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1. Wakatipu Community Foundation Terminology 
 

Donors – people who have made provision in their will (and/or during their lifetime) for an 

endowment fund through Wakatipu Community Foundation (“the Foundation”). 

Donor specified distributions (sometimes called Tagged funds) – the donor has named 

specific charities as the beneficiaries from their fund. 

Unrestricted funds (sometimes called Untagged funds) – the donor has allowed the 

Foundation Trustees to allocate the distributions from their fund. The Foundation can only 

distribute these funds in the Wakatipu region. 

Pass through funds – a donor is donating funds (usually annually) to be distributed 

immediately, rather than going into their endowment fund – usually for scholarships. In these 

situations, the Foundation is solely acting as an agent and may on occasion receive a 

commission for its service. 

Giving Circles – a group of individuals  donate to Wakatipu Community on a regular basis. 

Their donations are combined and distributed annually to a community group of their choice. 

The Foundation facilitates and enhances the giving for such a group.  

Living Giving – donors making contributions to their endowment fund during their lifetime. 

Community Group funds – community organisations have set up their own endowment fund 

with the Foundation and seek donations to it from their own supporters. 

Bequests vs. Endowments – bequests are given directly to the end recipient to use as they 

wish (eg. leaving money directly to a charity), whereas an endowment keeps the capital intact, 

with just the investment income given away. 

Wakatipu Community Vital Impact Fund – Any one-off donations < $25,000 are included 

in this fund, for unrestricted purposes (Clause 13.4). REVIEW 

  



 

2.  Background 
 

• The Wakatipu Community Foundation  is a charitable trust constituted by 

Deed of Trust dated 6th November 2017 (the “Trust Deed”), incorporated 

under the Charitable Trust Act, 1957 (and amended from time to time) and 

registered with the Charities Commission CC55285. 

• The way the Foundation is operated is governed by the Trust Deed. 

However, the Foundation may (from time to time) adopt policies and/or 

operating guidelines to promote best practice for the Foundation’s 

administration and operation. 

• For the purposes of interpretation, terms used in this manual shall have the 

meaning set out in the Trust Deed. 

3. Purposes  
 

• All policies adopted by the Foundation from time to time shall be intended to 

further the purposes of the Foundation, as set out in the Trust Deed. 

• It is acknowledged by the Trustees of the Foundation that the policies 

adopted will develop and evolve as the Foundation evolves. The policies set 

out in this manual are intended to guide the Foundation, but the Foundation 

may depart from them when the Trustees consider it appropriate to do so. 

The Trustees may amend and replace this manual as often as necessary and 

will, in any event, undertake to review this manual, and the policies referred 

to in this manual, every two years.  
 



 

4. Role and Appointment of the Wakatipu Community 
Foundation Board 
 

4.1 General 

The Board of Trustees (“Board”) is responsible for the overall management (financial and 

operational) of Wakatipu Community Foundation. In carrying out this role, the Trustees shall: 

• Gain and maintain a thorough understanding of the goals of the organisation, 

the operations and staff members 

• Be diligent and devote sufficient time to make and keep themselves familiar 

with the nature of Community Foundations and the environment in which 

they operate. They should be aware of all statutory and regulatory 

requirements affecting the Foundation, and all issues of concern to the 

Foundation Donors and Potential Donors 

• Approve and foster a culture that requires the Board, Employees and 

committee members to operate to a high level of ethical and professional 

behaviour. In accordance with this the Board should lead by encouraging 

collaborative attitudes which value the opinions and contributions of all 

involved in the well-being of the Wakatipu Community  

• Endeavour to promote and support the purposes of the Foundation to the 

wider community 

• Endeavour to raise the profile of the Foundation and the receipt of 

endowments through personal and professional networks 

• Be prepared to join working committees appropriate to skill and experience, 

and be available to advise on specific projects, where appropriate 

• Regularly review the performance of the Foundation and contribute to its 

future direction, including participation in strategic planning 

• At a time in the future procure the employment of a General Manager, who is 

then responsible for employing any other employees deemed appropriate. An 

employment contract shall be entered into with the GM, including a job 

description and a schedule of duties and delegated authorities.  

• Ensure adequate induction and training is carried out when hiring the GM or 

appointing new Trustees 

• Leave of absence: during their tenure as a Trustee, extreme personal 

circumstances may prevent an individual from being able to fulfil their 

obligations to perform their duty as aTrustee. In such circumstances (i.e. 

poor health/sick spouse) the Trustee may arrange with the Chair to take six 

months leave of absence. At the end of this time, after further discussion 

with the Chair, the Trustee may choose to return to the Board or retire. 



 

• Review annually the performance of the General Manager / Volunteer 

Executive Officer and trustees every two years. 

 

4.2 Basic Duties of Trustees 

• To “act in good faith and in best interests of the trust. 

• To sign the Code of Conduct as set out in Appendix One and to act in 

accordance with that Code. 

• To exercise the care, diligence and skill that a ‘reasonable’ board 

member(Member) would exercise in the same circumstance, considering, but 

without limitation, (a) the nature of the trust; (b) the nature of the decision; 

and (c) the position of the Member and the nature of the responsibilities 

undertaken by him or her.  

• To fully participate in Board discussions and decision-making, and to act in 

good faith in the best interests of the trust. 

• To ensure the Members comply with New Zealand legislation, common law 

and relevant legislation relating to business practice and legislation covering 

issues such as resource management, trade practices, privacy, industrial 

relations, occupational health and safety, dangerous goods, building codes 

and customs excises.  

• Work closely with Key Stakeholders for the betterment of the organisation. 

• Review, approve and monitor the key activities and financials by bringing a 

more detached view to bear on operational activities, budgets, management 

accounts and financial information. 

• Formulate the overall ‘Distribution’ policy to be followed by the Distribution 

Committee 

4.3 Additional Duties of Board Members 

• Formulate the organisation’s strategic direction and ensure that strategic 

options have been examined properly, having regard to the economic and 

historical factors. (A Strategic Planning, Programming and Budgeting Cycle is 

contained in Appendix Two) 

• Contribute to the development of organisation’s policies. 

• Monitor risks facing the Members and the trust. (Risk Management policies 

are contained in section 19) 

• Disclose matters relating to the affairs of the Members in which he/she has a 

material or personal interest.  

• Devote sufficient time to the role to ensure he/she is bringing an 

independent and objective dialogue to the matters debated.   

•  Act as a member of a committee of the Board to engage in a particular 
subject or area of operation. 



 

 
4.4  Board Members must not: 

Improperly use the information they gain during their Members duties for personal gain or to 

the detriment of the organisation.  

 

4.5 Experience and Knowledge 

• Special knowledge in specific areas 

• Sound understanding governance (obligations, processes and intent). 

4.6 Personal Traits 

• Integrity, probity and high ethical standards 

• Sound judgement 

• Tact, diplomacy and sensitivity 

• Independent thought  

• Impartiality 

4.7 Process for Appointing New Trustees 

The Foundation Board (all voluntary positions) comprises up to eight Trustees. As of August 

2018 these trustees were: 

 

Raymond Key (Chairman) 

Jennifer Belmont (Trustee and Volunteer Executive Officer) 

Jonathan Gurnsey 

Andrew Davis 

Simon Green 

Vicki Onions 

 

All future nominations for trustees will be appointed as follows: 

- One is appointed by the Mayor of Queenstown Lakes District Council  

- Two are appointed by the Otago District Law Society from lawyers in the 

Wakatipu region 

- One is appointed by the Wakatipu Interagency [TBD how process would 

work] 

- Up to four are appointed by the other the Foundation Trustees 

• In accordance with the Trust Deed, Trustees are appointed for a four-year term, 

aiming to retire on a rolling basis. The Trustee may choose to be re-elected for a 

further two-year term and then may be reappointed for a final two-year term  

• Retiring Trustees, where practicable to give 6 months’ notice of impending 

retirement to the Board 

• General Manager / Volunteer Executive Officer and Chair will advise individual 

Trustees 5 months before the Trustee is due to retire 



 

• The Board will make provision for succession planning, identifying potential 

Directors with the relevant ability, willingness to contribute and affinity with the 

Board culture. Trustees must have the most appropriate skill set and the 

Foundation will endeavour to have a 50:50 gender ratio amongst its Trustees. It 

is expected that a vacant position will be advertised as appropriate. 

• The Nomination Committee consisting of the Chair, Deputy Chair and General 

Manager / Volunteer Executive Officer will review the composition of the Board 

annually and make recommendations to the Board where considered necessary 

to ensure the Board comprises an appropriate mix of skills and experience. 

Where necessary, the committee seeks assistance from external advisors in 

connection with the suitability of applicants for Board membership 

• The Nominations Committee will clarify how the retiring Trustee was appointed.  

If the appointing body is other than the Foundation Board, the Foundation will 

provide the appointing body 8 weeks’ notice of the impending appointment.  The 

Nominations Committee will communicate any skill set gaps on the current Board 

that should be addressed in the appointment and if applicable may provide the 

appointing body up to 3 potential Trustee candidates that meet the Foundation ’s 

requirements.  The Nominations Committee will consult with the appointing body 

in the event they have a preferred or alternate candidate. The Chair will contact 

the potential Board member to see if they are interested in being considered for 

a Foundation Trustee position. General Manager / Volunteer Executive Officer to 

provide any relevant information this person may require when considering this 

• Potential Board members need to provide a current Curriculum Vitaeto General 

Manager / Volunteer Executive Officer for discussion at the next Board meeting. 

