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Chapter 1 – Introduction and Purpose

1 Objectives and Structure of the document
The Marsh Foundation’s Policy Manual supplements the Constitution and sets out the policies and procedures that guide the operations of the Marsh Foundation and which help to ensure that these are in line with international best practices for non-profit organizations.  The Policy Manual has the following goals: 

· To provide the tool to guide the day to day operations of the Marsh Foundation and ensure coherent coordination and effective control mechanisms for the various activities of the Foundation;

· To ensure a uniform level of understanding in the interpretation and application of the policies and guidelines; and

· To provide guidance to the Marsh Foundation partners and funding agencies members on the policies and the implementation mechanisms of the Marsh Foundation.
The Marsh Foundation commits to the ACFID (Australian Council for International Development) Code of Conduct. A copy of this code, is to be available on the website and all staff and volunteers are to be encourage to read and discuss its contents with others.

The policies contained are consistent with the ACFID Code of Conduct and other instruments including: 

· Code of Conduct for the International Red Cross and Red Crescent Movement and NGOs in Disaster Relief
· Sphere Humanitarian Charter and Minimum Standards in Disaster Response

· The Australian guidelines for Drug Donations to Developing Countries

· Principles of the IASC Guidelines on Mental Health and Psychosocial Support in Emergency Settings

· The Fundraising Institute of Australia’s Code of Ethics and Professional Conduct

· World Association of Non Government Organisations (WANGO) Compliance Manual

· Council of Social Service of NSW (NCOSS) Policy and Procedures Guide

· Catholic Church Overseas Development and Relief Agency (CAFOD) Complaints Handling and Policy and Procedures Manual for International Programmes

· People in Aid Code of Good Practice in the Management and Support of Aid Personnel

· The Charter of the United Nations 
This manual attempts to be comprehensive in its coverage and scope and detailed in its presentation of the Marsh Foundation’s operating policies.  In the course of its application however, revisions will be necessary. Updating shall be made:

· To provide the needed flexibility and adaptability to the changing environment; 
· To enable the Foundation to adopt new approaches  and innovations to reinforce its mandate; 
· To integrate emerging  lessons learned from the implementation of The Marsh Foundation activities;

· To provide additional details on the policies and procedural guidelines as maybe deemed necessary in the course of the manual’s application;
· To respond to further institutional development and financial restructuring of the Marsh Foundation, following its incorporation; and
· To make the Manual more responsive to the requirements of the Marsh Foundation, Partners and funding organizations. 
1.1 Revisions and Updating of the Manual

In general, any revisions that substantially alter the power of the Marsh Foundation Executive Director vis-à-vis the Board of Directors will require approval of the Board. Such may include, among others, changes on the personnel structure, approval limits on financial transactions and approval of the annual budgets. Any changes that the Executive Director may recommend in line with his/her duties and responsibilities will be made without prior Board approval but will be reported to the Board in the following quarterly report to Board. 

When the process of updating is initiated by the Executive Director: 

· Executive Director issues directive for the concerned Subcommittees to revise/update the Manual;

· The concerned Subcommittee submits the proposed changes for the approval of the Executive Director. 

· Changes are reported to the Board in the following monthly Board report and the Executive Director discloses these. 

When the process of updating is initiated by a Committee of the Board of the The Marsh Foundation.

· Subcommittees can seek authorisation from the Executive Director to revise pertinent sections in the Manual.
When the process of updating is initiated by the Board of Directors: 

· The Marsh Foundation Board initiates revisions.

· The Board  requests the Executive Director to revise the Manual and submit the revised for the approval of the Board;

· The Board approves the updated sections; and

· The Executive Director discloses these.

2 Primary and Secondary Purpose

The Marsh Foundation Inc. Articles of Incorporation mandates the primary purpose for the incorporation of the Marsh Foundation to: 

· to be a not-for-profit, non-political entity established in Australia to undertake Development and Relief Aid Projects
· to accept or receive gifts whether of money or otherwise or raise money both through public donations and through government assistance to fund Development and Relief Aid Projects;

· to establish and maintain the Fund; 

· to develop partnerships with indigenous organisations in countries in which the Company operates or undertakes or proposes to undertake Development and Relief Aid Projects;

· to provide money, property of any description and other benefits to any fund, authority or institution covered by an item in any of the tables of sub-division 30-B of the ITAA 1997;

The secondary purposes of the Foundation include but are not limited to:

· to cause the establishment of any fund, authority or institution covered or to be covered by an item in any of the tables of sub-division 30-B of the ITAA 1997;

· to act as trustee of the Fund and any other fund or trusts established from time to time;

· to carry on any other business which may seem to the Company to be capable of being carried on in connection with all or any of the above objects or calculated directly or indirectly to enhance the value or render profitable any of the Company's property or rights or to be of benefit to the Company in any way; 

· to take part in the management supervision control of the business or operations of any person firm company or undertaking; and

· to do all things as to the Company seem incidental or conducive to the attainment of any and all of the objects specified in the foregoing provisions of this clause.

The strategic directions of the Foundation in support of the above purposes are reflected in its mission and goals.
2.1 Mission
· React quickly to assist in crisis situations

· Provide health programmes for children and their parents

· Provide refurbishment of Hospitals and Community Health Centres and formulate health programmes

· Identify and target needs of impoverished children in the region

· Refurbish orphanages and provide programmes to assist in achieving self sufficiency.

We believe that healthy children will become healthy adults and good health services is an important start.
2.2 Goals
Our Strategic and Action Business Plan includes the following
· Generate revenue through functions, donations and merchandise sales
· Develop Strategic Partnerships with government, media, corporate and community groups

· Create a culture of partnership with all stakeholders

· Develop a stable of regular donors to cover operating costs

· Foster closer links with the Australian medical fraternity

· Increase engagement with members and supporters

· Expand our work to include our regional neighbours in the Pacific

· Develop a commitment to monitoring and evaluating projects for development effectives.

3 Regional scope

The Marsh Foundation focuses on developing countries in Asia and the Pacific:  East Asia, South-East Asia, and South Asia and the Pacific. It can also include other parts of the world affected by disasters. These countries are:  

	East Asia
	South Asia

	Peoples Republic of China, Mongolia, Indonesia, East Timor,
	Afghanistan, Bangladesh, Bhutan, India, Nepal, Pakistan and Sri Lanka

	South-East Asia
	Pacific

	Cambodia, Indonesia, Lao PDR, Malaysia, Philippines, Thailand, Vietnam
	Papua New Guinnea, Tonga, Solomon Islands, Nauru, Cook Islands, Micronesia, Kiribati, Marshall Islands, Niue, Northern Mariana Islands, Palau, Samoa, Tokelau, Tuvalu, 


4 Target Groups

As a regional organization and to optimize its outreach and impact, the Marsh Foundation will often work with intermediary groups to reach the final target group of decision-makers and implementers of programs on various projects. These intermediary groups can include the following: 

· local mutually sympathetic networks in different Countries

· members of the Foundation’s Partnership or

· other regional and national organizations, programs and projects whose objectives are complimentary to the objectives and activities of the Marsh Foundation.
5 Our Structure
The Marsh Foundation organization consists of the Board of Directors, the members, the sponsors and the Marsh Foundation Staff and volunteers.  The organizational set-up is presented in Figure **
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The Marsh Foundation’s activities will be consistent with the organization’s mission and our projects and programs of activity shall effectively and efficiently work toward achieving our stated mission. 

We will regularly seek feedback on our activities from project beneficiaries, as well as other stakeholders and our activities shall be critically examined periodically to determine their relevance to our mission, their efficiency and effectiveness, the value of continuing the programs or revising them, and the need for new programs. Among issues that will be evaluated are: 
· whether the activities are consistent with the current mission or whether they need to be revised or discontinued in light of changes in the mission
· the efficiency and effectiveness of the programs in achieving our objectives
· the outcomes for the program beneficiaries
· the cost of the program relative to its outcomes and 
· whether new services should be offered. 
Evaluations shall be open and honest and include input from stakeholders. 
The Marsh Foundation shall carry out our activities with professionalism and centered on the concept of serving others. 

5.1 Members 

The main criteria for membership is the potential value added that the member might add to the activities of the Foundation, This can be in the form of joint activities or in providing substantial inputs to the further development of the Foundation. 

5.1.1 Membership Structure
Clause 4 of the Constitution classifies membership as follows:
1.1 The number of Members with which the Company proposes to be registered is unlimited.

1.2 The Members of the Company are:

(a) the persons who consented to become Members in the application for registration of the Company; and

(b) any other persons, corporations or organisations whom or which the Directors admit to membership in accordance with this Constitution.

1.3 Applications for membership of the Company must be in writing, signed by the applicant and in a form approved by the Directors in their absolute discretion.

1.4 The Directors will consider each application for membership after the application is received.  In considering an application for membership, the Directors may:

(a) accept or reject the application; or

(b) ask the applicant to give more evidence of eligibility for membership.

1.5 If the Directors ask for more evidence under clause 1.4, their determination of the application for membership is deferred until the evidence is given.

1.6 The Directors do not have to give any reason for rejecting an application for membership.

1.7 As soon as practicable following acceptance of an application for membership, the Secretary will send the applicant written notice of the acceptance and request payment of the applicant's entrance fee and first annual subscription.

1.8 Subject to clause 1.9, an applicant for membership becomes a Member when the applicant's entrance fee is paid.

1.9 If the entrance fee of an applicant for membership is not paid within 30 days after the date the applicant is notified of acceptance of their application for membership, the Directors may cancel their acceptance of the applicant for membership of the Company.

1.10 The rights and privileges of every Member are personal to each Member and are not transferable by the Member's own act, by operation of law or otherwise.

5.1.2 Annual Meeting of Members 
Clause 9 through to Clause 24 of the Constitution relate to General Meeting of the Marsh Foundation.  The annual meeting of members is referred to in Clause 10.3
· Subject to the provisions of the Corporations Act allowing general meetings to be held with shorter notice, at least 21 days written notice (exclusive of the day on which the notice is served or deemed to be served and of the day for which notice is given) must be given to Members of any general meeting.

· A notice calling a general meeting:

· must specify the place, date and time of the meeting and if the meeting is to be held in two or more places, the technology that will be used to facilitate this; and

· must state the general nature of the business to be transacted at the meeting; and

· may specify a place, facsimile number and electronic address for the purposes of proxy appointment.

· A notice of an annual general meeting need not state that the business to be transacted at the meeting includes:

· the consideration of the annual financial report, Directors' report and the Auditor's report; or

· the appointment and fixing of the remuneration of the Auditor.

