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Vision . . . 
 
By 2024 the Newcastle Art Space will have been re-imagined physically, organisationally, 
culturally and creatively; enriching the cultural experiences of Newcastle and beyond as a 
dynamic, innovative, contemporary, arts’ hub; where artists, arts and audiences mingle: a 
creative hub that is self-sustaining, profitable and entrepreneurial. 
 
To reactivate Newcastle Art Space as a dynamic, innovative, contemporary, arts’ hub; where 
artists, arts and audiences mingle.  Newcastle Art Space will;  
  

● kindle a collaborative and supportive environment where emerging visual artists and 
arts’ administrators thrive under the guidance of experienced colleagues and mentors; 
 

● develop organisational structures, systems and processes to ensure decisions made 
are responsive, transparent and accountable, guaranteeing operational efficiency; 
 

● continue to support our current Art Prizes and initiate further support for artists by 
obtaining future prize sponsorship opportunities; 
 

● cultivate significant community partnerships through strategic alliances across public, 
private and benevolent sectors; 
 

● influence future innovation and leadership in the creative and cultural sector; 
 

● inspire curiosity about innovative and contemporary art experiences across all 
generations;  
 

● make the world of art welcoming and accessible using dynamic and flexible spaces to 
present an annual calendar of outstanding experiences, exhibitions and events; 
 

● embolden an arts precinct in Newcastle, through collaboration with other arts’ 
organisations and local businesses; where communities across generations and 
cultures merge and enjoy their experiences together. 

 
References: 
Newcastle Art Space Strategic Plan 2020 – 2024 based on . . . 
 
The Chairman’s Report 2018 tabled at the Newcastle Art Space AGM May 2019 
The General Manager’s Report tabled at the Newcastle Art Space AGM May 2019 
Strategic Direction page distributed by the Newcastle Art Space Chairperson 
Strategic Plan Document from … meeting held to discuss Strategic Plan with Artists Group 
in 2019 
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1. THE CONSTITUTION (2007) 
 
Purpose 
The constitution of a company sets out certain rights, roles and responsibilities of 
shareholders and directors and rules which govern various internal management activities 
such as meetings of stakeholders and directors.  
 
The Constitution is a fundamental component of the governance framework.  
 
The Constitution has the effect of a contract between: 

• the company and each member; 
• the company and each director 
• the company and the company secretary 
• a member and each member. 

 
The Constitution covers a range of rules including: 
 

• the appointment, removal and powers of directors; 
• procedures for conducting director meetings; 
• responsibility for developing the organisation’s policies and procedures. 
• rules regarding distribution of company funds. 

 
POLICY 
 
The Constitution of Newcastle Community Arts and Adult Education Centre trading 
as Newcastle Art Space outlines the organisation’s purpose, objectives and defines 
the rules and processes whereby these can be achieved. 
 
The full Constitution of Newcastle Community Arts and Adult Education Centre 
trading as Newcastle Art Space is available to all Board Directors, Company 
members and other interested parties. 
 
A copy of Newcastle Community Arts and Adult Education Centre trading as Newcastle Art 
Space Constitution must be lodged with the Australian Securities and Investment 
Commission (ASIC). 
 
The Constitution (2007) of Newcastle Community Arts and Adult Education Centre 
trading as Newcastle Art Space will be reviewed and updated to be in accordance 
with ASIC and Australian Charities and Not for profits Commission (ACNC) best 
practice in 2020. 
 
 
Reference 
 
https://aicd.companydirectors.com.au/-/media/cd2/resources/director-
resources/director-tools/pdf/05446-5-6-mem-director-rob-companyc_a4-web.ashx 
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2. The Board Charter 
Definition 
A board charter is defined as a written policy document that clearly sets out the respective 
roles, responsibilities and authorities of the board of directors (both individually and 
collectively), setting the direction, control and management of the organisation.  
 
The Purpose  
A board charter for Community Arts & Adult Education Centre of Newcastle Ltd trading as 
Newcastle Art Space’s Newcastle Art Space serves a number of important functions.  
 
As the top level policy document, the charter:  

•• serves as a reminder for the board of the legal framework within which it operates;  
•• documents the policies that the board has decided upon to meet its legal and other 

responsibilities;  
•• assists the corporation’s leadership in delivering good governance;  
•• allows communication of the board’s policies and expectations to management;  
•• sets out the functions and responsibilities of the board and of management;  
•• provides guidance and comfort to shareholders that the board has implemented 

robust governance processes;  
•• is a point of reference for disputes;  
•• serves as an induction tool for new directors and management.  

 
As a top level process, the charter:  

• encourages the board to focus on how they can continuously improve their 
governance processes for the benefit of the organisation;  

• provides a forum for discussing ‘hard-to-mention’ governance issues;  
• serves as a team development vehicle for both the board and the management team, 

helping to clarify roles and expectations.  
 
There are four major elements of the Board Charter:  

1. Defining governance roles requires the board to elaborate on the role of the board, 
policies related to board composition and conflict of interests and the specific 
expectations of the various key governance players, as follows:  

• Board election, composition, conflict of interest and confidentiality 
• Role of the Board 
• Role of the Chair  
• Role of the Treasurer  
• Role of the Company Secretary 
• Role of individual Directors  
• Role of the Business Manager 
• Role of the Gallery Manager 

 
2. The following principles (governance literature suggests) are central to the sound 

functioning of all boards.                                                                                     
• Purpose and Strategy 
• Roles and Responsibilities 
• Risk management 
• Board effectiveness Performance  
• Accountability and transparency 
• Stakeholder engagement 
• Conduct and compliance 
• Culture 
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3. Improving board processes concentrates on the actual activities of governance  
policies in relation to  

• the conduct of meetings: standing orders  
• the Agenda  
• Board papers  
• Board calendar, and  
• the role and function of Board committees  

 
4. Board effectiveness reviews a range of activities required to ensure that directors are 
best equipped to undertake their role. They are:  

• Directors protection  
• Board evaluation  
• Director remuneration  
• Director selection  
• Director induction  
• Director development 

 
5. The Process for developing and reviewing the Charter is outlined in the Transparency 
and Accountability Policy within this document. 

 
The Board  
Election 
The Constitution (2007) stipulates that the board is to consist of a maximum of seven 
Directors and a minimum of five who have full voting rights; up to three members may be 
appointed ex-officio to the Board, by the Board, with no voting rights. 
 
Directors are voted onto the Board by the company members at the Annual General meeting 
(AGM). 
 
The AGM must occur within 5 months of the end of the financial year, for NAS the Financial 
year is January to December. 
 
Voting occurs annually at the Annual General meeting (AGM), all Board members must be 
physically present at the AGM to present their reports. 
 
Only members who have been financial for 6 months may vote at the AGM and become 
board members. 
 
The Office-bearers of the Board are appointed by the Board at the Board Meeting 
immediately after the AGM.  
 
Composition, Conflict of Interest and Confidentiality Policies 
The Board Membership will 
 

• be a balanced body of volunteers who are impartial in respect to the organisation and 
who make decisions based on facts presented, data collected and targets achieved. 
They are objective, act impartially and in the best interests of the Newcastle Art 
Space 
 

• avoid conflicts of interest arising from business, financial interests, previous 
employment, personal, religious and political beliefs 

 
• consist of volunteers who understand financial, administrative, legal and human 

resources and key elements of not for profit charity governance  
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• have at least one member who is a resident Newcastle Art Space studio artist 

 
• keep Board matters confidential in accordance with legal requirements and out of 

respect for Board members and ex-officio attendees. 
 
The Constitution stipulates the Newcastle Art Space organisation is non-religious and 
apolitical. Therefore the Board is not to be compromised by a member’s religious or political 
beliefs. 
 
The Board members must have minimal conflict of interests within and outside the 
organisation.   
 
