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KEY DATES CHECKLIST
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DHHS REPORTING

	ITEM
	DETAILS REQUIRED
	DUE
	DONE

	Service Delivery Report
	· Neighbourhood House Service Delivery  Report (as per template)
And include
· Minutes of the AGM
· Revised Constitution (only necessary if changed in the financial year by the appropriate Special General Meeting)
Deliver to Community Partners Team in your local area

	31 October each year
	

	Mid-Year Service Delivery Report

	· Provide a copy of the Coordinator’s Report to the Management Committee of the House for the July – December period (at minimum include the section outlining the activities of the House in this period (copies of reports tabled or a collated version)
Or
· You can use the Annual Report template but just the activity tables for Goals 1,2, 3
Deliver to Community Partners Team in your local area

	Within 5 days of the first committee meeting of a calendar year or no later than 30 April of that year
	

	Financial Reports
(Financial reports must be sent in hard copy)
	· AGFARS (Annual Grant Funding Accountability Report for financial year) 
· Certificate of insurance currency issued by your insurer stating your organisation has cover for  Public Liability up to $20 million per claim and Professional Indemnity no less than $10 million per claim 
· Audited Financial Statement and any written Annual Report presented to the AGM (for many organisations these are bound in one document which may include President Report/Treasurers Report/ Coordinators Report)

· Mid-Year Financial Report Treasurer’s Report presented to your committee at the first committee meeting after December 31st each year. Should contain expenditure against budget for year to date. 
Deliver to Community Sector Relations Unit – Grants Management Team

	31 October each year
31 October each year




30 November each year
(can submit earlier on 31 Oct with AGFARS etc.)

Within 5 days of the first committee meeting of a calendar year
	

	Quality & Safety Record
	· Actively maintain and have a record of Continuous Quality Improvement activity against accepted standards.  Your Community Partnership Team (CPT) contact will want to see the document that records your improvement activity and may discuss this on their at least annual site visit.  They will contact you to arrange a suitable time.
· Once over the next three years your House will be contacted by the Q & S team about participating in a more formal review as per the requirement of the Standards Framework.   
· Most Houses & NHT are using the six DHHS Quality & Safety Standards to report against.
Keep Quality and Safety Records at the House, ready for inspection

	Throughout the year
	

	Outcomes Report
	
	
	

	
	
	
	

	
	
	
	





OTHER REPORTING

	ITEM
	DETAILS REQUIRED
	DUE
	DONE

	Consumer Affairs
	All reporting to State Government Business Affairs as identified in the “Annual Report to Association” form which they will mail to you (includes Annual Report to AGM, audited financial reports, list of current committee members) 
	Within 3 months of the House AGM
	

	Australian Charities Not-for Profit Commission
	Annual Information Statement for the ACNC as per their requirements








Change of Details (including responsible person and governing documents)
	Within 6 months of the end of your reporting period (i.e. your financial year)

Within 60 days of any change
	

	Grant A
	
	
	

	Grant B
	
	
	

	Grant C
	
	
	

	
	
	
	



HOUSE MEETINGS

	ITEM
	MEETING PURPOSE & DETAILS
	HELD AT
	DATE

	Annual General Meeting
	The annual general meeting of the House as an incorporated association is required by law, and as specified in the House Constitution
	House
	By 30 Sept or date specified in Constitution

	Management Committee Meetings
	On an agreed cycle and at least as frequently as required by the Constitution.  Required for the good governance of the House
	House
	As agreed cycle of meeting dates

	Staff Meetings
	On an agreed cycle sufficient for good management and communication
	House
	As agreed cycle of meeting dates

	Strategic Planning Meetings
	 
	To be determined
	

	Regional Meetings
	
	Various Houses in the Region
	

	Other Agency Meetings
	
	As advised
	

	Community Consultation Meetings
	
	To be determined
	At least one annually

	Staff Performance Meetings
	
	House
	At least annually for each staff member

	Budget Planning Meetings
	
	House
	First meeting no later than 31 March each year

	
	
	
	

	
	
	
	



NHT KEY DATES

	ITEM
	PURPOSE & DETAILS
	DATE
	DONE

	Neighbourhood House Week
	Neighbourhood Houses and their communities across the State (and across Australia) celebrate all they have achieved with their communities.  The week promotes the work of Houses to the community.
	Mid May
	

	NHT State Conference
	
	Late September
	

	National Simultaneous Storytime
	
	Late May
	

	
	
	
	

	
	
	
	



OTHER KEY DATES

	ITEM
	PURPOSE & DETAILS
	DATE
	DONE

	Holiday Closures
	
	
	

	Vehicle Insurance Due
	
	
	

	Building and Contents Insurance Due
	
	
	

	Directors Insurance Due
	
	
	

	Workers Compensation Insurance Due
	
	
	

	Fire Drill Due
	
	
	

	Fire Equipment Testing
	
	
	

	Electrical Equipment Testing
	
	
	

	Evacuation Drill Due
	
	
	

	Form 56
	Building safe for habitation
	Annually
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