

[bookmark: _Hlk33453450]Charity self-evaluation: Meeting obligations as a registered charity
(NOTE: This is for your charity’s own use and records. Do not submit it to the ACNC.)

This self-evaluation helps you assess whether your charity is meeting its obligations and helps you identify issues that may prevent it from doing so. 
It asks a series of simple questions and prompts you to describe the practical steps your charity is taking to meet its obligations.
It provides space for you to note any issues that you identify, encouraging you to create an action plan to address them.

What the self-evaluation covers
The self-evaluation comprises 10 short parts that cover each of the ACNC’s 6 Governance Standards and a charity’s other obligations to the ACNC.
Governance Standards:
· Governance Standard 1: Purposes and not-for-profit nature
· Governance Standard 2: Accountability to members
· Governance Standard 3: Compliance with Australian laws
· Governance Standard 4: Suitability of Responsible Persons
· Governance Standard 5: Duties of Responsible Persons
· Governance Standard 6: Maintaining and Enhancing Public Trust and Confidence in the Australian Not-For-Profit Sector
The Governance Standards are principle based and set a minimum level of governance. It is the responsibility of each charity to decide how it will meet the Standards based on its size, complexity and the nature of its operations. 
Other obligations:
· Record-keeping
· Reporting
· Duty to notify

Completing the self-evaluation
Go through each section in the self-evaluation and respond to the questions and statements about your charity in the columns. 
Describe what your charity does or has done to ensure it is meeting its obligations. 
Make a note of the action it needs to take to improve in specific areas. Create an action plan based on these notes. There is a template action plan to help you with this.
Do not send this self-evaluation back to the ACNC. 
The self-evaluation is a way of checking your charity’s compliance with its obligations. Once you complete the it, share it with people in your charity – particularly the Responsible People – and keep it as part of your charity’s records. Revisit it regularly as part of reviews of your charity’s compliance. 

Before you begin
First check that the information the ACNC has about your charity is correct and up to date. Do this by looking at the charity’s record on the Charity Register and in the Charity Portal. If details are missing or incorrect, provide the information or correct the details in the Charity Portal.
When going through the self-evaluation, consider your charity’s unique circumstances and ask yourself: 
· What does the charity do? Think about its objects, its activities and programs, and where it provides its services.
· Who is involved? Think about the people your charity comes into contact with, including beneficiaries, volunteers, employees and contractors.
· How is it managed? Think about the mix of skills and experience of the Responsible People, how decisions are made, and how the charity is funded.
· What are the risks most relevant to the charity’s work? Think about the risks the charity needs to manage. For example, it might encounter risks associated with operating overseas, working with vulnerable people, or working with partners to deliver services. 
It might be useful to have a copy of your charity’s governing document and other documents that outline its activities, programs and operations too. 

Self-evaluation as a guide
The questions and examples in this self-evaluation are intended as a guide only because each charity’s circumstances are unique. This self-evaluation should not be read as a compulsory or comprehensive list of requirements. And while answering ‘no’ to any one question doesn’t necessarily indicate that your charity is not complying with obligations, it should prompt a look at the charity’s compliance within its wider circumstances.
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Part 1: Governance Standard 1 – Purposes and not-for-profit nature
Governance Standard 1 requires your charity to be a not-for-profit and work towards its charitable purpose. 
All your charity’s funds and assets are charitable funds and must be applied solely to further your charity’s purposes. The use of funds and assets must be permitted by the charity’s governing document (often called a constitution, rules or a trust deed). 
This does not preclude your charity from keeping money in reserve, investing funds, undertaking commercial activities or spending funds on administration if these activities further the charity’s purposes. 
Your charity must not use its funds or assets to provide a personal gain or private benefit to particular people – for example, members, the people who run the charity, their friends or relatives.

	Questions for your charity and examples of reasonable steps it can take.

	Response:
· Yes
· No
· N/A
	Describe the steps your charity taken and demonstrate evidence.
	Is action required? 
(If yes, update your charity’s Action Plan.)

