the oversight of decision making 

within the CTC. 
 Reporting and recording processes that support the governing body to fulfil its functions and minimise the 

CTC's exposure to risk, including financial, compliance, service delivery, work health and safety, and human 
resource risks.  

 CTC’s processes and systems are to ensure compliance with relevant legislation, regulatory frameworks and 
other contractual and licencing requirements.  
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Governance Body Recruitment, Induction and Training 
 
CTC provides induction and training to all new and existing governance body members, detailing CTC’s purpose and 
operations, our responsibilities and reporting, and the governance body’s role and responsibilities. Our nomination, 
recruitment, induction and training processes provide clarity of purpose and leadership functions; information 
relevant to the evaluating the sustainability, integrity and efficiency of the CTC; and accountability and transparency 
in the governance and management systems. CTC's nomination and recruitment process for new governance body 
members confirm that candidates have appropriate knowledge, skills and experience to fulfil their roles and duties, 
and an adequate understanding of the legislative and regulatory environment CTC operates within. 
 
Recruitment, Nomination and Appointment 
 

The governance body’s strength and membership is supported by effective recruitment, nomination and 
appointment processes. 
 CTC may undertake a direct approach or expression of interest process to attract new board members.  

Selected individuals may be invited as a Guest of the Board for a period of up to 12 months, with the same level 
of access to CTC information and attendance at board meetings, but no responsibility and voting rights.  The 
individual and existing board members can use this time to identify if there is a good fit for both parties prior to 
the individual potentially being nominated for membership and to be elected to the board at the next AGM. 

 CTC may directly approach or run an expression of interest process targeting specific skillsets or criteria in order 
to meet the organisations needs against the current boards Skills Matrix. 

 Expressions of interest may be communicated through CTC’s social media pages, website and media release. 
 Expressions of interest or nominations will require submission of a resume and outline of why the individual 

would like to join the board and how their skills and experience would support CTC. 
 Nominations/expressions of interests are evaluated against: 

o community sector, management or human resources experience; 
o financial and legal skills and knowledge; 
o risk and safety management experience; 
o information technology and cyber security skills and knowledge; 
o communication skills; 
o cultural responsiveness; and/or 
o lived experience. 

 The governance body seeks to achieve inclusivity and a balance in terms of gender, age, background and 
representation of all sections of our communities. 

 The Board also encourages representatives of client groups and interested community members to proactively 
seek involvement on the Board as observers, advisors and guests, both on specific issues and as potential 
members.   

 Governance body members must meet screening requirements including Working with Children Check (Blue 
Card), NDIS Worker Screening, Child Safety and Personal History Check and ASIC Banned or Disqualified 
Register/ACNC Discqualified Person Register. 

 Other than the positions specified in the Constitution there is no particular requirement to have a set number of 
Board Members.  Association Members and the Board are therefore able to recruit and nominate members and 
guests according to perceived need at any time. 
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The election process for the Board of Governance 
 
1) A member of the Board of Governance may only be elected as follows: 

a. Any 2 members of the organisation may nominate another member (the candidate) to serve as a member 
of the Board of Governance (1 x Nominator and 1 x Seconder) 

b. The constitution stipulates the process for nomination e.g. 
i. In writing and 

ii. Signed by the candidate and the members who nominated him or her and 
iii. Given to the Secretary at least 14 days before the AGM at which the election is to be held 
iv. Nominations from the floor at the AGM 

c. Each member present at the AGM may vote for any number of candidates not more than the number of 
vacancies which is to be reviewed and determined by the current Board periodically. 

d. If, at the start of the meeting, there are not enough candidates nominated, nominations may be taken 
from the floor of the meeting. 

 
2) A list of the candidates' names in alphabetical order, with the names of the members who nominated each 

candidate, must be posted in a public place in the office or usual place of meeting of the organisation for at least 
7 days immediately preceding the AGM. 

 
3) If required by the Board of Governance, balloting lists must be prepared containing the names of the candidates 

in alphabetical order. 
 
4) At each AGM, the members of the Board of Governance must retire from office, but are eligible, on nomination, 

for re-election. 
 
Induction 
 

CTC’s governance body members are inducted into the organisation upon joining the governance body. All new 
members are provided with: 

 Information about governance roles and responsibilities, including general and executive governance body 
member duties. 

 Details on the organisation, its systems and processes, its services/activities and its reporting requirements, 
including: 
o organisational structure and current staff; 
o management structures and personnel; 
o service agreement(s); 
o recent meeting minutes and financial reports; 
o all current policies and procedures, and relevant supporting documents; and 
o organisational constitution.  