If the Board approves this appointment, the Chair will advise the potential Board 

member who will then meet with the General Manager / Volunteer Executive 

Officer for a Trustee induction meeting 

• Before being confirmed a police check must be completed and successfully 

passed 

• The Board will ratify all appointments at its Annual Meeting. 

• Trustee induction pack (see Appendix Three) will be given to incoming Board 

member, including a Code of Conduct (Appendix One) and Confidentiality 

Agreement (Appendix Four) to be signed. 

• Appointment will be advised to appropriate bodies (such as Charities 

Commission) and will be acknowledged in the Foundation newsletter and local 

media. 

 

 



 

 

 

 

 

 

4.8 Financial 

 

It is essential that the Foundation be financially managed to the highest standard.  The GM will 

liaise with Trustees and professional advisors, as appropriate to ensure this. 

 

4.9 Board Meetings 

 

• Trustees are expected to commit to attendance of at least 75% of all Board 

meetings. Trustee attendance will be monitored and reported to the Board 

annually, at the June meeting, after the financial year end. 

• Trustees will appoint a Secretary (as per Trust Deed) who will keep written 

and/or electronic minutes of all Board meetings, copies of which are to be 

distributed to all Board members 

• A quorum shall be at least 5 Trustees or at least 60% of trustees where there 

is less than 8 trustees 

 

4.10 Disclosure of Interest 

Trustees must disclose to the Board any actual or potential conflicts of interest which may exist 

or might reasonably be thought to exist between the interests of the organisation and the 

interests of the Trustee and persons associated with the Trustee (as stated in the Foundation 

Trust Deed). Conflicts of interest may be real or perceived.  Either must be recognised, and it 

must be recorded in the Board minutes that the Trustee did not vote. If there is any significant 

conflict of interest (as determined by the majority of the rest of the Board, that person may be 

asked to leave the meeting during the discussion and that person’s absence will be recorded. 

However, it is noted, that even in a situation of conflicted interests, a Trustee may have 

knowledge of value and interest to other Trustees.  At the discretion of the Board, the conflicted 

Trustee may be asked to contribute such knowledge to the discussion. 

A conflict of interest register must be maintained and updated at each meeting as appropriate. 

 

 

 

 

 Conflict of interest of a financial nature: 



 

 A conflict of interest (financial) may arise from any of the following: 

• When a Board (or staff) member stands to gain from a business transaction 

of the Foundation 

• When information that is not in the public arena is gained in relationship to 

an external transaction from which the Board (or staff) member may benefit 

• When a family member may stand to gain from a transaction or information. 

  

Conflict of interest of a duty nature 

 A conflict of interest (duty) may arise from any of the following: 

• When a Board member (or staff) is involved in another organisation such that 

there may be a conflict of loyalty that may influence decision making 

• Where the decision to be made about any organisation may set a precedent 

that either advantages or disadvantages another organisation with which the 

Board (or staff) member is involved 

• When a family member is involved in another organisation such that there 

may be a conflict of loyalty that may influence decision-making. 

  



 

5. Role of the Chair  
 

The Chair plays a leading role in the process of forming the organisation’s vision and goals, the 

strategic planning process, the fostering of high ethical standards, positive relationships with 

shareholders and stakeholders, and the effective and efficient working of the board according 

to governance best practice principles. The role of the Chair has many core functions, which 

carry a higher degree of authority and responsibility than the role of other Board members. 

5.1 The role of the Chair is to: 

• Lead the Wakatipu Community Foundation Board, ensuring that it fulfils its 

responsibilities for the governance of the Foundation 

• Optimise the relationship between the Foundation Board and the 

staff/volunteers 

• Provide leadership for the Wakatipu Community Foundation Board 

• Set agendas for Board meetings in conjunction with General Manager / 

Volunteer Executive Officer 

• Chair all required Board meetings 

• Monitor the implementation of decisions taken at meetings 

• Maintain oversight of the General Manager / Volunteer Executive Officer and 

lead the annual appraisal of the General Manager / Volunteer Executive 

Officer 

• Regular liaison with General Manager / Volunteer Executive Officer to keep 

an overview of the affairs of the Foundation and to provide support as 

appropriate 

• The Chairperson shall preside if present at all meetings of the Board. In the 

absence of the Chairperson from any meeting, the Deputy Chairperson shall 

preside at that meeting. If neither the Chairperson nor the Deputy 

Chairperson is present, the Trustees present shall elect one of their number 

to preside at that meeting. 

• He/she is an Ex-officio member of any sub-committee and is entitled to 

attend meetings of these sub-committees. 

 

5.2 Governance Role 

• Act in the best interests of the organisation at all times 

• To ensure that the organisation meets its legal financial reporting 

requirements 

• To regularly review the performance of the organisation and contribute to its 

future direction 

• Undertake Trustee reviews every year 



 

• Succession planning: He/she should be involved in the selection of Board 

members and succession planning, and ensuring that new members 

contribute to the overall successful workings of the Board (Nominations 

committee) 

• Checking meeting minutes: review the minutes as soon as possible after the 

meeting and before they are forwarded to the Board. Meeting minutes are 

confirmed at the following meeting as a true and correct record and signed 

by the Chair. The Chair checks that action points from the previous meeting 

have been addressed.  

 

5.3 Public Role 

• To actively promote and support the aims of the Foundation to the wider 

community at every opportunity 

• To attend the Foundation functions whenever possible and actively 

participate if requested 

• To help raise endowment funds for the Foundation through their personal 

and professional network. 

 

5.4 Appointment Process for Chair 

• The Foundation Chair (and Deputy Chair) will be elected at the Annual 

General Meeting  

• Nominations for the Chair will be called for at least four weeks prior to the 

Board meeting, before the AGM, at which the election will take place. The 

General Manager / Volunteer Executive Officer is to initiate the process 

• Nominations must be signed by a Mover and a Seconder, both of whom shall 

be sitting Trustees, and by the Nominee 

• Nominations must be lodged with the GM at least seven days prior to the 

proposed election. 

• The Chair and Deputy Chair roles requires the support of the majority of 

Trustees to be appointed 

5.5 Electronic signature 

•  The Chair will provide an electronic signature, which can only be used 

when authorised by the Chair.   



 

6.  Committees 
 

6.1 Purpose of Current Committees 
 

Distributions Committee (“DC”) will be responsible for: 

• Monitoring and managing the distributions process (including calling for and 

processing applications) in accordance with the distributions policy and 

strategy. 

• Monitoring distribution outcomes, to the extent that these can be realistically 

measured 

• Recommending to the Foundation Board distributions to be made each year, 

in sufficient time for this to be considered at the July Board meeting. The DC 

makes the recommendations, but the Board makes the final decision. 

Recipients are formally advised of the outcome of their application prior to 

the AGM. 

Investment Advisory Committee (“IAC”) will be responsible for: 

• Developing and recommending to the Foundation Board a Statement of 

Investment Policy and Objectives (IPS) 

• Recommending to the Board the appointment of a Fund Manager and 

monitoring the performance of that Fund Manager 

• Investing Wakatipu Community ’s Funds in accordance with the approved IPS 

and managing the investment portfolio 

• Conducting a review of the IPS at least every two years and report to the 

Board with any recommended changes to the IPS. No changes to the IPS will 

be implemented unless approved by the Board. 

Audit, Risk and Policy Committee (“ARP”) will be responsible for: 

• Developing and recommending to the Board policies and practices to manage 

the risks inevitably involved in many of our activities to maximise our 

opportunities and minimise negative outcomes. 

 

Nominations Committee (covered in section 4.7) 
 

6.2 Length of Tenure 

• The Board shall have the responsibility to appoint/remove members of each 

committee, as it sees fit. There shall at all times be at least two members of 

the Foundation Board on each committee, one of whom should be the 

committee Chair. Each appointment to a committee shall be for four years, 

and the Board will endeavour to appoint members in a rolling fashion to 

ensure continuity. At the end of that time a committee member may be 



 

appointed for a further two-year term and they may then be reappointed for 

a final two-year term.  

6.3 Procedure 

• The Committees shall comprise a minimum of 4 members (except for the 

ARP committee and Nominations Committee which will have a minimum of 2 

and 3 members respectively) 

• All decisions shall be taken by a majority of those committee members 

present 

• A quorum shall be at least 2/3rds of the then current members 

• The Chair will be appointed by the Board and will be a current the 

Foundation Trustee. In the absence of a Chair at a committee meeting, the 

committee may elect an acting chair from among their numbers 

• Members will be selected for their relevant skills. The committees may invite 

appropriate persons to attend committee meetings for specialist input 

• The committees shall meet as required with a minimum of twice per year  

• If a committee member has a conflict of interest, such interest must be 

disclosed to the committee. This must be recorded in the minutes. The 

relevant committee member may not vote in any discussion  

• The Chair (or a committee member appointed by the Chair) will attend the 

AGM of the Board and such other Board meetings as requested by the Board 

• Telephone/Video Conference – any meeting of the committees may be held 

by telephone or video conference/Skype 

• Resolution in lieu of meeting: a resolution in writing, signed by, or confirmed 

in writing by, all of the Committee members is as valid as if it had been 

passed at a meeting of the Committees. Such written confirmation may be by 

letter or email 

• the Foundation trustees may attend as an ex-officio member 

• Matters relating to discussion at Committee meetings are confidential to 

members of that committee and should not be disclosed outside of the 

committee meeting. This particularly applies to decisions of the Distributions 

Committee in relation to annual distributions 

• Committee members are to act in accordance with the Code of Conduct as 

set out in Appendix Six and to sign this Code and a confidentiality clause, as 

set out in Appendix Seven, at the time of their appointment.  