· The Directors may postpone or cancel any general meeting whenever they think fit (other than a meeting called as the result of a request under clause 9.2).

· The Directors must give notice of the postponement or cancellation of a general meeting to all persons referred to in clause Error! Reference source not found. entitled to receive notices from the Company.

The failure or accidental omission to send a notice of a general meeting (including a proxy appointment form) to any Member or the non-receipt of a notice (or form) by any Member does not invalidate the proceedings at or any resolution passed at the general meeting.

5.2 Directors of the Marsh Foundation 

The Board, comprised of Directors of the Company, is established pursuant to Clause 25 to Clause 41 and encompasses their exercising of corporate powers, management of operations, control of property of the Foundation and to serve as its regular members.  It is composed of twelve (12) members elected from among the members of the Foundation that have shown that they possess the commitment, passion and energy necessary to fulfill their responsibilities.
The board of directors plays a crucial role in the Marsh Foundation and is responsible for many specific tasks. The board’s main task is to govern and oversee the operations of the organization through acting as fiduciaries. In other words, the board is legally, financially, and morally responsible for the organization. Each individual member of the Marsh Foundation Board is significant and holds many responsibilities that help contribute to his/her work on the Board as a whole. 
5.3 Branch/ Subsidiary Offices 

The Foundation with Board approval, may establish subsidiary or branch offices in countries to operationalize our expressed mission.
Such subsidiary or branch office would carry out: 
· Pilot projects to encourage innovation 
· Sharing knowledge and experiences
· Promoting policy and regulatory frameworks improvement
· Promoting the implementation of integrated management strategies and regulations.
5.3.1 Subsidiary Office
The Foundation’s overseas subsidiary office is a legally-independent institution, wholly-owned or majority-owned by the Foundation, to be incorporated in the host country and shall serve to meet the Marsh Foundation’s Mission and specifically the goals of the projects the overseas subsidiary office is established to implement.
5.3.2 Guidelines and Procedures
The decision to establish overseas branch and subsidiary offices rests with the Board of Directors, acting on the recommendation of the Executive Director. The decision shall be based on the established need for physical presence of the Foundation in the host countries/cities in advancing its purpose, mission and goals. Subsidiary / branch offices can be established in any country in partnership with a local network that shall be endorsed by the Foundation’s Board of Directors. Upon approval by the Board of directors, the Executive Director enters into a Memorandum of Understanding with the local network. .
Chapter 2 – Policies
1 Transparency and Accountability Statement

The Marsh Foundation strives for openness and honesty internally and toward donors, partnering organisations and members of the public. 

. 

The Marsh Foundation is transparent in all of its dealings with the government, the public, donors, partners, beneficiaries, and other interested parties, except for personnel matters and proprietary information. The Marsh Foundation’s basic financial information, governance structure, activities, and listing of officers and partnerships shall be open and accessible to public scrutiny and we shall endeavour to make effort to inform the public about our work and the origin and use of our resources. The Marsh Foundation is accountable for its actions and decisions, not only to its funding agencies and the government, but also to the people it serves, its staff and members, partner organizations, and the public at large. 

2 Human Rights Policy

As the Universal Declaration of Human Rights states, "All human beings are born free and equal in dignity and rights, are endowed with reason and conscience, and should act towards one another in a spirit of brotherhood." (Universal Declaration of Human Rights, Article 1) The family is the fundamental natural group unit of society promoting human rights and human dignity. (Universal Declaration of Human Rights, Article 16) 

. 

· The Marsh Foundation, its members, supporters, partnering organizations and individuals will not violate any person’s fundamental human rights, with which each person is endowed. 

· The Marsh Foundation recognizes that all people are born free and equal in dignity. 

· The Marsh Foundation will show sensitivity to the moral values, religion, customs, traditions, and culture of the communities they serve. 

· The Marsh Foundation respects the integrity of families and supports family-based life. 
2.1 Religious Freedom

"Everyone has the right of freedom of thought, conscience and religion; this right includes freedom to change his religion or belief, and freedom, either alone or in community with others and in public or private, to manifest his religion or belief in teaching, practice, worship and observance." (Universal Declaration of Human Rights, Article 18) 

. 

The Marsh Foundation respects religious freedom. 
2.2 Anti Discrimination Policy

The Marsh Foundation aims to apply the best practice principles of equal employment opportunity (EEO) and to provide a work environment free from unlawful discrimination and harassment in employment related matters.

2.2.1 Discrimination

Discrimination is treating one person or group of people less favourably than an other, or others. Discrimination on the basis of a number of 'grounds ' or 'attributes’ has been made unlawful by state and federal legislation. Discrimination on the basis of any of the following grounds or attributes is prohibited by legislation:

· sex, relationship status, pregnancy, breastfeeding, parental status or family responsibilities
· sexual preference, gender identity or lawful sexual activity
· race
· disability or impairment
· age
· political or religious belief or activity
· trade union activity.
Discrimination on the basis of having an association with a person who has any of the attributes listed above may also be unlawful. Unlawful discrimination can take many forms including:

· less favourable treatment
· making assumptions about an individual or groups of people and

· setting unreasonable conditions or requirements which impact disproportionately on a particular group based on a particular attribute and can be classified as either direct or indirect.

Direct discrimination occurs where someone is treated less favourably because of their sex, age, racial group etc. For example, if an employer refuses to hire someone because they are a woman, this is likely to be direct sex discrimination.

Indirect discrimination is where everyone is treated on the same terms according to a rule, policy or Company directive, but that rule, policy or company directive has the effect of being less favourable to people of a particular sex, age group, race, or other groupings listed above and that rule, policy or Company directive is not reasonable in all the circumstances. If you are unsure about whether an act is potentially discriminatory or whether an exemption might apply, you

should contact your supervisor, the Company Secretary or Executive officer.

2.3 Unlawful Harassment

Unlawful harassment is a form of unlawful discrimination. In general, unlawful harassment is any form of conduct or behaviour that is not wanted, is not asked for and a reasonable person ought to have known would:

· humiliate someone
· offend someone or

· intimidate someone and where such conduct or behaviour is because of one of the unlawful reasons. 
Harassment can take many forms. Depending on the context, any of the following behaviours could be unlawful harassment:

· sexual harassment
· making jokes based on race, sexuality, pregnancy, disability and similar attributes
· mimicking someone's accent, or the habits of someone with a disability
· verbal abuse or comments that put down or stereotype a group of people, or an individual and

· offensive gestures based on race, sexuality, pregnancy, disability etc.
This list is not exhaustive. It is simply an indication of the types of behaviour that may

constitute harassment. Harassment will not be specifically unlawful, if it is not based on one of the unlawful grounds, however, the Marsh Foundation expects its staff and volunteers and partnering organizations to treat each other and other people with whom they come into contact with as representatives of the Marsh Foundation with respect and courtesy. Even if it is not harassment that is unlawful it may amount to bullying behaviour, which may also be unlawful under occupational health and safety law.

Harassment does not have to be a series of incidents or an ongoing pattern of conduct or behaviour. Just one act can constitute harassment. It is not a legally acceptable defence to claim that an individual did not mean or intend to humiliate, offend or intimidate someone. What is important is how the conduct or behaviour affects the person it is directed towards. People's reactions differ, and it is the way that a person perceives the conduct or behaviour that is important, even when there was no intention to harass or offend and even if others

see the activity as trivial or inoffensive. In addition there is specific legislation in relation to some of the forms of harassment as outlined above such as harassment on the basis of a disability, sex or race.

2.4 Sexual Harassment

Sexual harassment is unlawful conduct and can be described as any unwelcome conduct of a sexual nature that a reasonable person ought to have known would offend, humiliate or intimidate the person at whom the conduct is directed. Sexual harassment can include the following behaviours: 

· suggestive behaviour, such as leering
· unnecessary physical contact such as deliberately brushing up against a person, fondling, touching, patting or massaging
· making sexual jokes or offensive telephone calls, or sending offensive electronic mail messages, downloading or viewing offensive images from the internet, or displaying offensive photographs
· sexual innuendos, propositioning or repeated unwanted requests for dates
· intrusive questions about sexual activity
· sexual assault (which is also a crime under the Criminal Code)
· invading someone's personal space
· remarks of a sexual nature about a person's clothing or body
· unwelcome and inappropriate letters, telephone calls, electronic mail, or other communication
· unwelcome requests for sexual favours or unwelcome conduct of a sexual nature, including making a verbal or written

· statement of a sexual nature to someone, or in their presence.

This list is not exhaustive. It is simply an indication of the types of conduct or behaviour that may constitute sexual harassment. It is important to understand that some of the above forms of sexual harassment may also constitute criminal behaviour and may be treated as a criminal offence. These include:

· sexual assault
· physically molesting a person
· indecent exposure
· obscene phone calls and letters and

· downloading, or viewing or sending certain materials from the internet.

Mutual attraction is not sexual harassment. Conduct which is welcome or consensual is not unlawful and friendships (sexual or otherwise) which develop between people who meet at work is a private concern. This is subject, of course, to this relationship not interfering with the individuals' ability to properly and productively perform their work. Employees are encouraged to take great care before engaging in conduct which they believe to be consensual or welcome. It is very important to remember that some people may not feel comfortable telling someone that their conduct is unwelcome. This may be because of that person's personality or may be due to the relative status of the people involved eg an employee may find their manager's conduct to be unwelcome but may be too worried about the impact on their employment if they discuss this with their manager.

2.5 Racial Harassment
Racial harassment is unlawful conduct which is based on a person’s race, national or ethnic origin or colour. Racial harassment can include the following conduct or behaviours:

· intimidating gestures

· derogatory remarks about a person’s skin colour or appearance

· unwelcome remarks about a person’s cultural observances

· racist jokes

· negative stereotyping of a particular ethnic group

· racist graffiti

· physical threats or intimidation.
This list is not exhaustive. It is simply an indication of the types of behaviour that may

constitute racial harassment.

2.6 What are your obligations?

Everyone at the Marsh Foundation including Members, Volunteers, Supporters and Partnering Organisations, have a legal obligation not to discriminate against or harass, any employee, agent, contract worker, contractor, volunteer or visitor to the Marsh Foundation. They also have a legal obligation not to sexually harass any workplace participant or supplier of the Marsh Foundation. All Marsh Foundation employees, volunteers, members, supporters and partnering organisations need to ensure that their behaviour is consistent with this policy not only at Marsh Foundation workplaces but also at:

· other work sites such as where they are performing work on behalf of the Marsh Foundation
· ‘off-site’ work events such as seminars or conferences
· work related functions such as Christmas parties or other Marsh Foundation sponsored social or promotional events.