	1. Does your charity’s governing document reflect your charity’s current purposes?

For example:
· The governing document is reviewed to ensure it remains relevant and reflects the charity’s current purposes and activities. 
· The governing document is reviewed to consider if amendments are required.
· The charity gets professional advice when it needs clarity.
	
	
	

	2. Can the public find and view information about your charity’s purposes?

For example:
· The current version of the charity’s governing document is uploaded to and publicly available on the ACNC Charity Register.
	
	
	

	3. Does your charity ensure its funds and assets are used solely for its charitable purposes and not for the benefit of particular people?

For example:
· The charity’s Responsible People plan how the charity pursues its charitable purposes.
· The charity has a policy that outlines the use of its funds and assets, and the use is monitored.
· When working with partners, the charity verifies that the partner provides genuine services.
· The charity has appropriate financial controls in place.
· The governing document is checked to ensure it contains appropriate not-for-profit and dissolution clauses.
· The charity gets professional advice when required.
· The charity is not breaching the not-for-profit clause in practice by providing benefits to particular people.
	
	
	

	4. Does your charity consider how its activities help it pursue its charitable purposes?

For example:
· There is a clear link between the charity’s current activities and its charitable purpose.
· There is a process in place to monitor and report on the charity’s activities, projects and services.
· The charity’s Responsible People plan how the charity pursues its purposes.
	
	
	





[image: ]Part 2: Governance Standard 2 – Accountability to members
Governance Standard 2 requires your charity to be accountable to its members and allow adequate opportunity for members to raise concerns about how your charity is run. When your charity is transparent and open to members about its activities and finances, members will be in a position to understand the charity’s operations and raise questions about its governance.

NOTE: Governance Standard 2 only applies to charities with members. A charity’s legal structure (for example, an incorporated association, company limited by guarantee or unincorporated association) and governing document will determine whether it has members. If your charity does not have any members, please move to the next Governance Standard.
	Questions for your charity and examples of reasonable steps it can take.

	Response:
· Yes
· No
· N/A
	Describe the steps your charity taken and demonstrate evidence.
	Is action required? 
(If yes, update your charity’s Action Plan.)

	1. Does your charity comply with the rules in its governing document that deal with accountability to members?

For example:
· The charity reviews its processes to ensure they comply with rules set out in its governing document.
	
	
	

	2. Does your charity tell its members about its activities, financial circumstances and any significant changes that may occur?

For example:
· The charity has regular communication with its members through email, newsletter, website, social media.
· The charity produces an annual report for members which includes financial information and achievements towards the charity’s purposes.
· The charity has a process for communicating any significant changes, and seeking input from members.
	
	
	

	3. Does your charity allow its members to ask questions, vote on resolutions and raise concerns?

For example:
· The charity holds an annual general meeting (AGM) and includes a ‘question and answer’ session.
· There is a process in place for members to propose resolutions and to vote on them.
	
	
	

	4. Does your charity make it clear to members how they can participate in its governance?

For example:
· The governing document sets out how Responsible People are nominated and elected and it is available on the Charity Register.
	
	
	

	5. Does your charity know how it deals with complaints from members?

For example:
· There is a process in place for receiving, assessing and responding to complaints.
· The charity keeps records are kept of members’ complaints and resolutions.
	
	
	



Part 3: Governance Standard 3 – Compliance with Australian laws
[image: ]Like all Australians, your charity must comply with Australian law. Governance Standard 3 requires your charity to not act in a way that, under Commonwealth, state or territory law, could be dealt with as: 
· an indictable offence (a serious crime generally tried by a judge and jury), or 
· a breach of law that has a civil (not criminal) penalty of 60 penalty units (currently $12,600) or more. The value of penalty units are set out in the Crimes Act 1914 (Cth).
	Questions for your charity and examples of reasonable steps it can take.