 
 

6.4 Reporting 



 

• The IAC and Distribution committees shall ensure minutes of each committee 

meeting are made. The minutes shall be submitted to the General Manager / 

Volunteer Executive Officer for inclusion in the following monthly Board 

meeting papers. The ARP and Nominations Committee will take 

recommendations to the Board. 

• From time to time a committee may at its discretion report independently to 

the Board on a matter of significance. 

6.5 Indemnity  

• Each member of any committee shall have the benefit of the indemnities 

provided for the Foundation Trustees. 
 

6.6 Appointment of Committee Members 

• The Foundation Board Chair, Chair of each Committee and the GM will assess 

the list of potential committee members to determine if any of them fit the 

current gaps on the committees and will determine which person to approach 

• The Foundation Board can decide from time to time to advertise for 

Committee members from the regional population. The advertising seeks to 

provide diversity of experience and viewpoints for the Committee from 

outside of the Trust’s immediate personal connections. 

• The committee chair will contact the potential committee member to see if 

they are interested in being considered for this position. GM to provide any 

relevant information this person may require when considering this 

• Potential committee member will provide a current Curriculum Vitae to 

General Manager / Volunteer Executive Officer for discussion at the next 

Board meeting. If the Board approves this appointment, the Chair will advise 

the potential committee member who will then meet with the Committee 

Chair and the General Manager / Volunteer Executive Officer for an induction 

meeting 

• Induction pack will be given to incoming committee member, including a 

Code of Conduct from and confidentiality agreement to be signed 

• Before being confirmed a police check must be completed and successfully 

passed 

 
 

 

 

 	



 

7.  Employment 
 

7.1 Role of the General Manager / Volunteer Executive Officer  

• The General Manager / Volunteer Executive Officer reports to the Board and liaises 

closely with the Chair and the role is to: 

• Ensure that the Foundation complies with its legal obligations and the terms 

of the Trust Deed 

• Support the Foundation Board in interpreting the applicable law and 

governance policies 

• Ensure the correct facilitation of the Board meetings 

• Ensure the validity of appointment of Trustees 

• Ensure that meetings of the Board are properly convened 

• Provide trustees with information of their powers and duties under the Trust 

Deed, and upon appointment, perform a Trustee induction 

• Be responsible for legal compliance 

• Implement the annual business plan and budget 

• Report against the annual plan, and budget at each Board meeting 

• Ensure capital expenditure and unbudgeted operating expenses over $1000 

are first approved by the Board 

• Maintain the integrity of the Foundation at all times 

• Lead the Foundation in all respects of its business operations 
 

7.2 Employment of the General Manager – (once this paid role is 

confirmed in the future) 

• The Board will enter into a contract with the General Manager for a period of 

3 years renewable for a period as determined by mutual agreement within 12 

months of the termination date of the contract.  

• If the contract is not renewed under the above clause the Board will give the 

General Manager no less than 3 months’ notice in writing that it will not be 

renewing the contract.  

• When the Board becomes aware that the contract with the General Manager 

will cease it will advertise for the position of General Manager and form a 

subcommittee for the process of appointment. 
 

7.3 Remuneration and Performance 

• Once appointed the salary of the General Manager will be reviewed once a 

year within two months of the anniversary of appointment. In reviewing the 

salary, the Board will have regard to the capacity of the organisation to pay 



 

market rates and the market rate for the position as determined by a suitable 

salary survey. 

• In addition to a salary review the Board will, at the beginning of each 

financial year, review the performance of the General Manager for the 

previous year and set performance measures for the following year in 

consultation with the General Manager. 

• Midway through the year the Chair will meet with the General Manager and 

review progress on Performance measures and adjust such measures if need 

be as agreed between the parties.  

• The Board will expect the General Manager to review staff salaries and set 

and review staff performance plans in a similar manner. (Appendix Eight)  
 

7.4 Employment of Staff 
 

• Any recruitment, disciplinary action or termination action requires the 

approval of the Chair 

• The General Manager / Volunteer Executive Officer is delegated responsibility 

for the recruitment and oversight direction and monitoring, evaluation 

disciplining and termination of employment of any staff members (except the 

GM) employed by the Foundation.  

• Employment contracts must be developed by the General Manager / 

Volunteer Executive Officer, reviewed by an HR specialist and then signed by 

both parties. All contracts and job descriptions are to be acceptable to both 

parties.  

• Annual staff work and performance plans appraisals to be completed by both 

parties. All employment records to be stored by GM 

• All staff are to sign a confidentiality clause at the time of employment 

(provided for in their employment agreement) All employment information is 

stored in an Employment file, which other staff members cannot access. 
  



 

8.   Disputes  
 

 

In the event of a dispute between a member of the public or a staff member and the General 

Manager / Volunteer Executive Officer, the General Manager / Volunteer Executive Officer will 

be expected to firstly resolve the issue with the person concerned and then advise the Chair.  

If the dispute is not resolved the matter should be put in writing and referred to the Chair who 

with a member nominated by the Board can adjudicate in the matter. If the dispute is not 

resolved and the party making the complaint is an employee, recourse to the provisions of the 

Employment Relations Act will be utilised. If the party is not an employee the matter may by 

agreement be referred to Arbitration under the Arbitration Act. In the event of alleged serious 

misconduct by the General Manager / Volunteer Executive Officer or a staff member the Board 

will set up a committee to immediately investigate the allegations, take Human Resource or 

legal advice and take whatever action is necessary within the law to resolve the matter as soon 

as practicable.   



 

9.  Financial Management  
 

It is essential that the Foundation be financially managed to the highest standard.  The GM will 

liaise with Trustees and professional advisors, as appropriate to ensure this. The GM will: 
 

• Ensure the monthly statement of financial position and such other financial 

summaries required by the Board for review at each meeting meet 

appropriate standards; 

• Highlight for the Board any matters of material concern; 

• Ensure that the Boards responsibilities to meet all accounting and auditing 

requirements (whether by law or pursuant to the Trust Deed) are met; 

• Ensure that 2 Trustees are members of the Investment Advisory Committee 

and they lead any discussion that requires Board input or approval. These 

Trustees will receive regular briefings of investments made in accordance 

with the Foundation Statement of Investment Policy (IPS) and keep the 

Foundation Board regularly updated with regards to this; 

• Be responsible for identifying and bringing to the Board any desirable 

changes in accounting policies, and for maintaining a watch on the 

development of financial reporting standards and requirements; 

• Receive advice from the staff and Advisors on the management of the 

retained earnings at the end of each year which, added to the budgeted 

income from the Foundation’s 1% admin fee in the following year, together 

must be at least 100% of the budgeted expenditure for the following year. 
 

9.1 General Financial Operations 
 

• The Foundation Operations Account is used for the day-to-day operations 

of the Foundation (salaries, supply contracts etc,). The Foundation Grants 

Account is for Donor Funds. At no time should one be used for the other 

• At each monthly Board meeting, the Trustees should review the financial 

performance of the Foundation Operations Account. The Foundation Grants 

Account is reviewed by the Board on a quarterly basis. 
 

  



 

9.2 Expenses 

• Authority is given to the General Manager / Volunteer Executive Officer to 

incur operations expenses in the ordinary course of business of the 

Foundation, as provided for in the budget. The General Manager / Volunteer 

Executive Officer must ensure that capital expenditure and unbudgeted 

operating expenses over $1,000 are first approved by the Board.  These 

policies also cover the use of credit cards by the Foundation management for 

the Foundation expenses (credit card limit set at $1,000 per card). Monthly 

credit card statements (& receipts) will be sighted and approved by the 

Chair. 

• Administration staff collect invoices for payment to be checked by the 

General Manager / Volunteer Executive Officer.  Statement is stamped and 

signed by GM when approved for payment.  Statement is stamped as paid, 

noting the internet banking authorisers for that transaction and the date of 

payment. 

• Expenses shall be reimbursed providing receipts are supplied documenting 

the expense. Where a private vehicle is used to complete the Foundation 

business, the reimbursement shall be at the current NZ Government advised 

rate for the distance travelled. Expense claims shall be authorised by the 

General Manager / Volunteer Executive Officer or the Chair as appropriate 

(the person not receiving the reimbursement). Any expense claim by a 

Trustee should be approved by another Trustee. 