 Information about the legislative and regulatory environment we operate in, including: 
o the status of the organisation (incorporation); 
o relevant regulatory bodies 
o relevant provisions in the Child Protection Act 1999 and Child Protection Regulation 2023; 
o policies, regulations and guidelines of relevant funders/departments; and 
o relevant investment specifications. 

 The induction will be undertaken in line with the Board of Governance Induction Checklist.  It will include 
briefings with Service Managers, organisational site visits and meetings with the CEO. 
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Ongoing Training 
 

It is the responsibility of all governance body members to keep up to date with and understand relevant policies and 
legislative responsibilities, and to develop and maintain appropriate levels of knowledge and skill to meet their 
governance responsibilities. 

 Training needs are reviewed every 6 months as part of the Annual Board Calendar. 
 A skills matrix is undertaken as part of an annual board review to identify any skills/information needs that 

may lead to training needs. 
 Each member is responsible for identifying and raising additional information or training needs at 

governance body meetings or with the governance body Chair or Secretary. 
 CTC Maintains membership to appropriate Peak Bodies. Such membership affords Members opportunities 

to ensure their skills and knowledge remains current through participation in the training and development 
opportunities provided by such bodies. In particular, Members are advised of online information and training 
available through the ACNC.   

 
Record Keeping 
 

Documentation of recruitment, induction and training includes, at a minimum, each governance body member’s: 
 confirmation of identification (e.g., driver’s licence); 
 CV or resume; 
 Blue Card; 
 relevant screening requirements 
 date of appointment; 
 role (e.g. general member, chair); 
 induction (e.g. completion of induction checklist); 
 training/professional development needs identified; and 
 training completed. 
 

Nominee Role 
 

 The Nominee role is held by the CEO/Secretary, appointed by a vote at a Board of Governance meeting. 
 Where a casual vacancy arises, the governance body may appoint a new member to serve until the next 

general meeting, provided the appointment is subjected to evaluation and screening as outlined. 
 Nominees are screened for suitability by review of resumes, Blue Card checks, Child Safey Screening and 

confirmation that the nominee is not bankrupt/convicted of a serious offence. 
 
The Nominee for a licence is legally responsible for ensuring that the licensed care service operates in accordance 
with the Child Protection Act 1999 and Child Protection Regulation 2023.  Key responsibilities include: 
 

Compliance 
● Ensure the service complies with all licence conditions. 
● Ensure compliance with the Child Protection Act, Regulation, and any directions from the Chief Executive. 

 
Standards of Care 
● Ensure that the care services provided meet the legislated Statement of Standards, including safety, wellbeing, 

and development of children. 
 

Staff and Carer Suitability 
● Ensure all staff, carers, and others engaged in the service are suitable to work with children. 
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● Confirm that all required Working with Children Checks (Blue Cards) or equivalent authorisations are current. 
● Ensure that negative notice holders or disqualified persons are not employed or engaged. 

 
Selection, Training, and Management 
● Oversee the recruitment, training, supervision, and management of staff and carers to ensure safe and high-

quality care. 
● Ensure induction and ongoing professional development are delivered. 

 
Risk and Safety 
● Take steps to minimise risks to children in the service’s care. 
● Ensure safe systems of work and appropriate supervision. 

 
Record-Keeping and Reporting 
● Maintain accurate records as required by legislation. 
● Ensure incidents, concerns, and harm reports are made in accordance with legal requirements. 
● Cooperate with audits, inspections, and monitoring by the Department. 

 
Leadership and Accountability 
● Act as the point of accountability for the licence on behalf of the organisation. 
● Promote a culture of child safety, wellbeing, and continuous improvement. 
 
Governance Body Roles and Responsibilities 
 
General Member Responsibilities 
The governance body is responsible for: 

 Developing and maintaining the framework for CTC’s operations and compliance with relevant legislation 
and standards. 

 Ensuring sufficient resources are provided for the organisation to carry out its activities, meet its legal and 
contractual responsibilities, and operate safely. 