To avoid potential personal / professional conflict of interest the Newcastle Art Space Board 
 

• will not permit a member of the Board to become an employee of the organisation 
within 12 months of being on the Board and 

 
• conversely an employee is welcome to become a Board member after a period of 12 

months from the date of ceasing employment with the Organisation. 
 
All conflict of interests as they arise need to be declared and recorded on the Board’s 
Conflict of Interest register. 
 
The Role of the Board 
The Board of Newcastle Art Space as an incorporated body has total authority, under the 
law, that authority is strategically delegated to Directors and, through them, to Management. 
 
Final decisions on important issues must always be made by the Board.  
 
It is up to the Board to create an organisational structure, Delegation Policy and an annual 
Delegation Register to make it possible to carry out the company’s vision and mission 
effectively and efficiently.   
 
The Board must 

• Establish a clear mission and vision 
• Identify the organisation's core values. What are the guiding principles that drive the 

group's response to events? 
• Define the organisation's programs and services. Assessing the need in the 

community, analysing opportunities, and developing a strategic plan based on your 
resources. 

• Obtain needed resources and community support. The Board need to be comfortable 
'selling' the mission of the group and participating in sponsorship fundraising 
activities.  

• Provide financial oversight and ensure the organisation meets its legal and financial 
requirements 
Develop budgets, monitoring program activities by tracking key performance 
indicators, managing investments, and reviewing financial statements. 

• Develop appropriate risk management practices. Gain an understanding of the risks 
the organisation faces and its ability to obtain insurance for some of those risks. 

• Select leaders for management positions. Choosing the Business Manager and 
monitoring their performance.  

 
Governance is not necessarily about doing: it is about ensuring things are done.  



Community Arts & Adult Education Centre of 
Newcastle Ltd trading as Newcastle Art Space Review 11 February 2020    |   Page 7

 
                                                                                     Community Arts & Adult Education Centre of Newcastle Ltd  
                                                                                                                                 trading as Newcastle Art Space 
 

Review 11 February 2020  7 

 
The Board must be definite about its performance expectations, assign these 
expectations clearly, and check to see that these expectations are being met. 

 
Board Standing Orders 
Election of office bearers 
Officers of Community Arts & Adult Education Centre of Newcastle Ltd trading as Newcastle 
Art Space shall be elected by the method specified in the organisation’s constitution. The 
officers shall hold their office from the time of the declaration of the polls following any 
election for the position.   
 
Where election of the Board Executive is not specified in the constitution, the positions shall 
be filled by an election among board members at first meeting after the Annual General 
Meeting.    
 
The mode of election in any election shall be by ballot. 
 
Notice of meeting 
The chair shall ensure that all board members have 14 days-notice of the date, time and 
place of the next meeting.   
 
Minutes of any meeting of the board shall be circulated to all members before the scheduled 
date of the next meeting. The minutes shall record  
 

 the date, time and venue of the meeting;  
 the names of those members and officers present;  
 the name of the chairperson;  
 any apologies tendered;  
 any failure of a quorum;  
 a list of items considered;  
 any resolutions pertaining to those items; and  
 details of any declarations of pecuniary interest. 

 
Any other matters may be recorded at the discretion of the chair.  
 
Ordinary meetings of the board shall be held at the dates, times, and places decided by the 
board from time to time, except that six meetings shall be held in any one year.  
 
A special meeting of the board shall be called at any time at the request of no fewer than 
three board members. Fourteen days-notice must be given of any such meeting.  Where 
possible, an agenda and any supporting papers should be circulated with the notice of 
meeting. 
 
Quorum 
The quorum for any board meeting as laid down in the Constitution is four, two must be the 
Chair, Secretary or Treasurer. The quorum for the meeting of any other committee shall be 
as laid down in the committee’s terms of reference, or if not there specified shall be as 
adopted by the committee.  
 
At any point after the opening of a meeting any member of the board may call attention to 
the lack of a quorum.  The meeting shall then terminate.  
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Voting 
The chair must receive and to put to a vote any properly seconded motion moved by any 
member of the board, including motions dissenting from decisions by the chair.  
 
The mode of voting (show of hands, ballot, etc.) shall be as determined by the chair from 
time to time.  
 
Members of the board may vote for any motion or may abstain.  A motion shall be declared 
carried if a plurality of members present (that is, a majority of members present and voting) 
vote in its favor.  
 
In the event of an equality of votes for and against a motion, the Constitution stipulates the 
chair will vote in the affirmative. 
 
Members’ interests 
No members shall vote or take part in the discussion of any matter at any meeting where 
they, directly or indirectly, have any pecuniary interest as defined in law, other than an 
interest in common with the public, or with the clients of the organisation, or with the staff of 
the organisation. 
 
Every member present when any matter is raised on which they directly or indirectly have a 
pecuniary interest, apart from any interest in common with the public, is under a duty to fully 
declare any such interest to the meeting. This disclosure, and any subsequent abstention of 
such member from discussion and voting on the item, are to be recorded in the minutes. 
 
Speaking 
Members may speak to any motion when granted the right to speak by the chair. The chair 
shall grant priority to members who express an intention to move dissent with a decision of 
the chair. 
 
In speaking to any motion or amendment, members are to confine their remarks strictly to 
such motion or amendment, and shall not introduce irrelevant matters or indulge in needless 
repetition. In this matter, the chair's ruling is final and not open to challenge. 
 
Amendment 
The board may amend these standing orders at any time either permanently or for a 
specified period.  
 
Other matters 
The chair is to decide all questions where these standing orders make no provision or 
insufficient provision. 
 
In reaching its decisions the chair is to take account of, but not to be bound by, Robert’s 
Rules of Order (http://www.rulesonline.com/). 
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Board Duties 
 
Duty Statement: Board Chair  
 
 Small Organisations 
Governance Provide leadership to the organisation 
 Ensure [in partnership with the Board] that the organisation’s 

objectives, goals and mission are being followed 
 Ensure [in partnership with the Board] that the organisation 

develops in the appropriate direction 
 Ensure [in partnership with the Board] that the organisation 

operates in an ethically, environmentally, and socially responsible 
fashion 

Planning Produce [in partnership with the Board] a Strategic Plan for the 
organisation 

 Ensure [in partnership with the Board] the regular review and 
development of the Strategic Plan 

Meetings Ensure that appropriate standing orders are in place 
 With the Secretary, prepare the agenda in advance of the meeting 
 Chair Board meetings according to Standing Orders 
 Rule on issues of meetings procedure not covered in the Standing 

Orders 
 Report to the Annual General Meeting on the situation of the 

organisation 
 Chair General Meetings according to Standing Orders 
Administrative & 
Management 

Chair the Executive Committee between Board meetings 

 Assign [in partnership with the Board] administrative duties to 
Board members and volunteers 

 Personally carry out administrative duties as assigned 
 Manage the business of the Board 
 Manage the recruitment, induction, and training of Board members 

[in partnership with the Board] 
 Manage [in partnership with the Board] the assessment, review 

and renewal of the Board 
 Manage the organisation’s grievance procedures 
 Ensure the harmony of Board deliberations 
 Manage [in partnership with the Board] the succession of the 

position of Chair 
Media Under the organisation’s Media Policy, serve as spokesperson for 

the organisation as appropriate 
Promotion Promote the organisation in the community as opportunities arise 
Negotiation Serve [as nominated by the Board] in negotiation with other 

organisations 
Legal Ensure that  

• the modes of performance of all legal requirements are 
featured in the procedures manual  

• the performance of all legal requirements is reported to the 
Board  

• the performance of all legal requirements is fully documented. 
 Ensure that all legal requirements are met 
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Finance  
With the Treasurer, ensure the organisation’s financial control 
procedures are adequate and that risk management strategies are 
in place 

Other duties As for Board members (below) 
 