All staff, Board Members and Partnering organizations are responsible for promoting this policy by ensuring that:

· you treat other staff with respect and courtesy
· incidents of discrimination/harassment are reported to the appropriate manager or supervisor

· you fully participate in any investigation into an incident of discrimination or harassment.

2.7 What can you do if you feel you are being unlawfully harassed or discriminated against? 
If you feel that you are being unlawfully harassed or discriminated against, there is action which you can take that may resolve the problem. Please refer to the Complaints Handling Policy and Procedures.

2.8 Gender Equity Policy

The Marsh Foundation is committed to promoting gender equality in the workplace, through its Board, Staff and volunteers by a number of initiatives, ongoing research, and country projects. Analysis of the specific needs of both women and men, in all project assessments and aims to target interventions to enable women and men to participate in – and benefit equally from – development efforts. 

The Marsh Foundation has identified gender as an issue cutting across all of its programs and activities in the world of work. To implement this strategy, the Marsh Foundation:
· ensures gender concerns are incorporated in planning, programming, implementation, monitoring and evaluation. 

· Gender-sensitive data, and gender-specific development tools and indicators are identified in project design and implementation phases.

These measures aim to ensure that gender analysis and planning are introduced into all Marsh Foundation activities, and at every level. They help to identify potentially different effects of the work of the Marsh Foundation on women and men, and the provisions necessary to ensure that its activities have a positive influence on gender equality. 
3 Partnering Organisations Policy

Significant progress toward world peace and global well-being can be fostered through inter-religious, intercultural, and interracial work, and across artificial barriers of politics and ethnicity that tend to separate people and their institutions. The Marsh Foundation will maintain ethical, cooperative relationships with other NGOs, and will partner where possible and appropriate for the sake of the greater public good. 

The Marsh Foundation works beyond borders of politics, religion, culture, race and ethnicity, within the limits of the organizing documents and with organizations and individuals that share common values and objectives. 

The Marsh Foundation shall collaborate with other entities only if the relationship is consistent with the Marsh Foundation mission. We shall collaborate on the basis of shared values, common ground, and for the good of society and on the basis of equitable and genuine mutual benefit to each organization. The Marsh Foundation shall allow financial transparency and a two-way flow of information, ideas, and experiences. Collaborations are to be adaptive to change. Changes in the relationship are to be developed through cooperation, and not forced by one or the other organization. 

3.1 Relationships with other NGOs and Civil Society Organisations

When appropriate, the Marsh Foundation and other NGOs who hold overlapping missions, values, and target groups will partner with each other and civil society organizations, when it would be beneficial for the common target groups and for the achievement of common objectives. 

· The Marsh Foundation and its partnering organizations will refrain from competing with each other and with other civil society organizations, and will refrain from unnecessary duplication of services and disruption of each other’s projects. 

· The Marsh Foundation and its partnering organizations will share relevant project information with other NGOs and civil society organizations and mutually support each other.  
· The Marsh Foundation will network with other ethical NGOs as a means for promoting the growth, effectiveness and efficiency of the NGO sector and the ability to advance the public good 

· Partnerning Organisations will agree to support the Marsh Foundation’s Policies.
· Compliance with these policies is achieved by way of completion of Project Assessment Criteria and signoff of Project Implementation Plans.
· The Marsh Foundation will seek to ensure that partnering organizations provide feedback and have in place complaints handling processes regarding aid and development activities conducted in Australia and overseas. Partnering organizations will ensure, by way of project delivery, that the policies are:

· effective 

· safe 

· confidential and 

· accessible 

to all stakeholders, irrespective of their gender, status or background and without prejudice to their future participation.

3.2 Relationships with Government Agencies and intergovernmental bodies

The Marsh Foundation shall enter into a partnership agreement with a government or intergovernmental body only when it is beneficial to achievement of the Marsh Foundation’s objectives and does not compromise the independence or self-control of the organization. 

The Marsh Foundation shall seek to dialogue and cooperate with government and intergovernmental agencies when such cooperation would be both appropriate and mutually beneficial and could increase our effectiveness in dealing with issues and priorities. 

The Marsh Foundation shall not enter into a partnership with a governmental or intergovernmental body solely to promote the sustainability or competitive advantage of our organization and will not change our policies or non-partisan nature in order to curry political favor. 

3.3 Relations with For Profit Organisations

The Marsh Foundation shall enter into collaboration with a for-profit corporation only when it is beneficial to achievement of our objectives and does not compromise our independence or self-control of the organization. 

The Marsh Foundation shall not enter into collaboration with a for-profit corporation if motivated by financial reasons versus achieving our mission objectives. 
The Marsh Foundation shall not enter into collaboration with a for-profit corporation if the main motivation of the corporation is to gain a market advantage over competitors. 

4 Emergency Management Policy

In Emergency Management, the Marsh Foundation will recognize and promote the leadership of local communities, local aid groups, and, where appropriate, affected governments in recovery from major disasters. We will also make the strengthening of local capacity in recovery from an emergency a priority equal to that of service delivery.

We will:

· Endeavour to increase investments in local capacity building and report systematically on such activities
· Undertake audits to measure our accountability to local populations
· Develop and articulate strategies for protecting and promoting human rights in emergency response programs and
· Otherwise enhance capacity to collaborate and coordinate with local communities. 
The Marsh Foundation will promote optimal standards of professional conduct in our humanitarian response by:

· Building on existing guidelines and standards
· Liaising with other NGOs and local networks to promote a common agreement on professional standards to ensure quality management, successful service delivery, and effective engagement with local communities
· Drawing on existing quality assurance initiatives to develop a mechanism to promote and verify optimal standards of performance. 
The Marsh Foundation will encourage Donors to support actions that reflect best humanitarian and development practices, recognizing that recovery is a long-term process. We will increase our efforts to educate the public and the media on the components and nature of effective and sustainable disaster preparedness and response. 
The Marsh Foundation will undertake joint and concerted efforts to raise awareness among institutional donors and the general public on the key recommendations of the NGO Impact Initiative and the principles of Good Humanitarian Donorship. 
5 Human Resources Policy

The Marsh Foundation will seek capable and responsible employees and volunteers (collectively, “staff”), who are committed to the mission of the organization. We will provide proper training and orientation for new staff, and provide them with suitable working conditions.
The Marsh Foundation will maintain written human resource policies for its staff, including basic aspects of employment (benefits, vacation days, sick leave, etc.), and volunteers. It will include policies such as but not limited to confidentiality of information, drug and alcohol policy, conflict of interest, and complaints procedures. 
The Marsh Foundation will, within its limited means and when appropriate, provide opportunities for individual growth and development and foster an atmosphere whereby supervisors encourage personal growth of staff. 

All staff and volunteers will be treated with fairness and equity and as individuals with rights to be honored and defended. Their rights to freedom of association, conscience and expression will be respected and protected. 
Each Staff member and volunteer will be provided with a copy of this Policy Manual.

In the event of any serious concerns, staff and volunteers are enabled to communicate their concerns to a member of Board or Executive Officer. 

The Marsh Foundation Board will guide staff and volunteers in maintaining the highest standards of professional and personal conduct and in taking personal and professional responsibility for their actions and decisions. All staff and volunteers with access to official documentation or information shall be encouraged to maintain the integrity, confidentiality and privacy of such information to protect any individual concerned. 

The Marsh Foundation will ensure all staff and volunteers are aware of the rights of people with a disability and those from vulnerable and marginalised groups and are provided with training on these issues, as appropriate and desirable.

6 Complaints Handling Policy and Procedures
The Marsh Foundation maintains a complaints handling policy which incorporates children, staff, volunteers and partnering individuals and organizations

The Marsh Foundation commits to provide an accessible, safe and discreet point of contact for stakeholders in Australia and countries where work is carried out to raise concerns or complaints about the organization. This procedure is responsive and fair. 
· Provides information to all stakeholders about the reporting and complaints procedure
· Provides information in a clear and easily understandable manner in appropriate forms and through appropriate media
· Ensures requirements for filing a complaint take into consideration the needs of the most vulnerable and considers minority and disadvantaged stakeholders
· Advises a complainant of the ability to make a complaint regarding an alleged breach of the Code to the ACFID Code of Conduct Committee.
The Marsh foundation commits to listening to the needs, concerns and views of our supporters, donors, partners and the communities that we serve. It means acting on what they are telling us and being answerable to them for the decisions that we make. It means that we strive to improve the quality, learning and effectiveness of our international programmes as we place our partners and the communities that they serve at the centre of our work.

As part of an ongoing move to improve our accountability to all stakeholders, the Marsh Foundation is committed to establishing and implementing a Complaints Handling Mechanism (CHM) for managing, responding to and monitoring complaints within our international programmes for individuals and organisations to raise issues and feedback.
The Marsh Foundation’s CHM aims to be  user-friendly, safe and accessible, but also simple, efficient and effective and does not create undue bureaucracy. Our commitment to fairness, transparency, accountability and protection of vulnerable people is central to the development of this policy and it is these principles that will drive the implementation of complaint handling

6.1 Complaints Handling and Partnering Organisations
The Marsh Foundation aims to:

· improve our accountability to our partners and beneficiaries
· ensure the respect and dignity of those wishing to raise an issue, concern or complaint
· raise awareness amongst partners, beneficiaries and other parties’ right to raise concerns and complaints
· protect and guide the Marsh Foundation staff and Board in handling complaints
· allow us to rectify mistakes
· alert us to problems in our work
· help us to continuously learn and improve
· strengthen the relationship between the Marsh Foundation and our partners
· improve the effectiveness of our programmes
The Marsh Foundation has established procedures in order to receive and respond to complaints from partners.

For beneficiaries, the Marsh Foundation will support partners to put in place the most appropriate method in order that beneficiaries can raise complaints with us either directly or via the partner. To this end, the Marsh Foundation will promote the need for a complaints handling mechanisms with partners and will provide support to them in developing such mechanisms in line with the principles and practices outlined in this document.

Nothing in this policy should be understood as taking away the right of any individual, group or

organisation to seek redress under any relevant legislation.

6.2 Who can make a complaint

Parties raising complaints about the Marsh Foundation may include (but are not limited to):

· individuals officially representing the Marsh Foundation or a partner organisation
· any individual member of staff of the Marsh Foundation or a partner organisation
· proxies for a member of staff of the Marsh Foundation or a partner organisation
· beneficiaries of Marsh Foundation funded activities
· other stakeholders affected by the implementation of Marsh Foundation funded activities including local leaders, government representatives, representatives of other NGOs
· members of the Marsh Foundation or a partner organisation
· Volunteers associated and or working with the Marsh Foundation.
The Marsh Foundation will accept anonymous complaints recognising that complaints may be legitimate and the complainant may have good reasons as to why they do not want to disclose their identity, although following up such complaints will be more difficult. The Marsh Foundation will make best endeavours to ensure that there will be no retaliation against a complainant in response to complaints made against it or a partner organization or individual.
Any complaint made regarding the Marsh Foundation or its representatives may be submitted to the ACFID Code of Conduct Committee for potential breach of the Code of Conduct.