• the Foundation Grants account cheques/online payments require two 

Trustee signatories/authorisers 

• the Foundation Operations account cheques/payments require two 

authorised persons, such authorised persons being the General Manager / 

Volunteer Executive Officer (or the Operations Manager) and one Trustee 

• All sums received by the Foundation must be clearly documented, showing 

the nature of the receipt and how it is to be treated (including some form of 

written confirmation from the donor, if possible) 

• All gifts and legacies to the Foundation become part of the Foundation capital 

fund and will not be refunded to the donor or the donor’s estate. The only 

exception being those community groups which have established a 

transferable fund. 

• Detailed summaries of all distributions must be kept together with the 

evidence of the authorisation for each particular distribution 

• All financial information relating to the Grants Account is recorded on the 

Foundation’s Fundraiser database programme. Thus, any individual donations 



 

and distributions can be accessed immediately. The GM closely monitors the 

information on Fundraiser to ensure it correlates with the financial 

information provided by the accountant, throughout the year 

• Financial records are to be backed up electronically on a daily basis to an 

external hard-drive. 
 

 

9.3 Accounting policies 

• Financial reports will be prepared according to generally accepted accounting 

practice as determined by the NZ Institute of Chartered Accountants (NZICA) 

or other appropriate standard setting body 

• Individual fund balances and transactions will not be reported in the financial 

statements and will only be disclosed to interested persons on an individual 

basis and at the discretion of the General Manager / Volunteer Executive 

Officer. Full disclosure will however be made to the Board or any Board 

member who requests this information at any time. 

 
 

9.4 Audits 

• the Foundation accounts are completed as at 31st March each year. These 

accounts are audited by an independent auditor, for approval at the Board 

meeting, prior to the September AGM. This process will start from the 

Foundations second financial year as no significant transactions took place in 

the first year 

• These annual accounts are then posted on the Foundation website, to ensure 

full accountability to the public 

• A copy of the annual accounts and the Chairman’s Annual report is posted to 

the committee members, donors, and stakeholders following the AGM. 

• A review of the auditor will be undertaken every four years 

 

9.5 Information systems and security  

•  

• The Foundation has detailed a IT Policy and Procedures (Appendix 12) for 

selection and use of IT within the organisation, which must be followed by all 

employees and Trustees. It also provides guidelines the Foundation will use 

to administer these policies, with the correct procedure to follow.  

• the Foundation will keep all IT policies current and relevant. Therefore, from 

time to time it will be necessary to modify and amend some sections of the 

policies and procedures, or to add new procedures.   



 

• The Board must maintain a secure electronic repository of information (Board 

papers and policies) accessible by all Trustees, such as Dropbox.  

 

9.6 Electronic Transactions and Records Policy  
 
Purpose of the Policy 

This policy provides guidelines for all electronic transactions and records undertaken on behalf 

of the organisation. The objective of this policy is to ensure that use of electronic funds transfers 

and receipts are started, carried out, and approved in a secure manner and that there is a 

record of information and material exchanged electronically on the appropriate file.  
 
Procedures 

Electronic Funds Transfer (EFT) 

• It is the policy of the Foundation that all payments and receipts should be made 

by EFT where appropriate. 

• All EFT payments and receipts must adhere to the Financial Management Policy. 

• Where an electronic payment or purchase is made it must first be authorised by 

the General Manager / Volunteer Executive Officer in accordance with the 

Financial Management Policy and electronic records (screen shots of payments 

and electronically generated receipts) must be printed and filed with the relevant 

bank statement. 

• All electronic purchases must be undertaken using organisation credit cards only 

and therefore adhere to the organisation credit card policy in the Financial 

Management Policy.  

• All emails and documents that contain information of relevance should be stored 

in a place that is retrievable and visible to the appropriate staff. These records 

should be located in the files of the relevant donors or contractors. This will mean 

storing copies of these on the shared drive and printing hard copies for storage 

where necessary. 

9.7 Social Media  
 

the Foundation has a detailed social media policy and procedures and this must 

be followed by all trustees and employees (Appendix 13) 

 

The purpose of this policy is to ensure: 

• the Foundation gets the most benefit possible from using Facebook (&/or 

other social media) as a promotional / engagement mechanism. 

• the Foundation maintains a high level of integrity in their Facebook (&/or 

other social media) interactions. 



 

• the Foundation upholds all legal responsibilities in using Facebook. 
  



 

 

10.  Investments  
 

The Board will appoint a Fund Manager to undertake the investment of funds under the 

supervision of the Investment Advisory Committee (IAC). 

• Consideration will be made to the following when making investments: 

• An appropriate level of portfolio risk will be determined and agreed by the 

Board in consultation with the IAC 

• A risk appropriate level of diversification across securities, sectors, asset 

classes and countries must be maintained 

• Through the IAC the managers of the portfolio will take on risks in a prudent 

manner. Investment risk must be minimised at the expected level of return 

• the Foundation will demonstrate a preference for more conservative 

investment choices and a more stable flow of investment income. Flexibility 

must be accommodated to allow for changes in Wakatipu Community ’s 

requirements and the investment environment 

• All aspects of the investment process and implementation must be reviewed 

at least annually and more frequently in volatile times by the Board 

• Any funds not immediately required for liquidity purposes will be invested in 

an appropriate manner 

• All investments will be in accordance with the Statement of Investment Policy 

(IPS) as agreed to by the Board (Clause 6.1) 

• If the Foundation inherits a fund where the investments lie outside of the IPS 

parameters (including but not limited to Property, Direct Mortgages and 

Funds in Moratorium), the IAC will include these investments as soon as it is 

prudent to do so 

• The performance of the Fund Manager will be reviewed every two years 

  



 

11.   Allocation of Investment Income  
 

The return on a named fund in this context is the combination of income (interest, dividends 

(etc.) 

The Trustees’ objectives in allocating these returns are to: 

• Provide at least in part for the costs in administering the Foundation.  

• Provide ongoing levels of distributions which recipient organisations can rely 

on for budgeting 

• Maintain the level of each named fund at no less than 100% of its original 

capital value, and long-term endeavor to maintain the real value of the 

funds. 
 

To achieve these objectives the Trustees, intend to make an annual allocation for each named 

fund of: 

• 1% of the average capital value of the fund in that year towards the cost of 

administering Wakatipu Community  

• 3 - 4% of the average capital value of the fund in that year for distribution to 

recipient organisations  

• The Trustees will decide on the appropriate distribution rate every three 

years. 

• Any return in excess of the total of these two amounts will be added to the 

capital value of the fund 

 

If the market values of the investments fall, the two allocations will still be made.  

The Trustees acknowledge that in the early years of a named fund it may become necessary 

to erode the original capital value in order to achieve these allocations but that a return to the 

original capital value in the shortest possible time is of paramount importance. The Trustees 

reserve the right to vary the nominated percentages as circumstances require.  

The average capital value of the fund is the opening balance plus any additions (and 

withdrawals) during the year, weighted by the number of days in the year. 

 
 

 



 

 

 

 

12.  Distribution Policy 
 

12.1 Objectives 

• the Foundation will distribute funds in accordance with its Trust Deed to provide: 

• Support, both financial and otherwise, for Community Organisations 

(meaning any trust, society or institution established exclusively for 

charitable purposes within New Zealand) 

• Support, both financial and otherwise, for any Charitable Purpose 

(meaning every purpose which in accordance with the law of New Zealand is 

charitable) 

• These charities, organisations or projects are to be focused on (but not 

restricted to) the Wakatipu region.  
 

12.2 Principles 

• Any funds gifted for a specific purpose are excluded from this Distributions 

Policy. The Foundation will at all times follow the Donor’s wishes of Named 

Funds 

• This Distributions Policy as it relates to priorities and exclusions will be 

reviewed annually 

• The Board will determine each year at its discretion how much money is 

available for distribution 

• The amount of money available for distribution is calculated in accordance 

with the Allocation Policy for Investment Income. 
 

12.3 Due Diligence 

The Foundation Distributions committee will endeavour to obtain as much information about 

applicant organisations as is deemed necessary in order to make an informed decision about 

funding. This may involve visiting the organisation in person, and if there is any concern about 

the integrity or experience of key personnel, a police check may be requested. 
  

12.4 Accountability Policy 

• All organisations applying for and receiving unrestricted funds are required to 

report back on the use of those funds. Organisations receiving money from 

tagged funds will not be required to furnish an accountability report, but they will 

be advised that they may be asked to report on how the funds were spent, 



 

allowing the Foundation to report back to the family of the Donor, and use the 

story in the Foundation’s advertising 

• Further applications for funding will not be accepted from any organisation that 

has not reported back on the use of a previous grant, in the year following 

• Audited financial statements will not be required for any grant under $25,000 

unless the recipient organisation normally produces a set of audited financial 

reports 

• Grants made for the benefit of individuals (e.g. scholarships, medical treatments) 

will wherever possible be made via a reputable third party e.g. a school, 

university, or service provider. The individual benefiting from the grant may be 

required to sign a declaration that the funds will be used according to the 

purpose for which they were intended 
 

12.5 Conflict of Interest 

• When any consideration is being given, if an applicant or a representative of an 

applicant organisation has any relationship with a member of the Distributions 

Committee or the Board of Trustees, they should be entitled to apply but the 

member must declare a conflict of interest and they will not be included in any 

discussions, pertaining to this application. 
 