Duty Statement: Board Treasurer 
 
 Small  
Governance Ensure that the Board maintains the degree of financial literacy 

necessary to conduct the business of the organisation 
 Advise the Board on matters of finance  
 Advise the Board on fundraising  
 Ensure that appropriate financial policies and procedures are in 

place and fully documented  
Planning Produce [in partnership with the Board] a Business Plan for the 

organisation 
 Ensure [in partnership with the Board] the regular review and 

development of the Business Plan  
Meetings Report to the Board at each meeting on the financial situation of 

the organisation 
 Report to the Board at each meeting on variances from the 

approved budget  
 With the Secretary, place any necessary financial items on the 

Board agenda in advance of the meeting 
 Report to the Annual General Meeting on the financial situation of 

the organisation 
Administrative & 
Management 

Serve on the Executive Committee between Board meetings 

 Personally carry out financial duties as assigned 
 Oversee and scrutinise the books of the organisation 
 Ensure the organisation’s financial records are adequate, 

protected, backed up, and accessible. 
 Manage the organisation’s banking 
 Maintain the organisation’s asset register 
Finance Ensure the organisation’s financial control procedures are 

adequate and that appropriate safeguards against fraud are in 
place 

 Ensure that risk management strategies (including appropriate 
insurances) are in place 

 Supervise the collection and receipting of all money due to 
the organisation and make all payments authorised by the 
organisation 

 Oversee the organisation’s investment strategy and report to the 
Board 

 Prepare the Budget for the coming year 
 Review income and expenditure against the budget on a 

continuous basis 
Legal Ensure the organisation’s compliance with all applicable tax 

arrangements 
Other duties As for Board members (below) 
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Duty Statement: Board Secretary 
 
Governance Ensure the preparation and adoption of appropriate Board policies  
Planning Produce [in partnership with the Board] a Marketing Plan for the 

organisation 
 Ensure [in partnership with the Board] the regular review and 

development of the Marketing Plan 
 Ensure that appropriate standing orders are in place 
Meetings Organise the venue for Board meetings 
 With the Chair, prepare the agenda in advance of each Board 

meeting 
 Organise meeting papers for distribution before the meeting 
 Take minutes at each Board meeting and circulate to Board 

members  
 Take minutes at each General Meeting and circulate to 

members of the organisation 
Administrative & 
Management 

Serve on the Executive Committee between Board meetings 

 Serve on Board committees as required 
 Supervise the maintenance  of a register of members 
 Oversee the procedures for the admission of new members  
 Oversee the procedures for the resignation of members  
 Oversee the procedures for the discipline, suspension and 

expulsion of members 
 Organise General Meetings and notify members in advance  

 Receive nominations for positions on the Board 

 Keep in their custody all books, documents and securities, 
and make them available to members as requested  

 Personally carry out administrative duties as assigned by the Chair  
Media Ensure preparation and adoption of a Media policy 
 Under the Media Policy, serve as spokesperson for the 

organisation as appropriate 
Promotion Promote the organisation in the community as opportunities arise 
Negotiation Serve [as nominated by the Board] in negotiation with other 

organisations 
Legal Keep the Common Seal of the organisation 
Other duties As for Board members (below) 

 
Duty Statement: Board Member 
 
 Small  
General On being elected to the Board, undertake induction and training 

procedures as provided by the Board 
Governance Consider, debate, and vote on issues before the Board on the 

basis of the best interests of the organisation only 
 Comply with the rules, policies, and standing orders of the 

organisation 
Planning Review and approve the organisation’s Strategic Plan, and other 

consequential arrangements (Business Plan, Marketing Plan, etc) 
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Meetings Attend all meetings, or, if absolutely unavoidable, apologise in 
advance for absence 

 Where Board papers are circulated in advance of the Board 
meeting, read papers and consider issues before the meeting 

 Contribute to the discussion and resolution of issues at meetings 
and otherwise as appropriate 

Administrative & 
Management 

 

 Serve on Board committees as required 
 Review and approve the organisation’s systems for financial 

control and risk management 
 Undertake administrative duties as required 
Media Make comments to the media only as provided in the 

organisation’s Media Policy 
Promotion Promote the organisation in the community as opportunities arise 
Fundraising Participate enthusiastically in any fundraising approved by the 

Board 
Legal & Ethical Avoid making any improper use of their position in the 

organisation so as to gain any material advantage for 
themselves, or for any other person, or to the detriment of the 
organisation 

 Avoid making any improper use of any information acquired 
by virtue of their position in the organisation so as to gain any 
material advantage for themselves, or for any other person, or 
to the detriment of the organisation 

 If they have any direct or indirect pecuniary interest in any 
contract with the organisation, inform the Board immediately 

 If they have any direct or indirect pecuniary interest in any 
contract with the organisation, not vote in the Board on that 
issue 

 If they have any non-pecuniary conflict of interest in any matter 
before the Board, or believe that the perception of such a conflict 
might arise, inform the Board immediately and follow the Board’s 
rulings as to proper procedure  

 At all times conduct Board business politely and with consideration 
for others, without ill feeling, improper bias, or personal animus  

   
Duty Statement: Business Manager 
 
1.  Provides prompt and professional dealings with mail, phone and face to face 
 enquiries, manages all hiring, rental and leasing arrangements.  
2.  Ensures the smooth day-to-day operations of the site, including organising cleaning, 
 maintenance and general safety procedures and expectations.  
3.  Manages selection of studio artists, interns and volunteers developing and then 
 providing them with an induction to NAS and TAFE requirements.  
4.  Develops job descriptors, selects, inducts, co-ordinates work hours, mentors and 
 guides interns and volunteers  
5.  Manages and maintains all documentation required for licensing, insurance and 
 general compliance with ATO, ASIC, ACNC DGR status with Treasurer and 
 accountants.  
6.  Prioritises work, meets deadlines and negotiates flexible working hours, as required.  
7.  Develops procedures and systems to meet the overall organisational aims in 
 accordance with the Board’s Strategic Direction and Policies  
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8.  Recommends and implements changes and adaptations as required; to adjust job 
 descriptor; improve organisational functions and outcomes.  
9.  Facilitates staff, board and artist communication.  
10.  Understands the Board is the highest authority in the company; works closely with 
 the Chair or delegate, maintains Board confidentiality and publicly supports all Board 
 decisions.  
11.  Represents the public face of NAS in the community, promoting the organisation in a 
 positive manner at all times, personally and online. Manages and regularly updates 
 website, Facebook and Instagram  
12.  Achieves negotiated performance targets. 
  
Duty Statement: Gallery Manager 
To be determined 
 
Board and staff relationships 
The Board of a not-for-profit agency is the highest authority in the organisation.  
 
The Board decision on a matter is final. 
 
When staff can't agree to implement board policy, the staff member will need to resign.  
 
The Board provides purpose, leadership and overall strategy, and it has the responsibility of 
assuring the public that the organisation's finances are sound, its operations are legal, and 
its procedures work.  
 
The staff has an understanding of the day-to-day working of the organisation.  
 
Governance and management 
The Board provides the framework of governance; the staff manages within that framework.  
 
The functions are separate and different but they should operate as a partnership.  
Confusion in an organisation about roles and responsibilities, leads to conflict, inefficiency, 
low morale and irritation.  
 
Management has to be done by a manager and the team.  
 
The Boards provides objective guidance; staff are too close to the organisation to provide 
the clear-headed objectivity required for a governance role. 
 
Partnership 
As a small community group Newcastle Art Space has a Business Manager in charge of the 
‘day to day’ management and its board has a chair. These two roles complement each 
other, it is vital that the individuals who fill these roles maintain a good working relationship. 
 
The entire Newcastle Art Space board and the organisation's staff should work together to 
create a productive relationship: both parties being committed to working for the good of the 
organisation in accordance with its Vision and Strategic Plan. 
 