Address to:

ACFID Code of Conduct Committee

ACFID

14 Napier Close

Deakin  ACT  2600

Ph: +61 2 6285 1816

Email: main@acfid.asn.au 

6.3 Recording, Monitoring and Reporting Complaints

Complaints will be recorded onto an internal system known as “Complaints Management Database”. It will have restricted staff access and will support complaints being logged on receipt, actions tracked and outcomes recorded. It will have a reporting function that will enable the Marsh Foundation to monitor the type of complaints received, the procedures followed and from where the complaint originates. Reports will be generated and distributed regularly to the Board

.

If, following an investigation, a complaint is found to be valid and against the Marsh Foundation, it is envisaged that the appropriate response will fall into one of three Resolution types:

Resolution #1 – Practice change: An acknowledgement of the validity of the complaint, a

demonstrable change of the Marsh Foundation or partner organisation in the future, and reassurance to the complainant that there is a change in practice.

Resolution #2 – Making good: Repairing/replacing the damage or omission i.e. ‘making

good’ to the complainant(s).

Resolution #3 - Restitution: Providing restitution to the complainant(s) when the ‘loss’ or

‘damage’ is such that it cannot be made good.

It is anticipated that the majority of responses to complaints that are substantiated after

investigation will fall into “Resolution #1 – Practice change”. Our response will be a formal

acknowledgement that practice fell short of the standards we set ourselves and reassurance that

the Marsh Foundation’s practice will change as a result. No financial cost is involved.

Potential responses to “Resolution #2 – Making good”, imply a financial cost (whether goods or

services). Wherever possible these will be written into the initial project budget e.g. additional 5% on specific budget line, and spent down proportionately as the project is implemented. However there will be occasions when this potential liability cannot be included in the budget and it will be necessary to accept this as a corporate liability. In the event that the project budget is unlikely to be able to meet the costs of “making good”, the Complaint Manager of complaints handling roles must notify the Marsh Foundation board within one (1) calendar week of becoming aware that the complaint may result in a corporate liability.

“Resolution #3 – Restitution” complaints need to be handled sensitively and carefully. Such

complaints, no matter where fault is perceived to lie, must be notified by the Complaint Manager to the Board within one (1) calendar week of becoming aware that the complaint may require restitution. Where the Board has been notified about a complaint, the Board will decide whether to convene a special meeting of the Board to consider what the appropriate course of action should be.

6.4 Management and Responsibility

A key element of a good Complaints Handling Policy is the open promotion of the mechanism and the continuing reiteration of our readiness to receive complaints. All staff have a responsibility to constantly remind stakeholders of our policy and that we are all available to receive complaints at any time. It needs to become a part of the Marsh Foundation culture to remind those with whom we interact that they can make a complaint about things that they are unhappy with. It is this ongoing promotion of this policy that will operationalise it and integrate it into our ways of working.

Project Managers and Partnering organizations have a particular responsibility for developing

and implementing mechanisms to prevent malpractice or abuse. In practice, this means that project managers are primarily responsible for localising, implementing and monitoring complaints within each country programme and are responsible for encouraging and

supporting complaints mechanisms in partners for beneficiaries. They also need to ensure

adequate training, support, tools and resources are available for staff in order for them to

effectively operate the complaints mechanism. Individual arrangements for disseminating this policy “in-country” will be put in place by Country or Regional Representatives with partners based on guidance from the Marsh Foundation and other resources. These plans will take into account local conditions, attitudes and context in order that the local procedures are accessible and that people can file a complaint effectively and safely.

6.5 Communicating and Establishing the Complaints Handling Procedure 
All relevant stakeholders need to be fully informed and made aware of the Complaints Handling Policy and Procedure for handling complaints. The Marsh Foundation will communicate with

partners about their right to complain and seek redress, will explain the full scope of this policy and procedures, will discuss what constitutes a valid and invalid complaint and will establish how a complaint can be made in accordance with the key principles above.

The Marsh Foundation will communicate with partners in a number of different ways and at all stages of the process, including:

· as part of ongoing relations and correspondence between the Marsh Foundation and partnering organization staff and volunteers and
· as part of partner agreements
· during monitoring visits and needs assessments
· via the Marsh Foundation website
The Marsh Foundation and partnering organizations will agree to communicate this policy with beneficiaries of programmes including children in appropriate and child-friendly ways and to establish procedures for accessing the Marsh Foundation in participation with them. 
The Marsh Foundation will support partners in this process and equip them with the necessary tools to ensure that any mechanism is underpinned by the key principles outlined above.

6.6 Receiving Complaints

Formal complaints must be made in writing either directly from the complainant or via someone acting on their behalf. A Marsh Foundation staff member, or a partnering organisation staff member, may take on this role of acting on behalf of the complainant if they are contacted directly about a complaint although only Marsh Foundation staff have access to the Complaints Management Database.
Complaints should be made in writing or via e-mail to the Marsh Foundation’s Executive Officer, Project Manager or Secretary. 

If a complaint is received by telephone or in person but cannot be dealt with at the time of the conversation, the complainant must be made aware of the Complaints Handling Procedures. It is the complainant’s decision whether to formally submit a complaint, with the support of the Marsh Foundation or partnering organisation staff as necessary. 

In order to ensure confidentiality, complaints submitted to the Marsh Foundation will be opened only by the Executive Officer, Project Manager, Secretary or their delegate. The complainant will be sent confirmation of receipt of the complaint within 1 calendar week. All complaints will be logged centrally on CM Database. 
6.7 Processing and Investigating Complaints

It is the responsibility of the Executive Officer to determine the type and nature of the complaint and thus decide on the specific policy or programme / project documentation that it relates to and which needs to be followed. In-line with this, the Executive Officer will agree with the Secretary the most appropriate action to take and how the complaint will be investigated. The roles and responsibilities of the Marsh Foundation and partnering organisation’s staff and any other parties involved in the complaint will be agreed at this time depending on the type and nature of the complaint.

The nature and seriousness of the complaint will determine how the investigation should be

conducted:

Programme funding / implementation In cases of complaints related to programme

decisions/implementation the investigation will be managed by the Project Manager

supported by project documentation. Such cases are classed as non-sensitive.

Sexual abuse, abuse and exploitation In cases of complaints relating to sexual abuse,

abuse and exploitation, particularly involving children, the investigation will be undertaken in

accordance with the Child Protection Policy. The Executive Director will manage any such investigation. Such cases are classed as sensitive.

Misuse of funds / fraud In the case of alleged financial misconduct the Board of the Marsh Foundation must be informed and the make up of the investigation team will be decided by them in consultation with the most senior manager in the relevant location/department. Such cases are classed as sensitive.

(d) Misconduct (excluding those of a sexual nature) In cases of alleged misconduct of Marsh Foundation staff, volunteers and members and the staff, volunteers and members of partnering organization, and are not of a sexual nature, the investigation should be managed by the Executive Director. Such cases are classed as sensitive.

Investigations will be carried out confidentially and only a limited number of persons who need to know about the complaint will be involved in the process. The designated Complaint Handler is responsible for addressing and monitoring these. Investigations vary in timeframe depending on their complexity; however, the aim is to conclude investigations within 6 calendar weeks of receiving the complaint.

If a finding of malicious complaint is made, sanctions will be pursued against the complainant.

6.8 Feedback and Support for Complainant and Implicated Parties

The Marsh Foundation and/or the partnering organisation responsible for handling a complaint will provide feedback to the complainant and those implicated in the complaint as appropriate.
In sensitive cases the complainant does not ‘own’ the complaint so, strictly speaking, s/he

has no ‘right’ to know the outcome of the investigation, particularly where it results in

disciplinary action for a member of the Marsh Foundation staff as this is a confidential matter between the Marsh Foundation and the staff member. In such cases it will generally be sufficient to say that the complaint has been substantiated and referred to management for a decision on

discipline or that the complaint is not substantiated. When giving this explanation, the

identities or the evidence of other witnesses should never be disclosed.

For non-sensitive complaints the complainant/s will be kept up-to-date and informed

throughout on the decisions made, the investigation processes to be followed and

timeframe towards a resolution. The Marsh Foundation will offer and agree any support that might be required by the complainant or any involved party whilst the procedures are being followed. Where possible, the complainant must be informed within 2 calendar weeks of receipt of complaint about the case and be given a date when they can expect to receive a full report of the outcome of the processes taken. Timeframes for dealing with a complaint will vary due to the nature of the complaint or for procedural reasons and complainant will be kept informed of progress.

6.9 Resolution and Right to Appeal
It is in the interests of both the complainant and the Marsh Foundation to ensure that any complaint is satisfactorily resolved. Should the person making a complaint not feel satisfied with the outcome despite having had the opportunity to request further clarification or feedback, they can submit a formal appeal directly to the Board of the Marsh Foundation. This can be done in

writing, by letter or e-mail, to the following addresses:

Dr David Marsh, Chairman, Marsh Foundation, 
Email Drdavidmarsh@richmondheightsmedical.com.au
Address: 205 Lennox Street, Richmond Vic 3121

Phone +61 (3) 9427 0055
7 OH&S Policy

The Marsh Foundation recognises its moral and legal responsibilities under occupational health and safety (OH&S) legislation to provide a safe and healthy work environment. This commitment means that we will:

· provide a safe and healthy workplace and working conditions for all, including employees, volunteers and visitors
· provide training to enable all employees to work safely
· comply with all relevant legislation and industry standards
· provide support and assistance to employees and volunteers
· consult with staff, volunteers and contractors where relevant to enhance the effectiveness of procedures
· provide adequate resources to aid employees in fulfilling their responsibilities
· conduct investigations into all reported incidents
· ensure that appropriate return to work programs are in place
· conduct regular reviews and evaluations of the health and safety systems in place.
7.1 What employees and volunteers are expected to do

While at work, all employees and volunteers – irrespective of their position – will:

· take reasonable care to ensure good health and safety procedures are implemented at all times
· identify and support measures to eliminate or minimise unsafe conditions
· assume personal responsibility for their own safety and for those of other work colleagues by always operating in a safe and appropriate manner. (including Safety Policy)
8 Whistle Blowing Policy

The Marsh Foundation is committed to developing a culture where all staff, volunteers and Pasrtnering Organisations are encouraged to raise concerns about poor or unacceptable practice and misconduct, and can do so safely. The purpose of this policy is to promote responsible whistleblowing about issues where the interests of others, including the public, or of the Marsh Foundation itself, are at risk. Such issues might include:

· Fraud
· Theft
· Harassment
· Workplace bullying
· Discrimination (sex, age, gender, race, religion, etc)
· Bribery and corruption
· Manipulation or falsification of financial records
8.1 Responsibilities for all employees

Each employee, volunteer and partnering organisation in a position of trust and should be adhering to the appropriate standards of ethical behaviour including compliance with applicable laws and regulations. Each employee, volunteer and partnering organization  is expected to make every effort to protect the interests of the Marsh Foundation, including taking action to prevent the occurrence of inappropriate behaviour. To the extent that an employee, volunteer or Partnering Organisation member or volunteer becomes aware of inappropriate behaviour as defined above, they should follow the below procedures.