12.6 Annual Application Time Schedule 

• The Board will approve the annual distribution amount, prior to the Foundation 

advertising for preliminary applications – social media, newspaper, email, website 

• If preliminary application is successful, charities will be invited to complete a full 

application 

• Distributions Committee meet to decide on allocations 

• Trustees advised of recommended distributions at the August Board meeting, 

including those from named funds which are gifted for a specific purpose. 

Trustees’ approval is required. When successful organisations are advised of 

distribution approvals from unrestricted funds they will be asked to report within 

six months that the funds have been spent for the purposes specified. 
 

 

13. Endowment Funds 
 

13.1a Named endowment fund ($25,000 - $50,000) 

Donations/gifts of $25,000 - $50,000 will become a Named endowment fund and the following 

privileges will apply: 



 

 

• Distributions from the fund will be for unrestricted purposes, to be decided by the 

Foundation 

• The income and administrative charges from the fund is reported annually to the 

donor/family/executor (if requested) 

• The distribution from the fund is reported annually to the donor/family/executor 

(if requested) 

• An establishment donation of $5000 is encouraged 
 

13.1b Named Endowment Funds (> $50,000) 

Donations/gifts of $50,000 or more will become a Named Endowment Fund and the following 

privileges will apply: 
 

• The donor can specify the charities which are to benefit from the fund 

• The income and administrative charges from the fund is reported annually to the 

donor/family/executor if requested 

• The distribution from the fund is reported annually to the donor/family/executor 

if requested 

• If a Named Endowment Fund fails to achieve the minimum required value 

($50,000) at the time the Foundation receives the funds, the Trustees have the 

discretion to allow the fund to proceed as a Named Endowment Fund 

• The criteria for the establishment of a Named Endowment Fund are subject to 

change from time to time at the discretion of the Trustees (but this will not 

impact any existing “Named Funds”. 

• An establishment donation of $5,000 is encouraged. 

 

13.2 Community Group Endowment Funds 

• Funds are held in the name of the Community Group (CG) which has set up the 

Fund 

• The CG has a signed Memorandum of Understanding with the Foundation 

• It is understood that the CG will promote the Foundation as their Endowment 

Fund option of choice 

• Establishment donation not applicable. 

• The income and administrative charges from the fund is reported annually to the 

CG. 

• Annual distributions will be paid to the CG once the fund reaches $50,000 

• Community Groups shall be advised that their purpose in creating this 

endowment fund is to facilitate and safeguard general long-term funding and is 

not intended to alter their accountability for reporting their financial resources. 



 

 
 

 

 

13.3 Living and Giving Funds  

• The income earned on the amount donated (if capital is less than $50,000) is 

reinvested back into the capital base of the Fund  

• Once the fund reaches $50,000 capital value, the Fund will become a Named 

Endowment Fund and an annual percentage distributed accordingly with 

donations during one’s lifetime.  

• The income and administrative charges from the fund is reported annually to the 

donor if appropriate 

• An establishment donation of $5,000 is encouraged. 

• Management to ensure that if there appears to be resistance from a potential donor 
to the point that the fund might be in jeopardy (such as a substantial Living Giving 
donation), then management will ‘not pursue the establishment donation.’  
 

 

13.4 the Foundation Vital Impact Fund (< $25,000) 

• Donations to the Foundation Vital Impact Fund are one-off donations that do not 

qualify for a Named Endowment Fund 

• Distributions from the earnings of this fund will be made to charities at the 

discretion of the Trustees 

• The privileges applying to the Named Endowment Funds do not apply to the 

Foundation Vital Impact Fund 

• Donations of $5,000 or more made into the Foundation Vital Impact Fund will be 

tracked in the name of the Donor. If and when the donations from an individual 

donor accumulate to $25,000 they will become a Named Endowment Fund. 

• The income and administrative charges from donations in excess of $5,000 is 

reported annually to the donor/family/executor if appropriate 
 

 

13.5 Pass Through Funds 

• Where the funds are held for a specific project, the Foundation will retain all net 

interest earned on those pass-through funds held, as a donation towards its 

operating costs. 

13.6 Establishment Donation Policy 

• The Foundation encourages an initial establishment donation to set up a fund. 

The amount of this is fixed by agreement between the Donor and the 



 

Foundation. The figure is to be determined when the fund is established and 

written into the original documentation. While the preference is for the 

Foundation to receive this donation at the time of establishment of the Fund, it 

may be agreed to be debited at the time the Foundation receives the funds or by 

way of annual instalments 
 

 
 

13.7 Transferable Funds  

• Community groups may wish to set up a transferable fund. They need to indicate 

this at the time the fund is established, so these conditions are written into the 

signed MOU (this prevents a group from accessing funds that earlier trustees 

have intended never to be spent).  This option currently only available for new 

community groups, considering setting up an endowment fund. 

• Transferable funds provide the following criteria: 

- In order to be eligible as a transferable fund, the fund must maintain   

a minimum balance of $50,000. 

- The initial fund must be held for a minimum 5 years; 

- Minimum 12 months’ notice of intention to transfer capital – must be 

paid out to a charitable organization.  There is a withdrawal fee of 

0.25% 

14.  Relationship Building with Donors (and potential donors) 

 
• Responsibility for building relationships with donors (and potential donors) belongs to 

all trustees and staff. However, to ensure that these relationships are developed in an 

appropriate way it is important that the General Manager / Volunteer Executive Officer 

is aware of any approaches, to avoid duplication. 

• All contact with donors (and potential donors) is recorded on the Foundation’s database 

• Management understand the appropriate level of contact for each donor and appreciate 

that each donor is a “campaign in their own right”. 
 

15.  Gift Register  
 

• The General Manager / Volunteer Executive Officer shall be responsible to maintain a 

Gift Register that itemises all gifts given by the Foundation, who they were given to 

and when (such as, a bottle of wine with a card to professional advisors, who have 

been instrumental with a foundation endowment fund being established) 



 

 

16.  Legacies and Bequests  
 

• Any disputed legacy will be referred to the Board and dealt with as the Board 

determines 

• Staff members should be discouraged from accepting appointments as executors of 

persons leaving monies to the Foundation, other than family and friends 

• It is not the Foundation’s role to become involved as Trustees of other Trusts, but 

rather to take over the assets of those Trusts following their winding up 

• Non-monetary assets specified to be held in perpetuity (or significant periods of time) 

will not generally be accepted by the Foundation. 
 

 

 

17.  Donor Disclosure Policy  
 

This policy applies to the disclosure of information to the following: 

• the Foundation Board 

• Stakeholders (including existing and potential donors and recipients) through 

Annual reports, newsletters etc.  

• General Public through general and specific advertising etc. 

• This policy applies to disclosure of the following types of information: 

o Donor names (for realised and unrealised funds, and anonymous and 

named funds) 

o Recipients 

o Fund values 

17.1 the Foundation Board 

• All information can be disclosed to the Foundation Board (including the 

names of anonymous donors). 

17.2 Unrealised Funds 

• When it is not associated with the name of a donor(s), information about 

recipients and fund values can be disclosed to Stakeholders and the General 

Public. 

• When it is associated with the name of a donor(s), information about 

donor(s) names, recipients and fund values can be disclosed to: 

- Stakeholders only under the general authorisation granted at the 

time of becoming a donor 



 

- General Public only by specific approval from the donor on individual 

occasions. 

17.3 Realised funds 

• All information (with the exception of the names of anonymous donors) can 

be disclosed to Stakeholders and the General Public. 

17.4 Record of Information 

• The Chairman and General Manager / Volunteer Executive Officer are aware 

of all information recorded on Fundraiser database (or whichever is in use by 

the Foundation staff). 

17.5 Anonymous Donors 

the Foundation’s database has an alert notification for anonymous donors, to ensure that 

management is constantly reminded of the importance of this. 

 	



 

18.  Occupational Health and Safety  
 

Objective: 

The Foundation can demonstrate an active, consultative commitment to all areas of health and 

safety management in the workplace. Note: A number of these points are not applicable until 

the Foundation has an office or has staff. However, it is good practice to have this consider 

before hires eventuate. 
 

  18.1 Health and Safety Policy 

The Foundation has developed and implemented a structured health and safety management 

system to meet its obligations and legislative requirements. This will also assist to achieve a 

consistently high standard of safety performance. Regular review of H&S at senior level 

reinforces its importance to Wakatipu Community’s commercial objectives and legal obligations. 
 

18.2   Policy Authorised by General Manager / Volunteer Executive 

Officer 

 

• The General Manager / Volunteer Executive Officer will formally sign and 

date the current written policy and display it in the office. (see appendix 11) 

once an office is set up. 

• The General Manager / Volunteer Executive Officer and trustees will formally 

review and approve the policy annually, or as required. 
 

18.3   Policy Incorporates Management Commitment to Comply with 

Relevant Legislation 

The Foundation’s health and safety policy will ensure compliance with current legislative 

requirements and industrial standards, such as: 

• The Health and Safety at Work Act 2015  

• Injury Prevention, Rehabilitation and Compensation Act 2001 

• Various Codes of Practice 

• AS/NZS 4804:2001 ~ Occupational Health and Safety Management Systems 

– General guidelines on principles, systems and supporting techniques 

• Ensure that any building tenanted by the Foundation will meet 66% (or 

greater) of the building code always, once an office is set up. 
  