Clarifying the roles 
Board responsibilities: 

• Setting long-term goals 
• Having the final say when determining yearly objectives 
• Ensuring the mission of the organisation is adhered to 
• Finalising budgets and allocating funds 
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• Approving any changes or additions outside the budget 
• Taking responsibility for the company's financial records 
• Evaluating programs, services, and products 
• Evaluating board members and their performance 
• Employing the organisation's managers, setting the compensation package and 

evaluating the performance 
• Appointing new board members to roles and evaluating the board's performance 
• Taking ultimate responsibility for all legal matters 
• Taking ultimate responsibility for compliance with regulatory requirements (e.g. 

annual general meeting, annual returns, audit) 
• Appointing auditors and approving the audit of the financial records 
• Managing Board appointed committees 
• Maintaining and building the organisation's public profile 

 
Staff responsibilities: 

• Providing information to the board, including recommendations for action 
• Supporting the board's planning function; vision and strategic plan 
• Determining community needs 
• Operating programs and reporting on their successes and shortcomings to the Board 
• Evaluating performance 
• With Board approval; organising events, fundraising activities, etc.  
• Managing volunteers and itinerant staff  
• Implementing board decisions 
• Performing day-to-day financial operations 
• Monitoring and managing daily operations efficiently and effectively 

 
Joint Board / Staff responsibilities: 

• Discussing ideas and forming long-term goals 
• Planning organisational strategies 
• Designing programs to achieve our mission and vision 
• Proposing fundraising ideas 
• Ensuring risk management programs are implemented 
• Ensuring that achievements are recognised and documented 
• Promoting the organisation 

 
Safeguarding the mission and vision  
The Board is the guardian of the Newcastle Art Space mission and vision – i.e. what it plans 
to achieve, where it wants to be and how it plans to get there.  
 
Its prime role is to keep the vision alive by taking a leading role in planning for the future of 
the Organisation.  
 
This is an important role for the Board because it is removed from the day-to-day concerns 
of the staff, the Board is ideally placed to stand back and take a detached view of potential 
future directions. 
 
Strategic planning 
Strategic Planning enables the organisation to think through and document what is being 
done, for whom, why is it being done and when it will be achieved..  
 
The strategic planning process encourages examination of established directions and 
strategies for contemporary relevance and results.  
 
This is a key board responsibility. 
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Legal and financial accountability  
The Board is responsible for ensuring the organisation meets its legal requirements and 
remains accountable to donors and other stakeholders.  
 
Some of these responsibilities include ensuring the organisation: 

• acts according to its stated mission and for the purpose for which it receives any tax 
exemptions  

• conforms to all state and territory laws 
• finalises and approves the annual budget 
• meets audit requirements  
• manages risk. 

 
Responsibility for Employment 
Staff are employed by the Board in accordance with the Recruitment Policies and 
Procedures and under the Fairwork Australia Guidelines.  
 
The Board may engage employees as paid, on-contract or as unpaid volunteers. No matter 
what the category the Recruitment Policies and Procedures apply to the employment of all 
staff. 
 
Selecting and overseeing the Management Team 
The Management Team will be selected following the Recruitment Policies and Procedures 
 

• A Business Manager is employed to manage the organisation’s day-to-day 
operations.  

• A Gallery Manager will be employed to oversee the Newcastle Art Space Exhibition 
Program working closely with the Board Gallery subcommittee and the Exhibition 
Committee. 

 
The Board is responsible for appointing the best or most appropriate persons for the 
positions.  
 
Once the management team is in place, the Board must monitor managers’ performances, 
support and dismiss if necessary. 
 
Directors appointed to liaise with and mentor employees; paid and volunteer 
The Board shall appoint such directors, as appropriate to the function of the employee, in a 
mentoring role (see The Constitution).  
 
Sponsorship and Fundraising 
The Board must ensure the organisation has adequate resources to achieve its program 
objectives – and, on a more basic level, that it can pay its bills.  
 
This includes: 

• incorporating Sponsorship and Fundraising into the Finance Committee 
• guiding sponsorship and fundraising plans 
• cultivating new prospects for staff to follow-up 
• identifying potential philanthropic, government or corporate grants or sponsors 
• making key visits to funders and maintaining regular contact 
• helping with expressions of thanks when appropriate. 
• delegating fundraising events to staff and volunteers. 
• making personal contributions. 
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• laying the groundwork with government, philanthropic foundations and corporations 
garnering support from these sectors. 

 
Advocacy 
The Board is the primary link between the organisation and everyone else. It should 
represent the interests of the group to the broader community and filter the diversity of 
stakeholder views back into the group.  
 
Board meetings 
The Board must hold meetings, the Newcastle Art Space constitution dictates, at least six 
times in a Financial year. Within this Charter The Board meets on the second Tuesday of 
every month with the possible exception of December / January.  
 
The conduct of meetings is according to standing orders and within a respectful context.  
 
Evaluating its own effectiveness 
The Board needs to regularly evaluate itself to ensure it remains representative, responsive 
and effective.  
 
Evaluation will follow the process outlined in the Transparency and Accountability Policy 
within the tis document. 
 
A  sub-committee may be set up specifically for this purpose. 
 
 
Newcastle Art Space Organisational Structure 
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3. BOARD RELATED POLICIES AND PROCEDURES 
 
Board Confidentiality Policy 
Introduction 
Board confidentiality is important because it   

• encourages open and frank discussion at meetings,  
• facilitates the development of vision, and the  
• implementation of an effective strategy to achieve that vision.  

 
Board confidentiality protects information that is confidential, personal, or relates to 
employment, commercial or legal matters. 
 
Purpose 
The purpose of this policy is to facilitate effective governance of Newcastle Art Space by 
ensuring Board confidentiality.  
 
Policy 
Board members, and any staff member who attends Board meetings, must keep confidential 
all information pertaining to matters dealt with by the Board.  This includes board meeting 
minutes, agendas, reports to the Board and associated documents, and information 
contained in those documents.    
 
The obligation to maintain confidentiality continues to apply even after a person has left the 
Board, either as a director or an employee.  
 
Maintaining confidentiality as a general rule will also help ensure observance by Board 
members of the following legal duty: 
 

A person who obtains information because they are, or have been, a 
member of the Board or an employee who has attended Board 
Meetings, must not improperly use the information to:  

 gain an advantage for themselves or someone else; or  
 cause detriment to the organisation.  

 
If a request is made for access to one or more Board Papers*, the Board may on a case by 
case basis resolve to provide access to the document/s.   
 
In considering this request, the Board will have regard to: 

• the importance of maintaining confidentiality to facilitate effective board meetings; 
• the importance of complying with the law – including privacy law - and recognizing 

that the law sometimes creates duties to disclose or protect information; 
• whether the person requesting the document is a member, and the important role of 

members in holding the Board accountable; and 
• the need to be consistent in the way that documents are treated, and the 

consequence of establishing any precedents or expectations. 
 
Nothing in this policy is intended to prevent the Board from seeking confidential legal, 
accounting, financial or other expert advice from independent professionals to assist the 
Board in carrying out its functions. 
 
Any person who is not a member of the Board but is present at a Board meetings (or part of 
a meeting) must maintain in confidence all information obtained as a result of their 
participation in the meeting. 
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* Board Papers means all written communications to Board member/s including without 
limitation monthly/quarterly board papers, submissions, letters, memoranda, board 
committee and sub-committee papers and copies of other documents referred to in any of 
the abovementioned documents made available to the Board member as a Board member 
during his or her time in office.  
 
Procedures 
Responsibilities 
The Chair is responsible for bringing this policy to the attention of prospective Board 
members.  
 
The Secretary must ensure that it is included in the induction kit for new Board members. 
 
Requests for access to Board Papers should be made to the Secretary who should include 
consideration of the request as an item on the Board agenda. 
 