8.2 Reporting concerns

If you have any known or suspected concerns regarding the appropriateness of someone’s conduct by way of:

· an unlawful act or omission;
· unethical behaviour; or
· any breach of a Marsh Foundation policy or procedure;
you should make a disclosure about it. Your responsibility is to report this concern to:

· Your supervisor leader; or
· Their leader or someone in your reporting line employee, Executive Officer or Secretary.
If you feel uncomfortable or unable to report your concern to these people, please call ACFID on 02 6285 1816.
9 Child Protection Policy

The Marsh foundation is committed to the safety and best interests of all children accessing our services and programs or involved in campaigns, voluntary support, fundraising, work experience or employment and, in particular, to minimising the risk of abuse.

This policy statement formally expresses the Marsh Foundation’s absolute and fundamental belief in and commitment to the principle contained in Article 19 of the UN Convention On The Rights Of The Child that all children, wherever they may live and whatever may be their circumstances, have the right to be protected, nurtured and to be free from all forms of violence, abuse, neglect, maltreatment and exploitation.
The Marsh Foundation believes that child protection is both an individual and a corporate responsibility. Every person who shares in the work of The Marsh Foundation, including staff, volunteers, contractors, and supporters share in the responsibility to take all appropriate measures to protect the children we serve. 

For the purpose of this policy, a child will be considered to be a person under the age of 18 years.

In fulfillment of this responsibility, The Marsh Foundation will develop, implement and review guidelines and practices that support the protection of children. 

· Provide a framework for accountability at the organisational, departmental and individual level, including clear mechanisms for individuals to raise concerns about breaches of this policy (see Complaints Handling Policy and Procedures).
· Develop and deliver awareness and training programs for staff, volunteers and Board members.
· Screen and provide information to all potential staff, volunteers, contractors, board members, interns, contractors or other temporary workers assigned through employment agencies.
· Screen and provide information to all individuals and groups visiting Marsh Foundation projects, including but not limited to staff, volunteers, board members, contractors, sponsors, donors and celebrities. 
· Advocate for the protection of children from all forms of exploitation, especially sexual exploitation, including networking with other non-government organizations and domestic agencies for the purpose of increasing awareness and support for the protection of children.
· Be vigilant in protecting confidential information about children and their families in all Marsh Foundation projects and offices.
· Demonstrate our responsibility to and respect for children by being sensitive in our communications that involve them.
· Actively incorporate child protection activities in our programming work. This includes encouraging and supporting needs assessments in the field to identify child protection issues, and funding and supporting programs through national offices that proactively address child protection risks. 
The Marsh Foundation will not employ an individual with a criminal conviction related to children or offences specifically related to the job role. Where current employees are found to have child or specific job related convictions that have either been missed historically or have recently arisen after initial police checks were conducted, dismissal is an option that the Marsh Foundation will consider and seek advice on. 

The Marsh Foundation reserves the right to make further enquiries of any potential or current employee and volunteers with a criminal record to clarify issues around past offences. Police checks will be conducted on commencement of employment and on a regular two-year cycle after that.

A compulsory overview of the Child Protection Policy and protocols will be provided during induction for volunteers and staff members.

The key requirements are that all staff and others are clear about their responsibilities to prevent abuse and have access to a detailed process by which they can raise concerns. All staff and volunteers should be aware of, understand and agree to comply with, all the content and procedures contained in this document and its procedures.
9.1 Standards for Child Protection
The Marsh Foundation continually examines itself to ensure that everything reasonably possible is done to reduce the risk to children involved in Marsh Foundation projects from any form of abuse or neglect, including sexual abuse. These standards are the measures that the Marsh Foundation requires for developing, implementing and monitoring child protection policies. These required standards seek to reduce risk to children in Marsh Foundation programs.

9.2 Awareness raising

The majority of sexual abuse takes place within the family and community, however, organisations like the Marsh Foundation are increasingly exposed to persons outside the community who seek access to children for sexual purposes. Awareness raising provides education for staff, board members and volunteers in the definition of exploitation, abuse and neglect, and includes indicators of paedophilia (defined as a preference for sexual activity with a child) and sexual abuse in the local context.

The Marsh Foundation will provide at least one awareness raising opportunity for staff, volunteers and board members annually.

All staff, Board members and other personnel are required to acknowledge in writing, receipt and understanding of the Marsh Foundation Child Protection Policies and Required Standards. They are to be kept informed of policy changes as they arise. The Marsh Foundation’s staff/volunteer induction program includes an introduction to the Marsh Foundation Policies and Procedures Manual which must be completed within the first month of service.

All current Marsh Foundation Board members should acknowledge, in writing, receipt and understanding of the Required Standards for Child Protection. The Board will be informed of any changes or revisions in a timely manner and should acknowledge receipt of such.

9.3 Program planning

An assessment of the circumstances of children is incorporated into all surveys conducted prior to the initiation of any program. Where relevant, such assessments include plans to work with communities to reduce risks facing vulnerable children and to address the needs of children who are in situations of abuse, neglect or exploitation.

Through collaboration with local childcare professionals and others, the Marsh Foundation enhances awareness of abuse and exploitation, offers information on community resources and support services, and provides training and skills enhancement for project staff.
Program plans promote the prevention of child abuse, exploitation and neglect by exploring the causes and implementing responses to support family and community responsibility for the wellbeing of children. Plans for rehabilitation of children who have been abused and exploited are developed in the best interests of the child by enhancing and maintaining safety and security, and reducing the risk of further harm.

Children are considered active participants whose hopes and aspirations are respected and whose welfare is of paramount importance. They are involved in programs designed to protect them through mechanisms that give them a voice and provide them with skills for protecting themselves. However, the responsibility for protection of children lies with adults. Children should not be expected to make adult decisions.

The Marsh Foundation’s child focused programs/projects will demonstrate the above  considerations in the program planning processes and provide regular reports as needed to the Marsh Foundation Board of Directors.

9.4 Personnel - recruiting and screening

Prospective employees, board of director/advisory committee candidates, volunteers/interns, contractors or others are informed of the Marsh Foundation’s child protection policies at the start of any recruiting process. Policies and standards are reviewed during orientation. The Marsh Foundation will include information on Child Protection Policy and protocols with every offer of employment or invitation to volunteer service. The policy and protocols will be reviewed with each individual as part of the induction program.

9.4.1 Volunteers

All contracts go through the Chairman, Legal and Compliance Committee and include reference to Child Protection policy. Temporary workers assigned through employment agencies are informed of the Marsh Foundation’s child protection policies at the start of any recruiting process. 

9.4.2 Board 
Prospective Board members will be informed of the Marsh Foundation’s Child Protection Policy at the commencement of the recruiting process, as well as during all governance orientation sessions/materials.

Basic screening of applicants for employment includes a written application, personal interviews and reference checks. During the interview process, applicants should be asked about previous work with children.

Where possible and permissible by local law, applicants for positions as a Marsh Foundation staff member, Board member,  volunteer or member of a Partnering Organisation are requested to give permission for a criminal record or police background check for any conviction related to abuse of children or adults. Permission can be obtained through a standard Waiver and Consent

Form. If such checks are instituted, candidates are informed at the time of interview that hiring will be contingent on a record check.

A national police check will be requested for all full-time, part-time and casual employees including long-term contract appointments, at the time the appointment is offered. Appointments are subject to a satisfactory police clearance being received. Volunteers with the Marsh Foundation are required to consent to a police check.. It will be completed for all volunteers in direct contact with children or children’s information. Volunteers will be monitored by the managers to whom they are assigned to ensure that proper processes are being maintained in relation to confidential information concerning sponsorship projects and sponsored children.

Where there are concerns, managers must inform the Secretary of the Marsh Foundation. 
In the best interests of children, national offices should not hire anyone with a prior conviction for child abuse, paedophilia or related offences. In the event that local law prohibits this broad a hiring rule, no person with a conviction for child abuse, paedophilia or related offences may be hired into any position which includes direct access to children, or information about sponsored

children, including picture folders. The Marsh Foundation reserves the right not to hire an applicant if the background check reveals that the person is not suitable to work with children.

The Marsh Foundation will ensure that any person with a conviction for paedophilia or a related offence, i.e., violence against a minor, will not be hired. Similarly, persons who have been denied a Working With Children Check (or equivalent assessments as required by Australian state law) will not be hired or retained in their position.

9.5 Behaviour Protocols

All Marsh Foundation staff, board members and volunteers are required to acknowledge receipt and understanding of these Behaviour Protocols, which are rules of appropriate and proper

behaviour. Behaviour Protocols are designed to protect children but are also intended to protect staff from false accusations of inappropriate behaviour or abuse. In addition to reflecting behaviour requirements based on local sensitivities, the following basic Marsh Foundation protocols should be included:

· Marsh Foundation personnel  must not stay alone overnight with one or more children or minors, whether in the staff member’s house, project premises or elsewhere;

· Marsh Foundation personnel should not hire minors as ‘house help’ or provide shelter for minors in their homes. 
· A minor for Marsh Foundation purposes is defined as a child under the age of 18 years. Even though providing employment for a minor may be culturally acceptable and provide benefits not otherwise available to the child, the hiring of minors may lead to misunderstandings and is inconsistent with Marsh Foundation’s efforts to ban exploitative child labour.

· Marsh Foundation personnel must not fondle, hold, kiss, hug or touch minors in an inappropriate or culturally insensitive way. To avoid misunderstanding, it is recommended that a child be asked for permission before touching or holding hands.