18.4   Policy Includes Management Responsibilities 

the Foundation’s H&S policy is to inform employees and other interested parties that H&S is an 

integral part of its operations. All staff are actively involved in the review and continual 

improvement of H&S. Performance reinforces this.   



 

 

 

 

 

General Responsibilities: 

the Foundation Board: 

• Formally approve and implement the Occupational Health and Safety Policy 

• Review overall organisational health and safety performance 

• Ensure organisational compliance with health and safety legislation 
 

General Manager / Volunteer Executive Officer: 

• Ensure all employees are inducted and receive regular training as required to 

perform jobs safely 

• Facilitate rehabilitation of injured workers 

• Report health and safety issues to the Board monthly 
 

 

18.5   Individual Employees’ Responsibilities to Health and Safety 

Employees will: 

• Adhere to all safe working procedures in accordance with instructions 

• Take reasonable care of themselves and others who may be affected by their 

actions 
 

18.6   Reporting and Recording of Workplace Incidents and Injuries 

• Employees are to report any work-related incident, injury, or illness to the 

General Manager / Volunteer Executive Officer. 
 

18.7   Continuous Improvement in Health and Safety 

• the Foundation will continue to access best practice information and 

integrate this into H&S improvement. 
 

18.8   Management Support Early Return to Work of Injured Employee 

• the Foundation supports the early return to work (RTW) of injured 

employees. The primary criterion for enabling any RTW is to gain 

endorsement by a medical physician that the injured employee is capable of 

RTW. A RTW plan will be developed including suitable alternative duties, 

which will be identified after consultation with relevant parties and will be in 

writing. (see appendix 10) 



 

19.  Risk Management Strategy   
 

Risk is inherent in all our daily activities and we continuously manage risks. The goal is not to 

eliminate risk, rather to manage the risks to maximise our opportunities and minimise negative 

outcomes. Risk management requires: 

• Forward thinking and a proactive approach to management. 

• Achieving a balance between the costs of managing a risk and the 

anticipated benefits. 

The Foundation will develop, maintain, review and revise (at regular intervals) procedures that 

provide the Foundation with a systematic view of the risks it faces in the course of its activities. 

The Objectives of the Risk Management policy (Appendix 14) are:  

• To promote Trustee, employee, stakeholder and public safety. 

• Protect personnel, assets and intellectual property. 

• Encourage quality service delivery, especially in trying times. 

• Minimise loss. 

• Improve contingency planning for dealing with the negative aspects of risks 

and their impact 

Everyone is responsible for the effective management of risk. All trustees and staff are 

responsible for identifying potential risks. Management is responsible for developing risk 

mitigation plans and implementing risk reduction strategies. Trustees are responsible for 

oversight of the key risks. The risk management process is integrated with other planning 

processes and management activities.  
 

To achieve effective risk management, we will: 

• Regularly identify and assess risks, develop strategies to manage them, 

monitor the effectiveness of these strategies and revise them if required. 

• Ensure Trustees and staff are aware of the Risk Management Plan and are 

encouraged to understand it and to contribute to its effectiveness. 

• Seek to ensure that risk management policies and procedures comply with 

statutory requirements. 

The General Manager / Volunteer Executive Officer is charged with implementing appropriate 

risk management systems.. The General Manager / Volunteer Executive Officer will report on 

these risk systems and their continuing effectiveness and appropriateness during monthly 

report to the Board. Once a year the Board itself will receive an overall report on incidents and 

risks and review its policies and mitigation measures.  

 

 

 

Risks perceived by the Board include: 



 

19.1 the Foundation employees – potential risk areas 

• Working with elderly donors who may be in a vulnerable position 

• Handling money during our fundraising activities and or routine financial 

affairs 

• Having access to personal and/or confidential information for donors. 

 Steps taken to minimise potential risk 

• When employees visit a donor, this is noted on the Foundation calendar so 

that other staff know where employees are, during work hours 

• Employees should not accept any personal gifts from the Foundation donors 

• Financial transactions implemented under management (see Financial section 

of the Foundation Policy manual) 

• Confidential information implemented under management (see Donor 

Disclosure section in the Foundation policy manual). 

• Management report any incidences of an unhappy donor (or relative) to 

Trustees as soon as possible.  Trustees and management will endeavor to 

meet with an unhappy donor (or relative) as/where appropriate, to discern 

the key concerns and try and alleviate these.  
 

19.2 the Foundation Volunteers – Potential Areas of Risk 

• Recruiting volunteers of an inappropriate nature 

• Site visits for Distribution Committee 

 Steps taken to minimise potential risk 

• the Foundation has established and implements procedures for screening 

volunteers (in policy manual – appointments of committee members) 

• Police checks are required for all the Foundation volunteers 

• Distribution Committee members always do a site visit to charities applying 

for funding with another committee member 

• When doing a site visit, Distribution Committee members wear a Foundation 

name tag, for identification purposes. 
 

19.3 Inappropriate Disclosure of Confidential Information 

• Foundation staff must be familiar with the confidentiality requirements of the 

Foundation donors. In the event that there is a breach of confidentiality, 

immediate steps shall be taken to advise the donor of the nature of the 

breach and any steps taken by the Foundation to amend the breach. Should 

the breach relate to a deceased donor, efforts shall be made to advise the 

donor’s next of kin as above. 

 



 

 

 19.4 Handling media relations, in the event of bad publicity 

• In the unlikely event of bad publicity, the Foundation has a small core team 

to focus on clearly identified issues and to respond rapidly. This team 

comprises the General Manager / Volunteer Executive Officer, a 

spokesperson for the Foundation (should be media trained) and a 

communications expert (strategist who develops the position and message 

for the Foundation to adhere to, throughout the crisis). 
 

19.5 Significant natural disaster impacting on Wakatipu Community’s 

business 

• In the unlikely event of a major external event (such as an earthquake), the 

Foundation management would endeavor to set up “business as usual” as 

quickly as possible.  This may require working from home in the interim and 

accessing the server via the internet (assuming internet connection). 

Management would liaise with trustees to ensure such a disruption was 

handled as smoothly and efficiently as possible. 
  



 

Appendix One: Code of Conduct for Trustees 
 
The Trustees of the Foundation recognize their obligation to their stakeholders and the 

community and accept this Code of Conduct. The Board is responsible for moral leadership and 

setting the ethical and legal framework for the Foundation, defining and nurturing the 

Foundation’s fundamental values. Sound Board systems provide protection for the Foundation, 

its stakeholders, the Board and its members against fraud, illegal practices and poor 

performance. 
 
Compliance with this Code. 

This Code has been developed and agreed to by all Trustees. The Code sets out key 

principles by which they wish to conduct themselves. The principles in the Code 

endeavor to address potential differences in attitudes and behaviors of Trustees.  

 

Trustees acknowledge they are ultimately accountable for the successful performance 

of the Foundation, and their actions, both public and private, should support the 

decisions and activities of the Foundation. 
 

1. Conduct. 

• Trustees will conduct themselves in a manner consistent with custodial 

responsibilities of a director in any position of fiduciary trust. 

 

• Trustees will be aware of statutory and other obligations as directors and 

should exercise the care, diligence and skill that a prudent person of 

business/board member would exercise in managing the affairs of others. 

 

• Trustees will declare all interests that could result in a conflict between 

personal and organizational priorities or create an appearance of conflict 

which could bring the Foundation into disrepute. 
 

2. Trustees will be open and honest. 

• Trustees will ensure scrupulous avoidance of deception, unethical practice or 

any other behavior that is, or might be construed as, less than honorable in 

the pursuits of the Foundation. 
 

  



 

3. Trustees will not do anything that in any way denigrates the 

Foundation or harms its public image. 

• Trustees will always, act honestly and with integrity and not place themselves 
in situations where their honesty, integrity and good faith may be questioned. 

• Trustees will take account of the views of others, but reach their own, 

independent conclusions on the matters before them. 

• Trustees will respect and value the distinction and complementary nature of 

the relationship between governance and management roles and 

responsibilities. 

• Trustees will ensure that the Foundation always acts lawfully and in 

accordance with its Constitution and all statutory requirements and behave in 

a manner consistent with the spirit as well as the letter of the law. 

• Trustees will use discretion in mentioning the Foundation on social media,and 

will not make comments that may in any way harm the Foundation’s public 

image. 
 

4. Commitment 

Trustees, having made a commitment to the Foundation, undertake to commit the 

time required to perform their responsibilities and will make every effort to attend 

scheduled meetings. It is recognized that there will be occasions when Trustees are 

unable to attend meetings in which case they will submit their apology to the Chair 

prior to the meeting. 
 

5. Collective Responsibility 

Trustees recognize there may be tension at times between the collective 

accountability of trustees and an individual. Therefore, Trustees agree to the 

following principles: 

• to clearly express their views at the Foundation meetings. 