The Secretary shall ensure that Board Papers are created, maintained and distributed in a 
manner which is consistent with their confidential status.  They shall be kept separately from 
other (non-confidential) documents and stored in a manner which limits access to them by 
unauthorised persons (including employees). 
 
In circumstances where a request for access to Board Papers has been made, and there is 
reason to believe that there are laws governing the disclosure or non-disclosure of the 
document, the Business Manager will obtain legal advice on the matter to assist the Board in 
its consideration of the request.   
 
Minutes of Board meetings are available for company members to read once they are 
ratified by the Board. 
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Conflict of Interest Policy 
Introduction 
The Board of Newcastle Art Space is committed to high standards of ethical conduct and 
accordingly places great importance on making clear any existing or potential conflict of 
interest. 
 
Purpose 
This policy has been developed to provide a framework for: 

• all Board Members in declaring conflicts of interest; and 
• the Board, when determining how to deal with situations of conflict. 

 
Policy 
A conflict of interest may occur if a financial interest or a relationship influences or appears 
to influence the ability of a board member to exercise objectivity. 
 
The Board provides objective guidance; employees or former employees are considered too 
close to the organisation to provide the clear-headed objectivity required for a governance 
role, therefore a period of 12 months is required before a board member can become an 
employee or an employee a board member. 
 
The Board places great importance on making clear any existing or potential conflicts of 
interest.  All such conflicts of interest shall be declared by the member concerned.   
 
All financial conflicts of interest, as defined by statute, shall be documented in the Board’s 
Conflicts of Interest Register.   
 
Where a Board member has an actual or perceived financial conflict of interest, as defined 
by statute, that Board member shall not initiate or take part in any Board discussion on that 
topic (either in the meeting or with other Board members before or after the Board 
meetings), unless expressly invited to do so by unanimous agreement by all other members 
present.   
 
Where a Board member has an actual or perceived financial conflict of interest, as defined 
by statute, that Board member shall not vote on that matter.   
 
Where a Board member has an actual or perceived conflict of interest related to their 
relationship with an employee or volunteer of the organisation, or any other person having 
dealings with the organisation, that Board member shall not initiate or take part in any Board 
discussion on that topic (either in the meeting or with other Board members before or after 
the Board meetings), unless expressly authorised to do so by the Board.   
 
Board members are not barred from engaging in business dealings with the organisation, 
provided that these are negotiated at arm’s length without the participation of the Board 
member concerned. 
 
A Board member who believes another Board member has an undeclared conflict of interest 
should specify in writing to the Secretary the basis of this potential conflict. 
 
The Board may supplement the definition of conflict of interest from time to time if it so 
wishes, and may specify the procedures to apply in such cases.  
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Responsibilities 
The Chair is responsible for bringing this policy to the attention of prospective Board 
members.  
 
All Board members are responsible for respecting this policy. 
 
Conflict of interest procedures 
Before a Board Member begins his or her service with the organisation, they shall file with 
the Secretary a list of their principal business activities, as well as involvement with other 
charitable and business organisations, vendors or business interests, or with any other 
associations that might produce a conflict of interest.   
 
This information should be documented in the Conflict of Interest Register  
 
Board members shall also file with the Secretary notification of any relationships between 
themselves and any employee or volunteer of the organisation, or any other person having 
dealings with the organisation that might reasonably give rise to the perception of a conflict 
of interest. 
 
Further, Members shall declare any conflicts of interest of which they become aware either 
at the start of the Board meeting concerned or when a relevant issue arises.  The nature of 
this conflict of interest should be entered in the meeting minutes. The nature of the conflict of 
interest should also be documented on the Conflict of Interest Checklist.  
 
Where a conflict of interest or potential conflict of interest, as defined below, is identified 
and/or registered, the Board member concerned shall leave the room as soon as that item 
comes up for discussion.  
 
The concerned Board member shall not vote on that issue, nor initiate or take part in any 
Board discussion on that topic (either in the meeting or with other Board members before or 
after the Board meetings), unless expressly invited to do so by unanimous agreement by all 
other members present.  The Board Member’s abstinence should be recorded in the 
meeting minutes. 
 
‘Conflict of interest’ is defined as applying in accordance with the statute, where a Board 
member stands to gain financially from any business dealings, programs or services of the 
organisation, other than where: 
 

a. the Board member falls into the class of people benefited by the organisation 
and the financial gain is of a nature common to other beneficiaries, or 

b. the person is an employee of the organisation, and the financial gain is of a 
nature common to other employees. 

 
 ‘Conflict of interest’ is defined where: 

a. the immediate family or business connections of a Board member, or any 
person with whom the Board member is in a close relationship, stands to gain 
financially from any business dealings, programs or services of the 
organisation, 

b. the person is an employee or former employee of the organisation,  
c. a Board member or the ex-officio member of the Board has a role on the 

governing body of another organisation, where the activities of that other 
body may be in direct conflict or competition with the activities of Newcastle 
Art Space. 
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‘Close relationship’ is defined as any relationship that might reasonably give rise to an 
apprehension that the Board member might place the interests of the other party above the 
interests of the organisation. 
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Board Attendance Policy 
Introduction 
Regular attendance at Board and committee meetings is essential in order to maintain 
continuity and cohesion in the management and governance of Newcastle Art Space. 
 
Purpose 
This Board Attendance Policy is intended to encourage regular attendance at Newcastle Art 
Space’s Board and committee meetings and to provide procedures to deal with any failures 
in such attendance. 
 
Policy 
Board and committee members are expected to demonstrate their commitment to the 
organisation by unbroken attendance at the Board or committee on which they sit, except 
when prevented by unforeseeable events. 
 
Procedures 
Responsibilities 
It is the responsibility of the Board Chair to monitor the attendance of each member and to 
issue warnings as appropriate.  
 
The Secretary shall notify members of forthcoming meetings no sooner than 14 working 
days before the set date of the meeting. 
 
Where Board members are prevented from attending any Board meeting, they should notify 
the Chair of their intended absence.   
 
Where a meeting is to be held either in the form of a teleconference or online, the Chair 
should notify members accordingly.  Participation in these meetings shall be equivalent to 
attendance at a regular meeting.  
 
Attendance requirements 
If a Board member is absent for two consecutive meetings without first notifying the chair of 
their absence, or if a Board member is absent for three consecutive meetings having notified 
the chair of their absence, that Board member is in breach of their obligations and is liable 
be removed from the Board, subject to the following processes.  
 
Prospective members of the Board shall be issued with copies of the attendance policy and 
asked to commit themselves to observing its terms.   
 
Process 
If a Board member is in breach of their attendance requirements then the Chair shall consult 
them to discuss this matter.  
 
If the Board member’s difficulties are resolvable, then the chair shall attempt to resolve 
them. 
 
If no mutually satisfactory resolution is possible, and if the Board member wishes to continue 
on the Board, then the member’s response will be put to the Board at its next meeting. The 
Board member shall be entitled to speak to this item, and to vote on it. The Board will then 
decide what actions to take regarding that Board member’s future membership on the 
Board.   
 
If the Board decides that termination is justified, the Board may suspend that person’s 
membership of the Board.  In the event the member wishes to continue in his or her position, 
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the suspension shall be put to a general meeting for approval. The suspended member shall 
be given an opportunity to be heard, either personally or through a representative, and may 
submit materials in writing to be circulated.  
 
The Board may remove any person from any Board sub-committee for any reason, including 
(but not limited to) non-attendance.  
 
When any person has been removed from the Board or from any committee under this 
provision, the Board or committee will promptly initiate a process to recruit a new Board 
member.  The person whose membership has been terminated shall retain the right to stand 
again at the next election for the Board.   
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Board Induction Policy 
Introduction 
The effective operation of any organisation relies on its Board, and the effective operation of 
the Board relies on all its members having a full command of the necessary information and 
expertise. 
 