 Providing strategic direction to the organisation. 
 Supporting and forwarding the purpose of the organisation. 
 Overseeing the quality of activities undertaken/services delivered. 
 Identifying and addressing issues in the quality and/or compliance of the organisation’s activities, human 

resources processes, risk management and financial operations and reporting. 
 Setting and supporting positive organisational culture. 
 Appointing and managing the CEO. 
 Providing operational and management support as required. 
 Contributing to human resources processes and the regular evaluation of organisational leadership 

performance, including the CEO’s annual performance review. 
 Accountable and transparent decision-making, where this is allowed by privacy and confidentiality 

requirements. 
 Monitoring and, where appropriate, intervening in risk management. 
 Contributing to, familiarity with and forwarding of strategic and operational plans. 
 Financial management of the organisation. 
 Identifying and declaring any actual or perceived conflicts of interest. 
 Volunteer to support organisational activities as time allows 
 Represent the organisation at significant community events 
 

All governance body members are responsible for: 
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 Developing and maintaining familiarity with CTC operations and governance, including service agreements, 
the legal status of the organisation, financial records and viability of the organisation, policies and 
procedures, and legal responsibilities. 

 Regularly attending meetings, engaging in discussions and decision-making in good faith, and undertaking 
agreed actions. 

 Reading detailed regular reporting (e.g., operational/team reports, monthly financial reports). 
 Identifying issues in operations or governance and raising these as soon as practicable with the governance 

body, the Chair or relevant authority. 
 

Executive Member Responsibilities 
Executive members accept additional responsibilities for governance. Executive members are nominated and 
appointed at the annual general meeting, except in cases of casual vacancy or where a Secretary is appointed via an 
alternative option detailed below. Where a casual vacancy in an executive role arises, the governance body may 
appoint a member, or if the casual vacancy is in the Secretary role another relevant person, to undertake the role 
until the next annual general meeting. 
 
The Secretary may be a member of the governance body or appointed from organisational employees or 
membership in line with the Constitution. The Secretary is responsible for: 

 Distributing agendas and other documents in advance of meetings. 
 Maintaining familiarity with the organisation's constitution and applying correct meeting procedures 
 Maintains a Members' Register 
 Formal record keeping, including the creation and ratification of meeting minutes that clearly document 

discussions, decisions and follow-up actions. 
 Acting as an official point of contact for the CTC and managing/overseeing formal correspondence. 
 Compliance monitoring and reporting. 
 Ensuring reporting requirements are met, including obligations in relation to annual and financial reports, 

including the: 
o Australian Charities and Not-for-profits Commission annual return; and 
o Office of Fair Trading return. 

 
The Treasurer is responsible for: 

 Ensuring that financial transactions are properly recorded and reported on. 
 Continuously evaluating the financial sustainability of the CTC. 
 Presenting financial reports at governance body meetings and providing assistance to members to ensure 

understanding of these reports. 
 Ensuring that appropriate and secure systems are in place for managing finances. 
 The preparation of an appropriate and realistic annual budget. 
 Regularly monitoring expenditure against the budget. 
 Reviewing and approving payments if required. 
 Monitoring for inappropriate or fraudulent financial activity 
 Presenting audited statements and the Treasurer’s report at annual general meetings. 
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The Chair is responsible for: 
 The orderly and correct conduct of meetings. 
 Signing official communications and contracts. 
 Receiving and disseminating communications from government departments. 
 Acting as an organisational spokesperson and representative. 
 Maintaining an effective working relationship with the CEO, delegates and other stakeholders organisations 
 Representing the organisation at significant community events 
 Maintaining an effective relationship with the community 
 

The Deputy Chair is responsible for: 
 Facilitating meetings when the chair is unavailable 
 Playing an active role in the executive 

 
Governance Processes 
 

 The CTC governance framework includes regular governance body meetings (monthly). 
 Governance body working groups as required (e.g. Finance Working Group). 
 Processes for identifying, documenting and managing conflicts of interest (COI), e.g. standing agenda item at 

meetings, a COI register and removal of member from relevant decision-making when required. 
 Monthly internal reporting including operational and financial reports. 
 Risk management framework. 
 Conducting an annual general meeting outlining requirements as per relevant legislation (Incorporated 

Association Act) and constitution.  
 The organisation holds and maintains appropriate types and levels of insurance.  These are managed by the 

CEO/Secretary. 
 Monitor our compliance and requirements through internal and external audits, including: 

○ HSQF 
○ NDIS 
○ Child Safety Licencing 
○ Financial 

 Integrate the AICD Not-for-Profit Governance Principles into our work. 
 

Service Delivery 
 

 The governance body is responsible for the organisation’s compliance with the legislative and non-legislative 
quality and safety requirements for workplaces, employment and each program/service we deliver. 