	Response:
· Yes
· No
· N/A
	Describe the steps your charity taken and demonstrate evidence.
	Is action required? 
(If yes, update your charity’s Action Plan.)

	1. Does your charity know and keep up to date with its local, state/territory and federal regulatory obligations?
Note: key areas of regulation may include fundraising, employment, work health and safety, and privacy laws.

For example:
· The charity stays up to date with its obligations by subscribing to regulator and peak body newsletters and checking regulators’ websites for any changes that may affect the charity.
· The charity gets professional advice if it is uncertain about its obligations.
	
	
	

	2. Does your charity know if it is complying with its regulatory obligations?

For example:
· The charity understands its regulatory obligations.
· The charity has a process in place to identify and manage compliance risks, including the risk of misuse from terrorism financing and other serious criminal activities.
· The charity’s staff are trained to identify warning signs that may indicate financial wrongdoing.
· The charity has processes allowing staff, volunteers and beneficiaries to report suspected wrongdoing without fear, recrimination or disadvantage.
	
	
	





[image: ]Part 4: Governance Standard 4 – Suitability of Responsible People
Governance Standard 4 requires your charity to take reasonable steps to be satisfied that its Responsible People have not been disqualified:
· from managing a corporation under the Corporations Act 2001 (Cth), or
· from being a Responsible Person in the previous 12 months by the ACNC Commissioner. 
If your charity is not satisfied this is the case with a prospective Responsible Person, it must not appoint that person. If they are already serving as a Responsible Person, your charity must take reasonable steps to remove them as a Responsible Person for the charity.

	Questions for your charity and examples of reasonable steps it can take.

	Response:
· Yes
· No
· N/A
	Describe the steps your charity taken and demonstrate evidence.
	Is action required? 
(If yes, update your charity’s Action Plan.)

	1. Has your charity searched the ASIC Register of banned and disqualified persons for each of its Responsible People, and has it kept a record of this search?

For example:
· The charity has a process in place to check the ASIC Register before a Responsible Person is appointed.
· The charity searches the ASIC Register for current Responsible People regularly.
· The charity keeps records of the search results.
	
	
	

	2. Does your charity take other steps to ensure its Responsible People are suitable prior to their appointment?

For example:
· The charity has a process in place for recruiting, screening and appointing new Responsible People that includes relevant background checks.
	
	
	

	3. Does your charity take steps to ensure its Responsible Persons remain suitable once appointed?

For example:
· Each Responsible Person is required to sign a declaration confirming that they:
· are not disqualified
· understand what it means to be disqualified, and
· will advise the charity if their circumstances change.
· The charity keeps a record of declarations.
	
	
	

	4. Does your charity take steps to remove a Responsible Person when they are found to be not suitable? 

For example:
· The charity has a process in place to remove a Responsible Person if they are found to be disqualified.
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Governance Standard 5 requires your charity to take reasonable steps to ensure its Responsible People meet specific duties (listed below), and that they understand the responsibilities of their role. It is crucial that your Responsible People know and thoroughly understand these duties. 
The most common compliance risks that we see involve Governance Standard 5. These include concerns with identifying and managing conflicts of interest, failure to address potential harm to beneficiaries, and financial mismanagement. 
It is the responsibility of your charity to take reasonable steps to ensure its Responsible People comply with Governance Standard 5. The steps will vary depending on your charity’s particular circumstances. 
Your charity must take reasonable steps to ensure that its Responsible People understand and carry out the following duties: 
· Governance Standard 5(a): Act with reasonable care and diligence
Your charity’s Responsible People are in a position to guide and monitor the management of the charity. This duty requires Responsible People to be informed of the charity’s activities, monitor its policies, understand its financial position, and to make adequately informed independent judgements on matters that come to them for decisions. 

· Governance Standard 5(b): Act in good faith in the best interests of the charity and to further its purposes
Your charity’s Responsible People must make decisions by honestly considering what would be in the best interests of the charity and further its charitable purposes. Where there is a potential or actual conflict of interest, your charity’s Responsible People should put the charity’s interests above their own interests.