Purpose 
This policy seeks to ensure that new members of the Board are provided with all the 
information and training necessary to enable them to contribute appropriately to the 
operations of the Board from the time of their election. 
 
Policy 
New Board members shall be provided with all the information and training necessary to 
enable them to contribute appropriately to the operations of the Board. 
 
Procedures 
Responsibilities 
It shall be the responsibility of the Board Secretary to ensure that the materials specified in 
this policy are prepared and copied and to ensure that the procedures specified in this policy 
are implemented appropriately.   
 
Board Manual 
The Board Secretary will forward to the new member a copy of Newcastle Art Space’s Board 
Manual. The manual will serve as an initial introduction to the group as well as an ongoing 
reference.  
 
It should include:  

• relevant organisational documents such as the mission statement, constitution/rules, 
strategic plan, policies, current year-to-date budget, and the most recent annual 
report; 

• basic biographical and contact information about Board members, and senior staff; 
• meeting schedule and calendar of upcoming events; 
• introduction to the group's operational and committee structure; 
• information about the Board and Board members' roles and responsibilities, including 

the Board Attendance Policy; 
• an overview of officers’ insurance cover; 
• any other necessary background information. 

 
Introductions 
The Chair will introduce the new member to other members of the Board and staff as soon 
as possible after their appointment, and seek to involve the member socially in Board 
activities by inviting them to social functions. 
  
The Chair shall nominate a member of the Board to act as mentor to the new member.  
 
Briefing 
The Chair or delegate will engage in a face-to-face induction session with the new member, 
that will: 

• draw the new member's attention to the roles and responsibilities of the Board in 
general, and the roles and responsibilities they will be expected to undertake as an 
individual; 

• discuss any concerns they may have; 
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The assigned mentor will take the new member through the minutes of recent meetings and 
brief them on the issues the Board is dealing with at the moment, or will be looking at in the 
future.  
 
Tour 
The Business Manager will invite the new Board member to take a tour of the organisation’s 
facilities and introduce them to staff, volunteers and members.  
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Transparency and Accountability Policy 
Introduction 
Newcastle Art Space values its relationship with its clients, its members, its donors, its 
volunteers and other stakeholders who partner with it to enable it to achieve its purpose.    
It recognises that transparency and accountability build trust and help those relationships to 
flourish.  
 
Purpose 
The purpose of this document is to recognise the importance of transparency and 
accountability and facilitate the development and implementation of measures by Newcastle 
Art Space’s Board and Staff to provide appropriate transparency and accountability to the 
members.   
 
Policy 
1. Board Reporting 
1. The Board must ensure that it complies with its legal and contractual reporting 

obligations.  They include  
a. Reporting annually to the members, in accordance with the requirements of 

ASIC, Australian Charities and Not for profit  Commission and Fairtrading NSW, 
and the constitution, on the organisation’s activities in the preceding year, and 
providing an opportunity for questions; 

b. Preparing financial reports as required by law; 
c. Preparing an annual report in accordance with the requirements of the 

fundraising licence;  
d. Reporting to government agencies in accordance with the terms of grants and 

funding contracts;  
e. Reporting to the Australian Taxation Office, and/or other relevant Commonwealth 

Government departments, in accordance with the requirements of its deductible 
gift recipient status; 

f. Reporting to donors in accordance with the terms of any philanthropic grants 
issued; 

g. Reporting to the Australian Charities and Not-for-profits Commission. 
 

2. In addition to its specific legal and contractual obligations, the Board will consider each 
year whether there are any other stakeholder relationships which could benefit from 
receiving a report from the Board on the organisation’s activities and performance. 
 

3. In preparing its reports, the Board will consider the extent to which it can report on each 
of the following matters  

a. The purpose of Newcastle Art Space 
i. A report on the purpose of Newcastle Art Space involves explaining the 

environment in which the organisation operates.  It includes reporting on  
ii. Newcastle Art Space mission, vision and values, and explaining 

Newcastle Art Space relevance in the current environment. 
 

b. Newcastle Art Space stakeholder reporting and engagement 
i. This includes reporting on how stakeholder relationships are managed, 

how employees and volunteers are recruited, trained, rewarded, retained 
and recognised, and how the organisation is funded. 
 

c. Fundraising and investments 
i. This includes reporting on the source of funds, fundraising and funding 

targets.   
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ii. It includes reporting on accountability mechanisms governing the use of 
the funds. 

iii. It includes an assessment of Newcastle Art Space’s ability to maintain the 
current levels of funding in the future, and how its fundraising approach is 
being evolved or adapted to changes in circumstances. 

iv. It includes reporting on investments, and the management oversight and 
skills in Newcastle Art Space to manage investment risks and 
performance. 

v. It includes reporting on movements in the level of funding, particularly 
where it has fallen in any year.  
 

d. Business strategy and mission 
i. This includes explaining the strategy and structures that enable 

Newcastle Art Space to operate and to grow.   
ii. It includes identifying the priorities and associated budgets and allocation 

of resources. 
iii. It also includes honest self-assessment and disclosure of performance 

and plans to address underperformance and/or ongoing challenges, 
recognising that this helps to build trust.  
 

e. Governance structure and processes 
i. This includes reporting on governance structures, systems, processes 

and how risk management frameworks are aligned with those structures, 
systems and processes. 

ii. It includes providing clear diagrams of the organisational structure with 
reporting lines and key roles identified.  

iii. It includes disclosure of qualifications, experience and length of service of 
the members of the Board, the Company, Business Manager, Staff and 
volunteers. 

iv. It includes reporting on how Newcastle Art Space identifies and manages 
risks, and what risks are specific to Newcastle Art Space in addition to 
general risks. 
 

f. Activity and performance 
i. This includes reporting on outputs, outcomes and impacts.  
ii. It also includes reporting on achievement of key targets. 

 
g. Financial performance and position 

i. This includes reporting on sources of revenue, revenue recognition 
policies and a discussion and analysis of the factors affecting the 
organisation's financial performance.  
 

4. In undertaking its function of reporting to stakeholders, the Board must be mindful of the 
organisation’s privacy policy, underpinned by its privacy law obligations, and it must take 
care to act in the interests of Newcastle Art Space. 
 

5. Deliberations of the Board and its sub-committees shall be dealt with in accordance with 
the Board confidentiality policy/procedure.  
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2. Client Records 
Newcastle Art Space will deal with client records in accordance with its privacy law obligations.   
 
3. Staff Records 
Newcastle Art Space will deal with staff records in accordance with the Fair Work Act 2009 
and its privacy policy and privacy law obligations.   
 
4. Member and Donor records 
Newcastle Art Space will deal with client records in accordance with its privacy policy and 
privacy law obligations.  
 
5. Access to Minutes of General meetings and the Members Register 
Access to Minutes of General meetings will be provided to all members. Access to the 
members register will be at the Board’s discretion.  
 
Responsibilities 
The Board is responsible for the development and review of this policy. 
 
All Board members, all employees,(paid and unpaid): mentors, interns, general volunteers, 
studio artists and contract staff are responsible for adhering to this policy. 
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COMMITTEE POLICY 
Introduction 
The Board recognises there are times when a sub-committee can act more effectively than 
the full Board.  
 
The Board may put in place standing sub-committees and ad hoc committees as a way to 
engage more efficiently in the transaction of aspects of Board business. 

 
Section 198D of the Corporations Act 2001 allows Boards to delegate some of their  
powers to a committee of directors. The delegation must be recorded in the Minutes. 

 
Purpose 
To give direction on the policy and procedures relating to the formation of Board standing sub-
committees and ad hoc committees. 
 
Policy 
The Newcastle Art Space Board has the authority to establish standing sub-committees and 
ad hoc committees to assist it in its work.   
 