 To support this compliance, CTC: 
○ Undertakes appropriate recruitment, screening and human resource management practices, including 

police and Blue Card checks for all relevant employees/volunteers, as detailed in the Paid Staff and 
Volunteer Recruitment and Selection and Staff Screening, Pre-Requisites, Induction and Mandatory 
Ongoing Training Policy and Procedures. 

○ Provides all employees and volunteers with policies, procedures, other guidance, training and supervision 
adequate to their safe and effective performance of their roles. 

○ Has appropriate policies and processes for receiving and responding to complaints from employees, 
volunteers, clients and community members, as detailed in the Staff Grievance and Complaints 
Management and Resolution Policy and Procedure.  
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Brokerage 
 As per our Service Agreement, we manage brokerage in line with CTC’s Brokerage Policy and Procedure. 

 
Reporting Obligations 
 

 The governing body is responsible for meeting reporting obligations to:  
o Australian Charities and Not-for-profit Commission. 
o Australian Taxation Office. 
o Australian Government. 
o Queensland Government.  

 CTC fulfils the obligation to report to the Queensland Government, as per our Service Agreements, by: 
o Submitting online reporting through P2i 
o Manual reports as requested 

 CTC fulfils the obligation to report to the Australia Government, as per our Service Agreements, by: 
o Submitting online reporting through Community Grants Hub 
o Manual reports as requested 

 
Delegation of Authority 
 

 Our organisational structure is detailed in the Organisational Chart located on the Intranet. 
 The Delegations Policy and Procedure includes a schedule that details the people/roles responsible for 

particular strategic, financial and operational decisions, such that all relevant people within the CTC know 
what decisions they can make and where they must seek approval for actions they wish to take. 

 The Delegation Schedule is approved by the governance body no less frequently than every 1 year. 
 

Development and Ratification of Policy and Procedures 
 

 All policies and procedures are listed in the Policies and Procedures Register (Intranet). 
 The governance body is responsible for ensuring CTC’s policies and procedures:  

○ reflect the values and objectives of the CTC, 
○ align with our legislative and regulatory obligations, and 
○ support all employees and volunteers to fulfil their roles and manage their delegated responsibilities with 

clarity and currency of information. 
 The governance body is responsible for approving governance level policies.  Approval of all other 

operational level policies and procedures are delegated to the CEO. 
 Records of all reviews and updates to policies and procedures are reported to the board as part of monthly 

board papers. 
 
Strategic and Operational Planning  
 

 CTC reviews strategic and operational plans in line with the Annual Board Calendar.  
 The strategic and operational plan outline how our work aligns to:  

○ The vision, purpose and values. 
○ The standards and aims of the service(s) we provide, including relevant legislation, regulations, service 

agreements, and good practice principles. 
○ Safety and effective ways of meeting individual, family and community needs. 

 Plans are approved by the governance body. 
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Incidents and Misconduct 
 
CTC fulfils the obligation to identify, respond to and report serious incidents and actual and alleged misconduct of 
our governance body members, employees and volunteers, in accordance with legal and professional standards, 
including the Service Agreement – Standard Terms. 

 The governance body is responsible for the compliance of CTC’s responses to incidents and misconduct with 
relevant legislation and standards. 

 All staff and volunteers are responsible for identifying events that may constitute reportable incidents 
and/or misconduct and raising these with their line manager or a member of the governance body as soon 
as is practicable. 

 The CEO is responsible for reporting any reasonable allegation or suspicion of misconduct or dishonesty of a 
serious nature, including any relating to the misuse of service funding, to the Chair and to the relevant 
funding body immediately. 

 The CEO is responsible for reporting any serious incidents to the Chair as soon as practicable. 
 Where misconduct or a serious incident constitutes a crime or potentially criminal act, the CEO and Chair are 

responsible for reporting this to the relevant authority (usually the Queensland Police or Child Safety) and to 
the relevant funding body as soon as practicable. 

 
Notification of Reportable Incidents 
 
As an organisation that receives funding from the Queensland Government, we are obligated by the Service 
Agreement – Standard Terms to report major incidents to the relevant Department.  

 The CEO and/or Chair must notify the department within one business day upon becoming aware of:  
○ any incident affecting or likely to affect delivery of services under the funding agreement; 
○ any incident requiring an emergency response, actual or threat of serious injury or death, or criminal 

activity; 
○ an incident relating to a person subject to intervention by the department; or 
○ where significant media attention has occurred or is likely to occur. 

 Such reports must be made by the CEO and/or Chair directly to the relevant department representative or 
using the form/process required by the department for the specific incident type. 

 
VERSION CONTROL 
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