• endeavor to achieve a decision and course of action; 

• to support the collective formal decisions of the Foundation; 

• to not re-litigate previous decisions at subsequent meetings of the 

Foundation, unless the majority of trustees agree to re-open the debate; 

• to be mindful that personal actions should not bring the Foundation into 

disrepute or cause a loss of confidence in the activities and decisions of the 

Foundation, and 

• where appropriate make a full disclosure to the Board. 
 

  



 

6. Process for dealing with Breaches of these Guidelines 

If any trustee becomes concerned that the conduct of a fellow trustee (including the 

Chair or Deputy Chair), is in breach of these guidelines, she/he should: 

• Firstly, discuss the concern with the board member involved. If the matter of 

concern persists, the matter should be raised with the Chair. 

• Secondly, the Chair should then discuss the concern with the trustee 

involved. If the matter persists, the matter should be raised at a meeting of 

all Trustees. 

The trustee whose conduct is causing concern should be given adequate notice of 

such a meeting and the concerns raised and the opportunity to respond. 

Finally, at the Chair’s discretion, other trustees may have the opportunity to discuss 

the matter of concern without the presence of the trustee involved. The Chair would 

make the trustee aware of the meeting and give them an opportunity to respond. 

 

 

___________________________________  ____ / ____ / ___ 

Signed       Date signed 
  



 

 

 

 

Appendix Two: Annual Work Plan 

 
Set up in excel and will be distributed 

 

  

 

 

Appendix Three: Induction Materials for New Trustees/ 
Committee Members 
 

• List of all the Foundation’s Board and committee members incl. contact 
details 

 
• Trustee bios and photos page 

 
• the Foundation’s Policy Manual  
• Minutes of committee meetings over last 12 months plus Board meeting 

minutes for Trustees 
 

• Details of term of appointment / rollover / reappointment process 
 

• Schedule of committee meeting dates for next 12 months 
 

• the Foundation’s A4 brochure pack 
 

• Organisational chart  
 

• Donor Approach flow chart 
 

• The Foundation terminology paper 
 

• Confidentiality Statement 
 

• Police vetting form 
 

• Declaration of interest form 
 

• Schedule of Interests (saved in Board members past and present) 
 

• Code of Conduct (separate form for Trustees and Committee members) 
 

 
Distributions Committee only 
 



 

• Tindall Foundation criteria and priorities 
• Case Studies from other community foundations 
• Distributions Committee bios page 

 
Trustees Only: 
 

• Copy of 5-year Business Plan 
• Most recent monthly accounts  
• Trust Deed 

 
Trustees and Investment Advisory Committee members 
 

• IPS – saved in IAC – Investment Policy – current year 
 

 	



 

Appendix Four: Confidentiality Statement for Trustees   
 

The Trustee shall during the continuance of their term and after its termination: 

• Use their best endeavours to prevent the disclosure of any confidential 

information; 

• Other than during their duties not disclose any confidential information to 

any person other than another Trustee/Committee member, the General 

Manager / Volunteer Executive Officer or another representative of the 

Foundation authorised to use it. 

• Not use any confidential information to their own benefit, as distinct from the 

benefit of the Foundation. 

• Not use or attempt to use any confidential information in any manner which 

may injure or cause loss whether directly or indirectly to the Foundation. 
 

In this clause confidential information means any information relating to the business or 

financial affairs of the Foundation which has come to the knowledge of the Trustee or which 

has been disclosed or might reasonably be understood to have been disclosed to the Trustee 

in confidence other than information which is already public knowledge within the industry or 

which is obvious or trivial.   

 

I confirm that I have read and understood the Confidentiality Statement and agree to abide by 

the requirements therein. 
 

 

 

_______________________________________________ 

Name of Trustee 

 

 

_______________________________________________        _________________ 

Signature of Trustee               Date 
 



 

 

 

 

 

Appendix Five: Board / Committee member declaration of 
interest 
 

 

Please list any interests held in any charitable organization or any organization that may have 

dealings with the Foundation now or in the future. 

 

Organisation Position or nature of interest 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 

_______________________________________________ 

Name of Trustee 

 

 

_______________________________________________        _________________ 

Signature of Trustee               Date 

 
  



 

Appendix Six: Code of Conduct for Committee Members 
 
Members of committees of the Foundation recognize their obligation to the Foundation’s 

stakeholders and the community and accept this Code of Conduct. 
 

Compliance with this Code 

• Committee members acknowledge they are ultimately accountable for the 

successful performance of their Foundation committee, and their actions, 

both public and private, should support the decisions and activities of the 

Foundation. 
 

Declaration of Interests 

• Committee members will declare all interests that could result in a conflict 

between personal and organizational priorities or create an appearance of 

conflict which could bring the Foundation into disrepute. 
 

Committee members will not do anything that in any way denigrates the 

Foundation or harms its public image. 

• Committee members will always, act honestly and with integrity and not 

place themselves in situations where their honesty, integrity and good faith 

may be questioned. 

 

• Committee members will take account of the views of others, but reach their 

own, independent conclusions on the matters before them. 

 

• Committee members will use discretion in mentioning the Foundation on 

social media and will not make comments that may in any way harm the 

Foundation’s public image. 
 

Commitment 

• Committee members, having made a commitment to the Foundation, 

undertake to commit the time required to perform their responsibilities and 

will make every effort to attend scheduled meetings. It is recognized that 

there will be occasions when members are unable to attend meetings in 

which case they will submit their apology to the Chair prior to the meeting. 
 

  



 

Collective Responsibility 

Committee members recognize there may be tension at times between the collective 

accountability of members and an individual. Therefore, Committee members agree to the 

following principles: 

• to clearly express their views at the Foundation meetings, and endeavor to 

achieve a decision and course of action; 

• to support the collective formal decisions of the Foundation; 

• to not re-litigate previous decisions at subsequent meetings of the 

Foundation, unless the majority of committee members agree to re-open the 

debate; 

• to be mindful that personal actions should not bring the Foundation into 

disrepute or cause a loss of confidence in the activities and decisions of the 

Foundation, and 

• where appropriate make a full disclosure to the committee. 
 

Process for dealing with Breaches of these Guidelines 

If any Committee members become concerned that the conduct of a fellow member, is in 

breach of these guidelines, she/he should: 

• Firstly, discuss the concern with the member involved. If the matter of 

concern persists, the matter should be raised with the Chair. 

• Secondly, the Chair should then discuss the concern with the member 

involved. If the matter persists, the matter should be raised at a meeting of 

the Trustees. 

The Committee member whose conduct is causing concern should be given adequate notice of 

such a meeting and the concerns raised and the opportunity to respond. 
 

 

___________________________________  ____ / ____ / _________ 

Signed       Date signed 
  



 

Appendix Seven: Confidentiality Statement - Committee 
Members  
 

 

The Committee member shall during the continuance of their term and after its termination: 

• Use their best endeavours to prevent the disclosure of any confidential 

information; 

• Other than in the course of their duties not disclose any confidential 

information to any person other than another Trustee/Committee member, 

the General Manager / Volunteer Executive Officer or another representative 

of the Foundation authorised to use it. 

• Not use any confidential information to their own benefit, as distinct from the 

benefit of the Foundation. 

• Not use or attempt to use any confidential information in any manner, which 

may injure or cause loss whether directly or indirectly to the Foundation. 
 

In this clause confidential information means any information relating to the business or 

financial affairs of the Foundation which has come to the knowledge of the Committee member 

or which has been disclosed or might reasonably be understood to have been disclosed to the 

Committee member in confidence other than information which is already public knowledge 

within the industry or which is obvious or trivial.   

 

I confirm that I have read and understood the Confidentiality Statement and agree to abide by 

the requirements therein. 
 

 

_______________________________________________ 

Name of Committee member 

 

 

_______________________________________________        _________________ 

Signature of Committee member      Date 
 

  



 

  
  



 

Appendix Eight: Staff Performance Planning and Appraisal 
Process 

 

Introduction  
 

Every staff member will participate in an annual planning and appraisal process.  It is envisaged 

that the process will require at least three meetings for this purpose each year with their 

manager. 

• An initial performance review will be made three months after an 

employee after working for the Foundation.   

• On the anniversary of an employee’s contract, an annual performance 

review will be completed.  The Appraiser will give the employee a self-

evaluation form to complete.   

• This must be completed by the staff member and will be discussed at the 

appraisal meeting  

• (Section A: Self-evaluation form).   

• The appraiser will complete a confidential assessment of the employee for 

discussion at the first meeting (Section B: Annual Performance Review).   
 

First Meeting 

 

The appraiser and staff member meet to carry out the review after the first three months in 

employment with the Foundation. The employee may ask a support person to attend this 

meeting.  Any matters arising are to be identified, accommodated and agreed to within the 

review process.  Section C is to be completed during the discussion and any confidential notes 

retained. Identification and discussion of work and professional development goals and 

objectives for the coming year must be discussed. This will lead to agreement on an Annual 

Work and Performance Plan (Section D). 

The staff member is to receive a signed copy of Section D and all other papers if requested at 

the completion of the appraisal. At the completion of the appraisal, all documentation will be 

retained in a personnel file and stored by the Chairman in the case of the GM and the GM in 

the case of staff. 