The Newcastle Art Space Board shall appoint committees in writing, detailing the purpose, 
delegated authority, reporting requirements and names of the persons appointed.  
 
Each Committee shall have a consistently formatted written Charter outlining expectations 
according to committee type. 
 
Committees may, from time to time, co-opt non-Board members to serve on a committee in 
order to bring additional skills, experience or networks, provided that it is not inconsistent with 
any directions given to the committee by the Board. 
 
Unless explicitly empowered by the full Board, committees cannot make binding Board 
decisions.   
 
The function of committees is to solve problems for and/or make recommendations to the 
Board on which the latter, and only the latter, has the power to make decisions or policy.    
 
Even where power is delegated, the Newcastle Art Space Board still bears responsibility. 
Committees should always be aware of the Vision, Mission, Aims and Values of the 
organisation and make recommendations that are aligned to the achievement of the purpose 
of the Newcastle Art Space. 
 
A Committee will always work within the auspices of the Newcastle Art Space Board’s strategic 
directions and initiatives when exercising its functions. 
 
Procedures 
Responsibilities 
The Newcastle Art Space Board is responsible for appointing, disbanding, and setting the 
terms of reference for committees. 
 
The Board Secretary is responsible for keeping records of terms of reference of Board 
committees and for ensuring that committee minutes and papers are submitted to the Board 
for consideration.  
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1. To facilitate smooth operations, a committee should have a clear purpose outlined in a 
written charter. 
 
Charters will vary according to the type of committee but usually they will state:  

• role, purpose and responsibilities;  
• scope of authority, extent of power and decision making abilities;  
• membership requirements and procedure for meeting attendance by non-

committee members;  
• composition and structure;  
• frequency of meetings;  
• terms of access to internal and external resources and information;  
• requirements for reporting to the board;  
• special powers of the committee chair;  
• tenure.  

 
Committees must be large enough to allow for proper consideration and debate of issues, 
most committees will have three or four members. 
 
2. Report committee proceedings at each meeting. 
Responsibility for taking the minutes of each committee meeting is usually assigned to the 
company secretary or a delegate.  
 
The minutes capture the key deliberations, show options for action and make 
recommendations for the board to endorse or decide on.  
 
The minutes or a written report of the meeting should be included in the board papers for the 
next full board meeting. The information contained should reflect the needs of the full board, 
e.g. highlight the issues, options and recommendations for decision or approval.  
 
If a committee meeting occurs just before a board meeting, the committee chair should 
present a verbal summary of key points raised at the committee meeting, with the minutes to 
follow.  
 
3. Monitoring and evaluating the committees  
The Board must continually monitor each committee’s activities as part of their duties of 
care, diligence and good faith.  
 
A committee’s charter should be evaluated annually to ensure that it is appropriately focused 
and that the committee is fulfilling its functions; if not, amendments should be made.  
 
The performance of the committee and its members should also be evaluated to ensure 
directors are fulfilling their responsibilities and that the Board is achieving the most from its 
committees.  
 
All ad hoc committees shall be dissolved by Board resolution once they have completed 
their work and, if requested, have provided a written report to the Board. 
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Board Delegation Policy 
Introduction 
This policy sets out the circumstances under which the Board may delegate its 
responsibilities.  
 
Delegations of authority are the mechanisms by which Newcastle Art Space enables 
directors and managers of Newcastle Art Space to act on behalf of Newcastle Art Space. 
 
Purpose 
The purpose of the Delegations Policy is to establish a framework for delegating authority 
within Newcastle Art Space in a manner that facilitates efficiency and effectiveness and 
increases the accountability of staff ; paid and unpaid for their performance.   
 
The policy applies to all members of the Board,  the staff; paid and unpaid of Newcastle Art 
Space who have delegated authority to act and sign documents on behalf of Newcastle Art 
Space.  
 
Delegations of authority within Newcastle Art Space are intended to achieve four objectives:  
1. to ensure the efficiency and effectiveness of the organisation's administrative 

processes;  
2. to ensure that the appropriate officers have been provided with the level of authority 

necessary to discharge their responsibilities; and  
3. to ensure that delegated authority is exercised by the most appropriate and best-

informed individuals within the organisation; and  
4. to ensure internal controls are effective.  
 
Delegations are a key element in effective governance and management of Newcastle Art 
Space and provide formal authority to particular staff ; paid and unpaid to commit the 
organisation and/or incur liabilities for the organisation.  
 
Policy 
The Board of Newcastle Art Space is responsible for the management of the organisation.  
 
Under the Newcastle Art Space’s constitution, the Board can delegate any of its functions 
except:  

a. the power of delegation and 
b. any functions reserved to the Board  

 
The Board may delegate its functions to:  
• a member or members of the Board;  
• a sub-committee of the Board;  
• the Business Manager. 
 
However, the Board may not delegate its power:  
• to adopt the organisation’s strategic plan; or  
• to adopt the organisation’s business plan; or 
• to adopt the organisation’s annual budget. 
 
The Business Manager:  

a. is charged with the duty of promoting the interests and furthering the development of 
Newcastle Art Space as per their Job Descriptor; and  

b. is responsible for the administrative elements of the business of Newcastle Art 
Space; and  
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c. exercises a general supervision over general staff; paid and unpaid of Newcastle Art 
Space in accordance with the Organisational Structure. 

d. The Business Manager may seek the approval of the Board to delegate any function 
or any power or duty conferred or imposed upon them, subject to this Delegations 
policy, to any member of the general staff; paid or unpaid of the organisation.  

 
Newcastle Art Space is committed to the highest standards of integrity, fairness and ethical 
conduct, including full compliance with all relevant legal requirements, and in turn requires 
that all its Board members, the Business Manager, employees; paid and unpaid and 
contractors acting on its behalf meet those same standards of integrity, fairness and ethical 
behaviour, including compliance with all legal requirements.  
 
There is no circumstance under which it is acceptable for Newcastle Art Space or any of its 
employees or contractors to knowingly and deliberately not comply with the law or to act 
unethically in the course of performing or advancing Newcastle Art Space’s business. 
 
Procedures 
Responsibilities 
The Board Secretary must maintain records of any delegations to members of the Board and 
of the terms of reference of any sub-committees of the Board. 
 
The Board Secretary must prepare delegation schedules within the framework of the 
Delegations Policy for approval by the Board.  
 
Processes 
The overarching delegations policy applies to the Newcastle Art Space organisation and 
delegates will act in accordance with Newcastle Art Space’s Policies and Procedures 
 
Delegations are to be exercised within the framework of the Companies Act, regulations, 
rules, policies, and any external legislative requirements.  
 
Any delegation may be made subject to any conditions and limitations as the Board shall 
approve.  
 
Delegations to members of the Board  
Delegations to members of the Board shall be made by resolution of the Board and recorded 
in the minutes of the Board. 
 
Delegations to sub-committees of the Board  
Delegations to sub-committees of the Board shall be made by resolution of the Board and 
recorded in the terms of reference of the sub-committee. 
 
Delegations to the Management Team  
Delegations to the Business Manager, to members of the staff; paid and unpaid, of 
Newcastle Art Space shall be made by resolution of the Board and recorded in the 
Delegation Schedules approved by the Board.  
 
Delegations are attached to the position occupied, not to the occupant of the position. The 
responsibilities of the position are in accordance with job descriptors.  
 
Delegations reflect Newcastle Art Space’s organisational structure. Levels of authority are 
through relevant lines of responsibility up to and including a  Board member.   
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A delegate who sub-delegates authority remains responsible and accountable for the 
decision or action. 
 
The Board Secretary, upon direction from the Board, may at any time vary or terminate any 
delegation.  
 
A delegation cannot be exercised where the officer holding the delegation has a conflict of 
interest or where the delegation will result, either directly or indirectly, in any tangible benefit 
to the delegate. In such cases a transfer of the function to another appropriate position must 
be arranged with the Board.  
 