· Governance Standard 5(c) and (d): Not misuse the position or information they gain as a Responsible Person
Your charity’s Responsible People must not use their position, or information obtained through their position, to gain an advantage for themselves or someone else or to cause detriment to the charity.

· Governance Standard 5(e): Disclose any actual or perceived material conflicts of interest
Your charity’s Responsible People must disclose any situation where they may appear to have a conflict between their duty to act in the best interests of the charity and a personal interest for themselves or someone else. They should not discuss or vote on any matter where there is such a conflict. 

· Governance standard 5(f): Ensure the charity’s financial affairs are managed responsibly
Your charity should have appropriate financial management systems, processes and procedures in place relative to its size, circumstances, and complexity of its financial affairs.

· Governance standard 5(g): Not allow a charity to operate while insolvent
Your charity’s Responsible People must ensure that your charity can pay its debts when they are due. The Responsible People should regularly review the charity’s financial position and ensure there are enough funds to pay for its activities. The charity must not take on new debts if it will not be able to pay its bills when they are due.

	Questions for your charity and examples of reasonable steps it can take.
	Response:
· Yes
· No
· N/A
	Describe the steps your charity taken and demonstrate evidence.
	Is action required? 
(If yes, update your charity’s Action Plan.)

	1. Do your charity’s Responsible People understand their obligations to the charity?

For example:
· The roles and responsibilities are set out in a letter of appointment and during induction processes.
· The charity has a code of conduct that sets out expected standards.
· The Responsible People have a copy of the ACNC Governance for Good guide and attend ACNC webinars or other relevant training.
	
	
	

	2. Do your charity’s Responsible People understand the charity’s charitable purposes?

For example:
· The induction for Responsible People includes information about the charity’s purposes and its governing document.
· The Responsible People have a copy of the charity’s governing document.
	
	
	

	3. Do your charity’s Responsible People have the right skills and knowledge for their role?

For example:
· The Responsible People’s skills are reviewed and performance is evaluated.
· The charity provides relevant training for the Responsible People.
	
	
	

	4. Are your charity’s Responsible People familiar with the charity’s activities and financial position?

For example:
· The Responsible People receive regular, timely reporting on activities and finances.
· The Responsible People regularly review the charity’s financial position.
· The Responsible People ask questions about finances and obtain more information or advice when required.
	
	
	

	5. Do your Responsible People monitor the charity’s governance arrangements, including policies and procedures, to ensure they remain fit for purpose?

For example:
· The Responsible People have access to governance documents, including the policies and processes the charity uses.
· The charity has the necessary policies and procedures for the activities it undertakes: 
· a policy for safeguarding when working with vulnerable people;
· a policy to mitigate risks when working overseas or sending funds overseas; 
· a policy for working with partners who provide fundraising services.
· The charity employs people suitable for their designated roles, carries out appropriate screening procedures and provides adequate supervision.
	
	
	

	6. Does your charity take steps to ensure responsible decision-making?

For example:
· The Responsible People meet regularly and are expected to attend, prepare for and participate in meetings.
· The Responsible People receive timely, accurate and sufficient information for matters that come to them for decisions.
· The charity’s decision-making follows rules set out in the charity’s governing document.
· The charity has enough Responsible People that are independent from each other to allow for independent decision-making.
· Decisions are justified, transparent and documented in either meeting minutes, emails or handwritten notes.
· Delegations for decisions are clearly documented.
· The charity seeks independent, professional advice when appropriate.
	
	
	

	7. Does your charity have a process for disclosing and managing conflicts of interest?

For example:
· Responsible People are required to disclose potential conflicts of interest on appointment.
· Conflicts of interest is a standing agenda item at board or committee meetings.
· There is a policy in place for managing conflicts of interest, which includes a clear definition of a conflict of interest.
· The charity has a register for recording conflicts of interest.
	