· Where possible and practical, the ‘two-adult’ rule, wherein two or more adults supervise all activities where minors or children are involved and are present at all times, should be followed. If this is not possible, Marsh Foundation staff members are encouraged to look for alternatives such as being accompanied by community members on visits to children.

· Marsh Foundation personnel need to be aware that they may work with children who, because of the circumstances and abuses they have experienced, may use a relationship to obtain ‘special attention’. The adult is always considered responsible even if a child behaves seductively. Adults should avoid being placed in a compromising or vulnerable position.

Inappropriate behaviour toward children, including failure to follow Marsh Foundation Behaviour Protocols or sexual abuse of a child is grounds for discipline, up to and including dismissal from employment, volunteer or board membership. All personnel must be concerned about perception and appearance in their language, actions and relationships with minors and children. 
The Marsh Foundation supports the behavioural protocols identified above and will ensure that all staff are advised of these requirements, and that full compliance is a requirement of employment and continued employment. This will occur through the induction processes completed at commencement of their employment. Should a person be found guilty of an offence that relates to the abuse of children, that person’s role as an employee, volunteer, contractor or board member of the Marsh Foundation will be terminated.

10 Conflicts of Interest Policy

The Marsh Foundation Board will ensure the management of any real or perceived conflicts of interest for their organization, staff, volunteers and partnering organizations by: 

· Requiring members of the board, staff, volunteers and partnering organizations to disclose any real or perceived conflict of interest or any affiliation they have with an actual or potential supplier of goods and services, recipient of grant funds or organisation with competing or conflicting objectives. 

· Requiring members of the Board to absent themselves from discussion, as appropriate, and abstain from voting or otherwise participating in the decision making on any issue in which they have a conflict of interest. 

· Requires members of the Board, staff, and volunteers to disclose any material gifts or offers of gifts for their personal use and prohibits them from accepting valuable or otherwise inappropriate gifts.

· Directors shall put organizational goals before personal goals, and put the best interests of the organization ahead of individual desires. 

· No director shall participate in deciding a matter directly impacting that individual (such as re-election to the governing body, personal remuneration, etc.) 

· Each director shall disclose all potential and actual conflicts of interest, including each institutional affiliation he or she has that might possibly involve a conflict of interest (such as sitting on a board of another NGO with overlapping goals and missions). Such disclosure does not preclude or imply ethical impropriety. 

· The Board will provide a copy of this Conflict of Interest Policy, which is applicable to the Directors and to any staff and volunteers who have significant decision-making authority regarding the organization’s activities or resources, as well as relevant organizational partners, at the time of their commencement of their involvement with the organisation. 

Section 35 of the Marsh Foundation Constitution states:
35.1
No contract made by a Director with the Company and no contract or arrangement entered into by or on behalf of the Company in which any Director may be in any way interested is avoided or rendered voidable merely because of the Director holding office as a director or because of the fiduciary obligations arising out of that office.

35.2
No Director contracting with or being interested in any arrangement involving the Company is liable to account to the Company for any profit realised by or under any such contract or arrangement merely because of the Director holding office as a director or because of the fiduciary obligations arising out of that office.

35.3
A Director is not disqualified merely because of being a Director from contracting with the Company in any respect.

35.4
Subject to Clause 34, a Director or a body or entity in which a Director has a direct or indirect interest may:

(a) enter into any agreement or arrangement with the Company;

(b) hold any office or place of profit other than as auditor in the Company; and

(c) act in a professional capacity other than as auditor for the Company,

and the Director or the body or entity can receive and keep beneficially any remuneration, profits or benefits under any agreement or arrangement with the Company or from holding an office or place of profit in or acting in a professional capacity with the Company.

35.5 
A Director who has a material personal interest in a matter that is being considered at a Directors' meeting must not:

(d) be present while the matter is being considered at the meeting; or

(e) vote on the matter,

unless permitted by the Corporations Act to do so, in which case the Director may:

(f) be counted in determining whether or not a quorum is present at any meeting of Directors considering that contract or arrangement or proposed contract or arrangement;

(g) sign or countersign any document relating to that contract or arrangement or proposed contract or arrangement; and

(h) vote in respect of, or in respect of any matter arising out of, the contract or arrangement or proposed contract or arrangement.

35.6 A Director may be or become a director or other officer of, or otherwise interested in, any related body corporate or any other body corporate promoted by the Company or in which the Company may be interested as a vendor, shareholder or otherwise and is not accountable to the Company for any remuneration or other benefits received by the Director as a director or officer of, or from having an interest in, that body corporate. 

11 Non-development activity
This policy underpins the Marsh Foundation’s commitment to undertake its objectives, as stated in its Constitution, in a transparent manner ensuring accountability to all stakeholders. The separation between development and non-development activities will be made clear in all communications and reporting. The policy also constitutes a statement of intent highlighting the Marsh Foundation’s resolve to achieve its objectives in a non-exploitative and non-imposing manner. The Marsh Foundation vows not to provide assistance in Developing Countries for evangelical or partisan political purposes, and to not force upon the organisations and individuals it works with any such ideas. 
This policy is addressed to all Marsh Foundation members, donors, partnering organizations and the public. 
The ACFID Code of Conduct definition of ‘non-development’ activities includes all activities that do not meet the following Code of Conduct definition for aid and development activities: 

‘Aid and development refers to activities undertaken in order to reduce poverty and address global justice issues via direct engagement through community projects, emergency management, community education, advocacy, volunteer sending, provision of technical and professional services and resources, environmental protection and restoration, and promotion and protection of human rights.’ 

The Marsh Foundation’s policy is to abide by the ACFID Code of Conduct regarding non-development activity which states (B.1.5): 
‘Funds and other resources designated for the purpose of aid and development will be used only for these purposes and will not be used to promote a particular religious adherence or to support a political party, or to promote a candidate or organisation affiliated to a particular party.’ 

1. The Marsh Foundation will accurately represent its development and non-development activities to our members, donors and the public, in all public communications and reporting, including the annual report. 

2. Fundraising, programs and other activities will make the distinction clear between development and non-development activities. 

3. Aid and development assistance will be given to people regardless of their political or religious beliefs. 

4. Funds raised for aid and development will not be used to exploit people and communities who are vulnerable and will not place any conditions or obligations on recipients in terms of non-development, religious or political outcomes that would affect their access to the services being offered by local partners. 

The Executive Officer, in conjunction with the Board, is responsible for the administration, revision, interpretation, and application of this policy. The policy will be reviewed annually and revised as needed. 
12 Environmental Sustainability Policy

The Marsh Foundation is committed to a clean, safe and healthy workplace and environment. All aspects of our business are managed in a safe and environmentally responsible manner in accordance with the principles set forth in this policy. We believe these actions benefit our members, supporters and the partnering organizations and individuals with whom we work, employees and the public, both now and for the future, while improving the quality of the environment. This policy reaffirms our commitment to environmental stewardship and protecting the well being of our members, supporters, employees and the public. 
12.1 Management Commitment
All levels of the Marsh Foundation management are committed to, and accountable for, implementing, maintaining, measuring, and improving the environmental, health and safety programs of the organisation. Self assessments of our performance in these areas will be routinely conducted. We will measure performance and hold employees, supporters, members and partnering organizations and individuals accountable through performance enhancement processes. 

12.2 Culture

The Marsh Foundation will foster a culture that encourages safe, healthy and environmentally-responsible behavior by clearly defining the responsibilities of all who work for and with our organization, either in a paid or voluntary capacity. We will encourage proactive involvement in these efforts. 
12.3 Pollution Prevention

Pollution prevention is an operating objective. We are committed to preventing or reducing waste at the source. Our impact on the environment is minimized through good engineering practices. Where waste cannot be eliminated, it will be managed in compliance with all applicable requirements.

12.4 Community

We support and participate in the design, development and establishment of sound public policy and educational initiatives that protect human health and the environment. We will work with members, supporters, partnering organizations and individuals and others in ensuring standards to safeguard the community, workplace and environment. We will share with the communities our performance in the environmental, health and safety areas.
12.5 Compliance

Compliance with all applicable environmental, health and safety laws and regulations is required. All of our employees, supporters, partnering organizations and individuals, from the officer level to the front line, are responsible and accountable for compliance and have an obligation to bring issues and concerns forward for resolution. We will actively seek sound business opportunities to go beyond regulatory requirements.
12.6 Stewardship of Natural Resources

The Marsh Foundation will responsibly use natural resources, such as air, water, soils and forests and we will help to conserve these natural resources through efficient use and careful planning. We will pursue an energy resource plan that emphasizes environmental protection, energy conservation and efficiency. We will responsibly address conditions that endanger health, safety or the environment.

13 Privacy Policy

The Marsh Foundation will proactively make available information to stakeholders which is accurate, accessible and timely. The Marsh Foundation’s Privacy Policy is consistent with the Privacy Act 1988, including the members, volunteers and Partnering Organisations rights to: 

· Have their names deleted or suppressed from mailing lists, including those which the Marsh Foundation intends to share
· Provide identification for collectors, provide documentation confirming their bona fides and know whether they are volunteers, staff or agents of our organisation and 

· Be informed about the purposes for which funds are being raised and be able to access information on programs supported by their donation.

14 Public Relations Policy

The Marsh Foundation is committed to ensure:
· Information provided about the organization to donors, members, staff and the general public shall be accurate and timely. 
· At least annually, the organization shall prepare and make available to the public information on its programs and services, and provide public access to appropriate records of those programs and services. 
· Annual preparation of  financial information on the organization, including the source of its funding; the use of those funds; the percentage of the funds used for service and programs, administration activities, and fundraising; and any compensation provided to the Board and make this information publicly available. 
· Making publicly available, the names of our Board members and management staff, publicize any changes in our board, and provide access to appropriate minutes of meetings of our board. 
· In a timely and accurate manner, information on any partnerships or other joint ventures into which it has entered. 
· The confidentiality of personal information on staff, volunteers and others, unless the individuals waive this right, or disclosure is required by law. 
· We will describe our organisation in terms of its own merits, not in depreciation of other NGOs. Communications regarding another NGO shall not be made with the purpose of creating a self-benefit at the expense of the other. 
· The organization shall provide a communication channel for the public should they wish to make inquiries regarding the NGO and its activities. 
· That at least one person is assigned to assure that the organization is complying with national and local laws regarding disclosure of information to the public. 
14.1 Website

· As the principal instrument for cross-regional knowledge sharing, the further development, maintenance and periodic updating of the Marsh foundation website will be undertaken. 
· Coordination mechanism for continued collaboration on maintenance of the website is to be maintained to ensure smooth operation of the website.
14.2 Behaviour Protocols

The Marsh Foundation commits to:

· Representing boys and girls in a dignified, respectful manner, portraying them as equal partners in the development process
· Honestly portray the diversity of local people in Images and messages including age, disability and other marginalised groups
· will honestly convey, through images and messages, the context and complexity of the situations in which local people live 

· ensuring key figures in images will be informed of what the image is being used for and if possible, their permission obtained
· Ensuring the origins of any images used will be known and any necessary permissions, including copyright releases, be held
· Care being taken to ensure that the identification of or use of images of local people will not endanger the people they portray.