Permanent changes to delegations, either permissive or restrictive, require a written 
authority from the Board.   
 
Sub-delegation on a temporary basis is appropriate in circumstances where the officer 
normally responsible is absent. Sub-delegations require a written authority from the 
individual with the delegated power, or a person in a position to approve the delegated 
authority.  
 
This policy applies only to formal delegations.  
All delegations of an informal nature where no commitment or liability is incurred on behalf of 
Newcastle Art Space are carried out in the normal business of the organisation without the 
requirement for a written authority.  
 
A financial delegation can be exercised only within the approved line item budget. 
 
Special care must be taken to retain currency of the Delegations Schedules when delegated 
authorities are redistributed, a position is reclassified, or the organization business is 
restructured in ways that affect position profiles.  
 
The Board will approve the Delegations Schedule on an annual basis  
 
The Delegations Schedule will be accessible to all staff; paid and unpaid. 
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Section 4: ADDITIONAL INFORMATION 
 
The Process for developing and reviewing the Board and its Charter 
 
Step 1: Collect information  
• Document existing board policies, governance practices, position statements, duty 

descriptions for key governance personnel and any board policy documents, including 
the “unwritten” practices that regulate corporate conduct.  

• The Board delegates this work to the Governance Committee led by the company 
secretary.  

 
Step 2: Analyse documentation  
Document analysis to identifies any discrepancies between existing board policies and 
current practice, as well as areas where no formal policies exist and existing policies that 
may not conform to normative advice on good practice.  
 
Step 3: Draft the charter  
• As long as the entire board discusses the relevant charter policies and guidelines the 

initial task of drafting the charter may be delegated to one person usually the 
company secretary  

 
Step 4: Board approval process  
• The board as a whole is responsible for the governance practices of the organisation 

and must approve any new policies, charters, codes or other documents the 
organisation wishes to adopt.  

• There may be a number of rounds of changes before it is finally approved.  
 
Step 5: Annual review  
• There will be an annual review of the board charter. This will ensure that the charter is 

current and raises the directors’ awareness of the organisation’s overall policy 
framework. 
 

Reference 
https://aicd.companydirectors.com.au/-/media/cd2/resources/director-
resources/director-tools/pdf/05446-5-3-mem-director-rob-board-charter_a4-web.ashx 
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Conflict of Interest Checklist 
 
This checklist is to be used by the Chair of the Board of Newcastle Art Space each meeting 
to record conflicts of interest identified by Board members.  
 
Completed checklists should be stored with the minutes of each meeting. 
 
 

After the opening of the meeting, ask all the members to declare any potential 
conflict of interest arising out of any of the issues to be put to the meeting. 

 
Date of Meeting:     
 
Name of Member ____________________________________________________ 
 
Issue of Conflict _____________________________________________________ 
 
 
o Note the disclosure of the conflict of interest and the decision of the Board on 

how to deal with this conflict. 
 
Record Response  
 
o Ensure that the minutes record the declaration of interests declared at this 

meeting 
 
 
Dated the ___________ day of _________________________200__ 
 
Signed      Position 
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Conflict of interests Register 
Newcastle Art Space Board 
 

Name of board 
member 

Description of 
interest 

Has the 
board 
been 

notified? 

Date  Steps taken by 
board for dealing 
with the conflict 

Board member 
actions to address 

the conflict 
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    Draft Delegation Schedule 2020 

Activity Delegation to Conditions 
Authorise payments Board Chair & Treasurer Up to $2,000 
Staff Wages Board Chair &Treasurer Authorised prior to payment 
Time in lieu Board Chair or Treasurer Relevant paperwork presented 

prior to time being taken 
Leave approval Board Chair or Treasurer Relevant paperwork presented 

prior to leave being taken 
Sponsorship / Fundraising Board Subcommittee Each S/C operates according to 

its Board approved Charter 
• Led by a Board Director 
• minimum of 3 directors on 

committee 
• 2 studio artist representatives 
• Optional, as per their 

preference: Business Manager  
Proposals, Policies etc are drafted 
as Board Papers, sent to Board 
members who are obliged to read 
and comment and then ratify at 
Board Meeting 

Finance / Audit Board Subcommittee 
Gallery Board Subcommittee 
Building Works Board Subcommittee 
Governance Board Subcommittee 
  

Implementation of all NAS  
- Strategic Plan priorities, 
- Strategic Business plan 
and tracking key 
performance indicators  

Business Manager In consultation with the Board, 
following Board timeline and 
demonstrating performance as 
verified by key performance 
indicators 

Events/Projects/programs/ 
workshops proposed and 
developed to be held in 
NAS workspace 

Board  All events must be fully costed 
and approved by the Board 
according to all relevant NAS 
Policies and Procedures before 
the action timeline for the 
Events/Projects/programs/ 
workshops can commence. 

Studio Artist tenancy 
selection panel 

General Manger Provided Board member on panel 
agrees selection has followed 
procedure and been transparent 
and fair 

Studio Rental Agreements Business Manager Signatory after selection 
Induction to site 

Selection panel  
general staff; paid and 
unpaid including general 
volunteers, mentors, 
interns  

Business Manager Provided Board member on panel 
agrees selection has followed 
procedure and it has been 
transparent and fair 

Staff; paid and unpaid 
including general 
volunteers, mentors, 
interns. Employment 
Agreements 

Business Manager 
 
 
 
Business Manager 
 
Business Manager 

Signatory after selection 
Site Induction Presentation 
Package,  incl WHS as Artist 
specific, and follow up 
Responsible for Volunteer Survey 
Collection and analysis 
Following all NAS Board Policies 
and Procedures 
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Site management 
Maintenance – 
Works Projects 
 
 
 
Risk management 
assessments  
- Physical 
- Financial 
- Reputational 
- Legal 
 
WHS Meetings and 
inspections 
 
Ensuring risk management 
is undertaken for all 
events/workshops/ 
projects/programs and 
relevant checklists 
completed 
 
Building Security 

Business Manager 
 
 
  
 
 
Business Manager 
 
 
 
 
 
 
Business Manager 
 
 
 
Business Manager 
 
 
 
 
 
Business Manager 

Matters relating to maintenance 
up to $1000  beyond this figure 
Treasurer approval any expenses 
above the amount should be 
notified to the Board Treasurer 
 
Insure all risk is managed as far 
as possible, insurances are in 
place, all screening checks are 
undertaken 
 
 
 
WHS Implementation of quarterly 
site inspections following TAFE  
 
 
WHS requirements and NAS 
Board WHS Policy and 
procedures 
 
 
 
Liaise with SNP & TAFE 

Day to day site operations 
and decisions 
- Building fabric 
- artist needs 
 
Administration 
- phone calls 
- emails etc 

Business Manager Following all NAS Board Policies 
and Procedures 

Social media – Facebook 
                         Instagram 

Business Manager 
 

In accordance with NAS Media 
Policy and Procedures 

Website / Marketing / 
Media 

Business Manager with 
Board of Directors 
subcommittee  

In accordance with NAS Media 
Policy and Procedures 

NAS Annual Report Board Secretary and 
Business Manager 

Following format devised by the 
Board that meets all legal 
requirements 

Approve payment of 
unscheduled operating 
expenses as deemed 
necessary from time to 
time 

Business Manager with 
Board Treasurer 

With discretion and in context of 
the organisation not moving into 
hardship. 

Petty cash reimbursement Business Manager Up to $200 (within budget) 
Company Membership  Business Manager with 

Company Secretary 
Update list with contact 
information to Board Secretary 
monthly 

ATO and other relevant 
compliances 

Business Manager  Working with Board Treasurer 

Budget Planning Business Manager Working with Board Treasurer 
plan, develop and monitor budget 