	
	

	8. Does your charity have a process for identifying and managing related party transactions?

For example:
· The charity has a policy in place for dealing with related party transactions, including clear definitions of ‘related party’ and ‘related party transactions’.
· The charity has written agreements in place with any related parties.
· The charity has a register for recording related party transactions.
	
	
	

	9. Does your charity take measures to ensure its funds and assets are managed responsibly?

For example:
· The charity has a system in place for keeping track of the charity’s funds.
· The charity’s financial delegations are appropriate and are reviewed regularly.
· Other financial controls are in place to protect against risks such as fraud, terrorism financing and misuse of funds. These include the need for multiple signatories for payments, proper retention of receipts, acquittal process for expenses, securely storing online banking passwords and appropriate records of transactions.
· The Responsible People approve and monitor a budget. 
· The charity has appropriate insurance.
· The Responsible People regularly review the charity’s financials to ensure it has adequate reserves and is not at risk of insolvency.
	
	
	

	10. Does your charity manage its risks?

For example:
· The Responsible People regularly conduct reviews of the charity’s risks and its risk management.
· There are processes in place for identifying and managing the charity’s risks, including compliance, financial, operational and reputational risks.
· The charity’s risks are recorded in a Risk Register.
· The charity has ways for volunteers and employees to raise concerns, and there are whistleblower protections.
	
	
	



[image: ]Part 6: Governance Standard 6 – Maintaining and enhancing public trust and confidence in the Australian Not-for-profit sector 
Governance Standard 6 requires your charity to take reasonable steps to become a participating non-government institution if the charity is, or is likely to be, identified as being involved in the abuse of a person:
· in an application for redress made under section 19 of the National Redress Scheme for Institutional Child Sexual Abuse Act 2018 (Cth) (Redress Act) or
· in information given in response to a request from the National Redress Scheme Operator (the Secretary of the Department of Social Services) under section 24 or 25 of the Redress Act.
This could include a registered charity named in the Royal Commission into Institutional Responses to Child Sexual Abuse, but which may not have been identified so far in a redress application.
	Questions for your charity and examples of reasonable steps it can take.

	Response:
· Yes
· No
· N/A
	Describe the steps your charity taken and demonstrate evidence.
	Is action required? 
(If yes, update your charity’s Action Plan.)

	1. Has your charity been, or is your charity likely to be, identified as being involved in the abuse of a person by being subject to a redress application, or been identified in a response to a request for information under the Redress Act? 
	
	
	

	2. Is your charity a participating member of the Redress Scheme, or taking reasonable steps to join the Redress Scheme?
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Your charity must keep two types of records: 
· financial records
· operational records.  
A record is an account in permanent form of facts, events or transactions that shows your charity has: 
· operated or acted in a particular way, or
· spent or received money or other assets. 
These records are usually in written or printed form. They must be kept easily accessible for seven years and must be in English or easily convertible into English. 
	Questions for your charity and examples of reasonable steps it can take.

	Response:
· Yes
· No
· N/A
	Describe the steps your charity taken and demonstrate evidence.
	Is action required? 
(If yes, update your charity’s Action Plan.)

	1. Does your charity keep records that show its income, expenses, assets, liabilities and financial transactions for seven years?

For example:
· The charity has a policy for the retention and storage of financial records.
	
	
	

	2. Does your charity keep records that show its activities and operations for seven years?

For example:
· The charity has a policy for the retention and storage of operational records.

	
	
	

	3. Does your charity keep a record of its assets?

For example:
· The charity keeps an asset list or register.
· The charity keeps a record of who uses assets and for what purpose, including vehicle log books.
	
	
	

	4. Does your charity have a system or process to ensure that it meets its record-keeping obligations?

For example:
· The charity has completed the ACNC record-keeping checklist.
· The charity has policies and processes for record-keeping that cover:
· what records are kept, how they are secured and who is responsible;
· how sensitive records are secured and who has authorised access; and
· requirement for records to be kept for seven years. 
· The charity regularly backs up electronic records and stores them securely.
· The charity stores paper records securely.
	