14.3 Public Advocacy

· Information that the organization chooses to disseminate to the media, policy makers or the public must be accurate and presented with proper context. This includes information presented by the Marsh Foundation with respect to any legislation, policy, individual, organization, or projects it opposes, supports, or is discussing. Forward-looking projections are to be presented clearly as such, and not as fact. 
· The Marsh Foundation will present information in a fair and unbiased manner. Where a possible bias is unavoidable or inherent, it is to be disclosed. 
· The Marsh Foundation’s statements will reflect its actual authority. 
15 Financial & Legal Compliance Policy

The Marsh Foundation will be honest and truthful in its dealings with its donors, project beneficiaries, staff, membership, partner organizations, government, and the public in general, and will respect the laws of any jurisdiction in which it is active. See also the Conflicts of Interest Policy.
15.1 Behaviour Protocols
· We will give out accurate information, whether regarding our own projects, or regarding any individual, organization, project, or legislation it opposes or is discussing. 
· We will not engage in any activities that are unlawful and are strongly opposed to, and not be a willing partner to, corruption, bribery, and other financial improprieties or illegalities. 
· We have a policy for staff and volunteers to confidentially bring evidence to the governing body of misconduct of anyone associated with the organization (see Complaints Handling Policy). 
· We will meet all legal obligations in the countries in which we operate. Such obligations may include laws of incorporation, fundraising legislation, equal employment opportunity principles, health and safety standards, privacy rules, trademark and copyright legislation, and so forth. 
· We commit to undertaking prompt corrective action whenever wrongdoing is discovered among its staff, Board, volunteers, contractors, and partners. 
15.2 Integrity
· The Marsh Foundation is not to be part of, or controlled by, government or an intergovernmental agency. 
· The Marsh Foundation shall maintain independence and not be rigidly aligned or affiliated with any political party, although it may share a common political or legislative cause within the limit of its mission, stated objectives and legal structure. 
· The Marsh Foundation will not act as an instrument of government foreign policy, but act independently of governments. We will not seek to implement the policy of any government, unless it coincides with the mission of our organization and our organization’s own independent policy.
15.3 Independent and Self Governing

· The Marsh Foundation will be independent. Our policies, vision, and activities shall not be determined by any for-profit corporation, donor, government, government official, political party, or other NGO. 
· The Marsh Foundation shall govern itself autonomously, according to whatever governance structure it selects for itself. It shall be equipped to control its own activities. 
15.4 Financial Transparency and Accountability
· Members of the Board of the Marsh Foundation hold ultimate fiscal responsibility for the organization and are to understand the organization’s financial statements and reporting requirements. 
· The annual budget is to be approved by the Board and is to outline projected expenses for program activities, fundraising, and administration. The Marsh Foundation will operate in accordance with that budget. 
· Internal financial statements shall be prepared monthly and provided to the Board. Any and all significant variations between budgeted expenses and actual expenditures, and between budgeted revenues and actual revenues, are to be identified and explained to the Board.
· The accuracy of the financial reports shall be subject to audit by an independent, qualified accountant. 
· The Marsh Foundation shall adhere to professional standards of accountancy and audit procedures as stipulated by the law, and fulfill all financial and reporting requirements. 
· The Marsh Foundation shall maintain an organized system to track grant expenditures. 
· The Executive Officer shall produce timely reports on the use and management of funds. 
· Financial statements regarding donations shall be available upon request by the donor and interested parties. 
15.5 Legal Compliance with Partnering Organisations 
The Marsh Foundation will ensure that the compliance systems and processes are in place to meet all legal obligations are being met in each jurisdiction where work is carried out. 

· The Marsh Foundation incorporates the principles of the Code of Conduct for the International Red Cross and Red Crescent Movement and NGOs in Disaster Relief into our work and adhere to the Sphere Humanitarian Charter and Minimum Standards in Disaster Response.
· The Marsh Foundation endorses the Australian Guidelines for Drug Donations to Developing Countries and we will strive to reflect the principles in our practices and advocacy. We will comply with International Humanitarian Law, Human Rights law and Refugee law and other relevant International Conventions and
· We will consider the principles of the IASC Guidelines on Mental Health and Psychosocial Support in Emergency Settings. 
15.6 Relationship with Donors

The directors, management, staff and volunteers of the organization shall not exploit any relationship with a donor or prospective donor for personal benefit or the benefit of any relative, friends, associates, colleagues, and so forth. 

· Privileged or confidential information regarding the donor or donation will not be disclosed to unauthorized parties. 
· A donor’s privacy shall be respected and we will safeguard any confidential information regarding the donor or the gift. Donors have the opportunity to remain anonymous, and to not have their names added to any lists that are sold, rented or given to others, unless the donor has had an opportunity to approve such lists or have their names removed. 
· We will not use excessive pressure, coercion, undue influence or other unethical means in our solicitations. 
15.7 Fundraising

The Marsh Foundation shall spend at least 90% of our total expenditures (including fundraising costs) on program activities. If the Marsh Foundation does not meet this standard, reasons why are to be provided to the Board. Possible explanations for not meeting this standard could be the higher administrative and fundraising costs of a new organization and exceptions related to donor restrictions or unusual political and social factors. 
The Marsh Foundation aims to comply with the Fundraising Institute of Australia’s Code of Ethics and Professional Conduct and their standards for the type of fundraising undertaken.
· The Board of the Marsh Foundation will be very active in the fundraising effort, including being active in solicitations and in making individual contributions. 
· We shall only accept funding that is consistent with our mission, does not compromise our core principles, and does not restrict our ability to address relevant issues freely, thoroughly, and objectively. 
· The Marsh Foundation will be truthful in all matters relating to the raising of funds and their use. 
· The Marsh Foundation’s Programs shall be designed to meet our mission and never designed simply to meet the needs of a funding source. 
· We will not tolerate any unethical activities such as double funding for one project, diversion of dedicated funds to uses other than the project for which funds were approved, or overstatement of achievements. 
15.8 Solicitation

The Marsh Foundation will be careful to ensure that all solicitation and promotional materials are accurate, and that they clearly and truthfully present our mission, and our programs. All solicitations will accurately reflect our planned use of the solicited funds, and fundraising solicitations will only make claims that we can fulfill. There shall not be any exaggerations of fact or material omissions, nor any communication or images that would create a false or misleading impression. 

· We will ensure that donors receive informed, accurate, and ethical information regarding the tax implications of potential gifts. 
· We will ensure that fundraising shall be for the purpose of our mission, and free of coercion, improper motive, inappropriate conduct, unreasonable reward, or personal inurement. 
· When funding for a particular purpose is invited from the public, there will be a plan for handling any excess funds, and, where appropriate, the appeal will include information on how any excess funds will be used. 
· We shall not provide compensation to fundraisers that is based on a percentage of charitable contributions raised or expected to be raised, nor will we provide a finder’s fee. 
· We may provide compensation based on skill, effort and time expended, and performance-based compensation, such as bonuses, provided such bonuses are not based on a percentage of charitable contributions raised. 
· Fundraising promotions involving the sale of products or services shall indicate the duration of the campaign, and the actual or anticipated portion of the purchase price that will benefit the Marsh Foundation or program. 
· The costs involved in fundraising shall be reasonable relative to the revenue generated. Over the course of a number of years, the Marsh Foundation’s average expenditure on fundraising activities should be one-third or less of the amount of revenue generated from these activities, and ideally fundraising costs should be less than 25% of fundraising income. If this goal is not met, the Marsh Foundation requires demonstration that it is progressing toward this goal or explain why its fundraising costs are reasonable (such as the higher fundraising costs of a newly-created organization, or unique donor, social or political factors). 
15.9 Use of funds

The Marsh Foundation will ensure that contributions are used as promised or implied in fundraising appeals or for the purposes intended by the donors. 

· When the Marsh Foundation accepts a grant, it is entering into a contract to carry out the program activities in an agreed-upon manner, and has an ethical and legal responsibility to honor that commitment. 
· We may alter the conditions of a gift or grant only by obtaining explicit consent by the donor and we shall ensure efficient and effective use of grants and charitable contributions. 
16 Financial Management Procedures

16.1 Objectives of Financial Management, Accounting and Audit

These procedures aim to:

· provide general guidelines in the recognition, recording and reporting of financial transactions;

· ensure transparent and reliable financial reporting;
· provide guidelines for an adequate internal control process of the Marsh Foundation

16.2 Method of Recognition of Financial Transactions

Financial statements shall be prepared in accordance with the modified cash basis of accounting.  Under the modified cash basis of accounting, income is recognized when cash is received rather than when earned and expenses are recognized when paid rather than when incurred.  Cash advances paid are recognized as assets.  The cost of property and equipment acquired is also recognized as an asset and depreciated over its estimated useful economic life.
16.3 Responsibility for Monitoring and Control of Financial Transactions

The Executive Officer, reporting to the Chairman of the Finance Committee is responsible for the overall monitoring, control and reporting of financial transactions.  Financial Management is the responsibility of the Executive officer for the day-to-day recording and monitoring of financial transactions. The Executive Officer provides monthly financial statements to the Chairman of the Finance Committee. 
16.4 Sources and Recognition of Revenues

16.4.1 Sources of Revenues

The Foundation derives the majority of its funding from grants and donations extended by international development organizations, international foundations and NGOs.  We also receive funding from private sector contributions.

16.4.2 Category of Revenues

The Marsh Foundation classifies its revenues into two (2) major categories; Direct Revenues and Indirect Revenues.
Direct Revenues

Grants – This refers to funds received from International development organizations, foundations and NGOs and are covered with Agreements with the donor organization specifying the terms and conditions for the contribution to the individual program or project.

Private Sector Contributions – This refers to funds received from various private organizations.  The Board, based on recommendation from the Executive Director, determines the amount of minimum funding requirements for each type or category of members.

Indirect Revenues

These are provided by investment income and a miscellaneous category. This includes sources of revenues other than grants, private sector contributions and interests, such as forum and publication fees and other miscellaneous revenues.

16.4.3 Recording and Documentation of Revenues and Cash Contributions
All funds received in cash or cheques must be deposited intact to designated bank accounts not later than the next business day following the day of receipt.  An Official Receipt document must be prepared immediately for all funds received.
· Receipt of cash

· Payment for personal use of office facilities such as telephone or fax

· Return of travel advances not fully used during travel

· Return of advances for program or project activities but not fully used

· Interest from bank balances

· Refunds

16.5 Utilization of Funds

Funds can only be utilized or committed within approved budgets, and in accordance with the project plans and in overall compliance with the objectives of the Foundation.

Obligations, commitments or payment of funds can only be made upon approval by authorized personnel, and in accordance with specific procurement, recruitment or other policies of the Foundation.

Funds may only be utilized for projects with adequate cash balance, unless otherwise approved by the Executive Director.

16.6 Disbursement Procedures

The following procedures apply to the disbursement of funds.
16.6.1 Modes of Payment

· All payments to creditors are to be made via cheque
· All cheques are to have 2 signatories

· All payments are to have a cheque requisition prepared which includes the following:

· Date, Name of Creditor, Invoice Number, Value, Cheque Number, names of signatories and have the original invoice attached.

· All payments are to be recorded in the financial management system

· Hard copy records are to be maintained of all expenditure i.e. the Cheque requisition and original invoice.
16.7 Delegations

Delegations represent the different acts of authority designated or assigned to different Marsh Foundation Board, management or staff positions and roles. There are two key types of delegation. The first are business activity delegations, which bestow authority to take or approve actions on behalf of the organisation. Examples are having authority to approve all published materials or being the approved signatory for all official correspondence. The second are financial delegations such as the authority to approve expenditure up to certain limit.

16.7.1 Financial delegations

· Two signatories are required for all cheques on behalf of the Marsh Foundation. One of these signatories can be the Executive Officer.
· Any expenditure over $5,000 must be approved by the Board.
· The annual budget must be approved by the Board. 
· Budget variations must be approved by the Board.

· The Chairman and the Executive Director, together, are authorized to enter into contracts

16.7.2 Non Financial delegations

· The Chairman of the Legal Compliance Committee and the Executive Director or must approve all new published material including new text and pictures on the website 

· The Chairman, a Board member or the Executive Director are authorized to sign correspondence on behalf of the Marsh Foundation.

· The Chairman, the Chair of the Public Relations Committee or the Executive officer are authorized to speak to the media and or post media releases.

· The Chairman or the Executive Director must first approve all liaison with politicians
16.8 Budget Management

The Executive Director prepares the overall budget for the organisation for the calendar year.

The Marsh Foundation financial year operates from January to December. Once prepared, the Board must approve the Budget. Financial reports are then prepared in relation to the Budget.

16.9 Annual Audits

As a Public Company limited by guarantee, registered under the Corporations Act, the Marsh Foundation is required to have an annual audit of its accounts. The Marsh Foundation auditor is agreed to by the membership at the Annual General Meeting. The Executive officer is responsible for overseeing the Annual Audit.

16.10 Project Budgeting

Budgeting for specific projects is undertaken separately. In most cases, the project manager will prepare a budget in consultation with the Executive Officer. The Executive Officer must approve the project budgets before it is included in a submission.

The Marsh Foundation ‘charges’ a management service fee to projects in order to cover its costs in managing and supporting a project. The management service fee is charged according to a standard formula which takes into account:

· Operational costs (e.g. utilities, stationery, insurance)

· Labour costs (project management, supervision, publications and administrative support)

16.11 Project Acquittals

The Project Manager and Executive Officer are responsible for acquitting project funds and where required, arranging an audit of project financial reports. The Executive Officer is responsible for final approval prior to public declaration and/or submission to funding bodies. In some instances, the funding body may accept a copy of the Marsh Foundation’s annual audited

financial reports, which includes an audit of all project activity in the Marsh Foundation financial year. Acquittals, along with audited financial reports, are then submitted to the relevant funding body. Use of any surplus funds is negotiated with the funding body. Equipment purchased for a project (e.g. computers) remains the property of the Marsh Foundation unless the funding agreement states otherwise.

16.12 Records Management

In general, the Marsh Foundation Project Managers are responsible for maintaining files relevant to their own projects. Copies of key documents are to be forwarded to the Executive Officer for inclusion on the project file, stored in the office.

The documents kept in the central file include:

· the funding submission (Project Criteria, Project Plan and Project Budget)
· the funding agreement

· any correspondence with the funding agency

· copies of all reports and acquittals

· copies of any agreements with contractors involved in the project.

· In order to ensure centralised record keeping, the Executive Officer also maintains copies of:

· statutory documents (e.g. the certificate of incorporation)

· source documents such as insurance policies

16.13 Archiving Files

The Marsh Foundation maintains a centralised filing system for financial, policy and project-related files. The Executive Officer is responsible only for maintaining the central file(s) on each project as specified above. All financial records are kept for a minimum of 7 years. On an annual basis, staff will cull documents from their filing cabinets. This ensures filing systems are current and unnecessary storage is reduced. Regular review of the files also assists in the transfer of relevant information in the event of staff turnover. When culling files, staff members should make a decision as to whether material should be archived at the Marsh Foundation. Copies of all the Marsh Foundation publications are stored in the central office. 

16.14 Disposal of Files

The Executive Officer is responsible for disposing of information and files as necessary to maintain their own records. Once no longer required, confidential documents are to be shredded. Generally this includes Board papers, financial information, and job applications. Any personal information about individuals that is acquired (e.g. while conducting research) should also

be shredded. General information that is not considered sensitive can be placed in the paper recycling. Any material which is more than ten years old is usually discarded in order to

save storage space, except for the Marsh Foundation publications which should

be archived.

16.15 Petty Cash

A petty cash float is maintained in the office. To claim petty cash a volunteer, staff or board member needs to provide receipts, fills out a petty cash voucher and is reimbursed in cash up to $150.00. Amounts above are to be paid be cheque or electronic funds transfer. If unable to provide a receipt, they must provide appropriate documentation (expense claim form) stating the amount to be claimed, what the expense was, and the date it was incurred.

The Executive Officer balances petty cash and replenishes the float as necessary.

16.16 Bank Accounts

Two authorised signatories are required to approve a transfer of funds between any two the Marsh Foundation accounts. The Executive Officer is responsible for ensuring that all bank accounts are reconciled on a monthly basis. The Chair, Finance Committee, reviews the Monthly Financial Reports and submits these to the monthly Board Meetings. 
16.17 Accounts

16.17.1 Accounts Receivable

Accounts receivable are managed by the Executive Officer and invoices are sent out monthly. Reminder letters for renewal of membership are also sent out monthly. Payments received are managed by the Executive Officer, that is, processing payments and bank deposits. Documentation is maintained by the Executive Officer. Cheques and credit card are

deposited separately.

16.17.2 Accounts Payable

The Marsh Foundation is committed to promoting and maintaining positive business relations with its suppliers and accordingly, seeks to ensure payment within the agreed terms. The Executive Officer and one other signatory on the bank account have authorisation to spend up to $5,000 within the limits of the approved budget. Purchases over $5,000 require approval from the Board. Exception to this is payroll transaction, PAYG and Superannuation which are signed off by the any two authorized signatories. 
The Executive Officer is responsible for ensuring all purchases have the necessary approval before processing purchases. Payments to creditors are to be made by cheque or electronic funds transfer (EFT). When a creditor is paid by EFT, a remittance advice will be emailed. 

16.18 Insurance

The Marsh Foundation maintains adequate insurance cover at all times. This includes:

· personal accident insurance for staff and volunteers
· public liability insurance
· building and contents insurance policies

· association liability (this includes and professional indemnity)

· Workers’ Compensation insurance

In addition, the Marsh Foundation annually reviews its policies and is responsible for providing its insurer  with a detailed and accurate schedule of activities and inclusions to be covered. All insurance policies must be sighted by the Secretary on an annual basis. The Marsh Foundation currently manages insurance through a broker, as different policies are held with different companies. The Executive Officer is responsible for ensuring all insurance policies are current and adequate documentation maintained. Workers Compensation insurance is provided directly through Allianz.

16.19 Assets Register and Depreciation

The Executive Officer is responsible for maintaining the Assets Register and Depreciation Schedule. All assets must be listed on the Register with original purchase documentation – copy only to be kept with creditors documentation. The Marsh Foundation depreciates all capital purchases over $1,000 at the rate of 37.5% over a four-year period. Assets purchased for

specific projects are entered on the Asset Register and depreciated as the Marsh Foundation assets, however, the full cost of the purchase is charged to the project budget.

16.20 Payroll

The Marsh Foundation payroll is run on a fortnightly basis. If an employee is taking annual leave or flex leave, a leave request form must be submitted in advance to the Secretary. The Executive Officer is responsible for entering details onto the payroll system. 

Payment of annual leave in advance is to be by mutual agreement. The Executive Officer or the Secretary have authority to approve annual leave payments in advance. Should annual leave commence between the end of a pay period and prior to the next pay period, the Executive Officer or Secretary may give approval for advance payment. Group certificates are to be issued by the Secretary within the time frame as directed by legislation. Staff may choose which superannuation fund they pay into.

16.21 Personnel Files

A personnel file is held for each staff member and volunteer. Information held on file includes contact details, a copy of the employee’s contract, and contact details in case of an emergency. The file shall also include all correspondence relating to job description changes, salary changes, leave entitlements such as long service leave, continuous service leave, unpaid and

parental leave. Personnel files are held on the network. This folder is confidential and is kept in a locked cabinet in the office of the Executive Officer. Access to the ‘HR Confidential’ folder on the network is also restricted to Board Members and the Executive Officer only.
16.22 Information Technology

All the Marsh Foundation desktop computers are networked and have internet access. The Chairman, Public Relations Committee, maintains the server in the first instance. The Marsh Foundation also uses IT contractors when necessary. Servers are located in the Server Room. 

Support
All software owned by the Marsh Foundation is kept in the server room, to which access is limited. Virus protection updates are downloaded weekly from the internet.

Staff members are responsible for their own data storage on the system – that is, organising their sub-Coordinators and culling disused files. The Executive Officer backs up the shared drive

daily. Current back-up tapes are stored off-site. Material more than two years old is archived electronically and written onto a compact disc. The Executive Officer has responsibility for liaising with technicians, and providing advice to management regarding IT issues. The

Executive Officer also provides an IT orientation to new staff members and is available to provide IT support.

16.23 Databases

All staff have access to the Marsh Foundation ‘contacts’ database, but editing access is limited to the Executive Officer. All staff and Board members are responsible for advising the Executive Officer in regards to database content by email, as they become aware of them.
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