	
	





[image: ]Part 8: Reporting obligations
Your charity must report annually to the ACNC by submitting an Annual Information Statement (AIS). This is due within six months of the end of your charity’s reporting period. If your charity is medium or large, it needs to submit a financial report with its AIS.
	Questions for your charity and examples of reasonable steps it can take.
	Response:
· Yes
· No
· N/A
	Describe the steps your charity taken and demonstrate evidence.
	Is action required? 
(If yes, update your charity’s Action Plan.)

	1. Did your charity submit its AIS on time for the last reporting period?

For example:
· The charity checked its records in the ACNC Charity Portal.
· The charity has documented its due date for the AIS.
· The responsibilities for completing and submitting the AIS are clear and understood.
	
	
	

	2. Does your charity need to submit a reviewed or audited financial report?

For example:
· The charity considers its revenue at the end of each financial year to determine whether it needs to submit a financial report.
	
	
	

	3. Does your charity ensure there are no errors in its AIS or financial report?

For example:
· The charity has a process in place to notify the ACNC of any errors in its AIS or financial report.
	
	
	





[image: ]Part 9: Duty to notify the ACNC
Your charity must notify the ACNC if any of the following details change:
· your charity’s legal name
· your charity’s Address For Service 
· your charity’s Responsible People
· your charity’s governing document 
Once aware of the change, your charity must notify us within 60 days if it is a small charity or 28 days if it is a medium or large charity. Notify us by filling out the relevant form in the Charity Portal.
Your charity must also tell us if it has breached its obligations to the ACNC, including the Governance Standards, in a significant way. Notify us of a significant breach as soon as possible, but no later than 28 days after becoming aware of the breach. For this notification, submit Form 3C: Notification of contravention or non-compliance.
	Questions for your charity and examples of reasonable steps it can take.
	Response:
· Yes
· No
· N/A
	Describe the steps your charity taken and demonstrate evidence.
	Is action required? 
(If yes, update your charity’s Action Plan.)

	1. Are your charity’s Responsible People and other details with the ACNC up to date?

For example:
· The charity checked the Charity Portal to confirm that all the current Responsible People are listed and other charity details are correct.
· Someone in the charity has responsibility for updating details in the Charity Portal within the required timeframes.
	
	
	

	2. Are your charity’s Responsible People aware of the charity’s obligations to notify the ACNC?

For example:
· The charity’s induction process for Responsible People includes an overview of important legal obligations and notifications.
	
	
	

	3. Does your charity report all significant breaches of its obligations to the ACNC?

For example:
· The Responsible People regularly review the charity’s compliance with ACNC obligations.
· There is a process in place to determine whether a significant breach has occurred and if it should be reported.
	
	
	





[image: ]Part 10: Action plan
	Action Item
	Issue
	Action required
	Timeframe
	Assigned to

	1
	Example: Our process on managing conflicts of interest is not documented.
	Create and implement a conflicts of interest policy
	1 June 20XX
	CEO

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	



More information
· Read My Charity and the ACNC: Guide to your charity’s obligations to the ACNC. 
· Read Governance for Good – the ACNC’s guide for charity board members.
· [bookmark: _GoBack]Learn more about the ACNC tools and resources for governing and managing your charity.

[image: ]Signing off
Self-evaluation completed by:

Full name:      ________________________

Position:         ________________________

Signature:       ________________________

Date:               ________________________


	Charity’s Responsible People:

Full name:     ____________________

Signature:     ____________________                            

Date:              ____________________                            


Full name:     ____________________

Signature:     ____________________                            

Date:              ____________________                            

	

Full name:     ____________________

Signature:     ____________________                            

Date:              ____________________                            


Full name:     ____________________

Signature:     ____________________                            

Date:              ____________________                            

	

Full name:     ____________________

Signature:     ____________________                            

Date:              ____________________                            


Full name:     ____________________

Signature:     ____________________                            

Date:              ____________________                  
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