 

 

Second Meeting 

 

This will be an informal mid-year coaching meeting in which the progress of the goals and 

objectives of the Work and Development Plan will be reviewed. The parties will take note and 

the Work and Development Plan will be changed as need be.   



 

Third Meeting 

 

This is the end of year Appraisal Meeting. The employee may ask a support person to attend 

this meeting.  Any matters arising are to be identified, accommodated and agreed to within the 

review process.  Schedule # 1 is to be completed during the discussion and any confidential 

notes retained (Section D). 
  



 

SECTION A: 

Wakatipu Community Foundation Administration Self Evaluation Form 
(To be completed by the employee for discussion at the appraisal meeting) 

 

 

Name:     Date:   
 

This form is confidential and is intended to provide your Appraiser with information to assist 

your development and the provision of the Foundation services. 

When completed please return this form to the Appraiser by the agreed date (please attach a 

copy of your job description). 
 

This form will be used as a basis for the Appraisal. 
 

1. Is your current job description matching the work you do?  If not then please 

identify any areas that may need to be changed.  

 

 

2. How well do you do with your Work and Development Plan objectives and 

performance measures for the past year? 

 

 

3. What parts of your job do you like best?  

 

 
4. Give details of any difficulties you have encountered during your performance 

of your duties. How do you feel these could be addressed?  

 
 

5. What changes would make your job more satisfying, effective or efficient?  

 
 

6. What action has your manager and/or employer taken to improve your 

performance and specify any actions you would like the Foundation to take 

to improve your ability to perform your role.  

 

 

7. Have you got skills and abilities, which are not currently being used?  

 



 

 

8. What professional development have you achieved during the year? 

 

9. What professional development do you believe will help you develop skills, 

attitude or knowledge?  Indicate any areas you see as priorities?    

 

10. List goals and career ambitions for  
 

Year 1 

 

 

Year 2 

 

 

Year 3 
 

1. What current community, family and other commitments you have that may 

affect your work?  

 

2. What progress has been made on the mutually agreed objectives set at your 

last Appraisal?  Please list them and identify the outcomes you have 

achieved. (note this on personal file) 

 

 

 

 

 

3. Any other information that you feel is relevant to your Appraisal? 

 
 

 

 

 

 

 

 

 

 

SECTION B: 



 

WAKATIPU COMMUNITY FOUNDATION 

Annual Performance Review 
(To be completed by the appraiser as the basis of the appraisal meeting.) 

 

 

CORE QUESTIONS: 

 

In what capacity have you had contact with (staff member) over the last year? 

 

 

 

 

 

What do you see as her/his strengths? 

 

 

 

 

 

 

Are there any areas she/he could work on? 

 

 

 

 

 

Anything else you would like to say about her/him, or her/his work performance? 

 

 

 

   
 
Date: ___________________________ 

 

 

Name & Position with Wakatipu Community Foundation:  

 

________________________________________ 

SECTION C: 



 

 (To be completed at the end of the appraisal meeting and signed by both parties.) 
 

 

 

Date: _____________________   Name:________________________ 

 

 

The purpose of this schedule is to record the minutes of the first meeting between the staff 

member and the Appraiser.  These minutes will include the agreed nature and focus of the 

appraisal along with details of information to be brought to the next meeting. This schedule is 

to be signed by both staff member and Appraiser once completed. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Do you feel this has been a true and fair assessment of your performance?  

YES/NO 

Appeal System if No:Make/give appointment time with representatives of 

the Wakatipu Community Foundation Board. 

 

Signed:      Signed:      

     Employee          Employer 

 

Name: _________________________ Name: _________________________ 



 

Appendix Nine : Health and Safety Management Policy – some parts to be implemented when we have staff and 
work place 
 

The Foundation is committed to providing and maintaining a safe and healthy working environment for its employees, visitors and all persons using the premises as a 

place of work. 

To ensure a safe and healthy work environment we will: 

Reporting 
• Actively encourage the accurate and timely reporting and recording of all accidents, incidents and unsafe conditions 

• Investigate all accidents, incidents and unsafe conditions to ensure all contributing factors are identified and where appropriate plans are formulated to take 

corrective actions 
 
Hazard Management 

• Ensure all employees are made aware of the hazards in their work area and are adequately trained to enable them to perform their duties in a safe manner 
 
Consultation & Commitment 

• Encourage consultation and participation in all matters relating to health and safety 

• All managers understand the health and safety issues in their area of responsibility 

• Performance reviews will include health and safety responsibility and a review of the earthquake and fire evacuation procedures. 

• Promote a system of continuous improvement 

• Meet obligations under the Health and Safety at Work Act 2015, Codes of Practices, relevant Standards and/or Guidelines and local authority requirements 

• Perform an annual check with the landlord that the building has a Building Warrant of Fitness that complies with Section 108 of the Building Act 2004 and is 

covered under Compliance Schedule No: 107. 

• Every employee is expected to share in the commitment to this policy 



 

• Every employee is expected to play a vital and responsible role in maintaining a safe and healthy environment through: 

o Observing all safe work procedures 

o Early reporting of any pain or discomfort 

o Ensure all incidents and accidents are reported. 

 
Rehabilitation 

• Management supports the safe and early return to work of injured employees.  Refer to Return to Work Policy 

 

 

 

 
 ___________________________   ___________________________  

General Manager / Volunteer Executive Officer     Date: 

 

Appendix Ten: Return to Work Policy 
 

The return to work policy is an expression of the commitment by both the Foundation and our employees that following a personal injury to an employee: - 
 

• Treatment, return to work activities and any necessary occupational rehabilitation services will begin immediately or, if not required immediately, then as 

soon as is necessary to achieve an early return to pre-injury employment wherever possible; 

• Return to suitable employment occurs as soon as medical opinion agrees it is possible; 

• Appropriate modifications to equipment, work practices or duties will be made to allow an employee to remain at work or return to suitable work while 

recovering following an injury; 



 

• Suitable employment opportunities will be made available wherever possible, where an employee’s injury precludes an immediate return to pre-injury duties; 

• An Individual Rehabilitation Plan will be developed jointly by the employer and the injured employee as soon as possible and as soon as medical information 

deems this appropriate; 

• The return to suitable employment of an employee following injury will be appropriately monitored and reviewed and the return to work plan will be adjusted 

to reflect any changes in the employee’s condition and capacity for work. 
 

To ensure effective rehabilitation outcomes are achieved the following actions need to be implemented. 

Employees  - notify the injury as soon as possible 

- fully co-operate with the rehabilitation process 

Employer      - take all reasonably practical steps to maintain an employee at work 

 - facilitate the return to work following an injury 

 - implement the Return to Work process. 

 

 
 

 

_____________________                                                         ____________________ 

 

General Manager / Volunteer Executive Officer      Date: 
  



 

Appendix Eleven: Occupational Health & Safety Procedure – to be introduced if we have staff in an office 
 
Introduction 
 

The following guidelines outline specific work practices that will contribute to a safe and harmonious working environment. 

The Trustees of the Foundation are committed to ensuring the safety of its employees while at work and to meet its obligations under the Health and Safety at Work 

Act 2015. the Foundation will endeavor to promote the standards of the AS/NZS 4801 Occupational Health and Management Systems. 

This document summarises the application of the Act and the Regs in the Foundation office and sets out practicable ways in which the Foundation proposes to identify 

and control hazards in the workplace. 

As an employee of the Foundation you are asked to read and familiarize yourself with the contents of this document, to actively participate in the consultation and 

review process and to comply with the procedures detailed for your ultimate safety and well-being. 

If you have any questions regarding the contents of this document, or wish to make any suggestions, please contact the General Manager / Volunteer Executive Officer. 
 

Obligations of the Foundation as Employers 
The Act and the Regs impose various obligations on employers which can be summarised as follows: 

• To take all reasonably practicable steps to ensure the safety of employees while at work; 

• To provide a safe working environment; 

• To provide and maintain safe facilities at work; 

• To ensure that any plant or equipment is safe for employees to use; 

• To ensure that employees are not exposed to hazards at or near their place of work; 

• To develop procedures for dealing with emergencies that may arise at work; 

• To ensure that employees are adequately trained to use plant and equipment safely at work; 

• To involve employees in the development of health and safety procedures. 



 

 

Consultation 
The involvement of all employees in the process is an essential component of the Foundation’s commitment to occupational health and safety. Your participation is 

encouraged to: 

• Identify and assess work-related health and safety risks 

• Assess hazards 

• Control hazards   

This will ensure that health and safety impacts can be understood and managed. 
 

Emergency Procedures 
Types of Emergencies 

It is difficult to anticipate all types of potential emergencies that could arise in the workplace. The more common examples include: 

• An injury, illness or accident in the workplace; 

• An injury, illness or accident near the workplace; 

• An earthquake, fire or flood. 

No matter what the type of emergency, there are many key common issues that may arise. These issues and strategies to manage them are detailed below. 

Chain of Command 

The most senior person on site at the time of an emergency is responsible for ensuring a rapid and effective response. For the avoidance of doubt the Foundation chain 

of command is as follows: 

1. Jennifer Belmont, Volunteer Executive Officer / Volunteer Executive Officer 

2. xxx, Operations Manager 

If a Trustee (volunteer or the Foundation visitor) is on site at the time of an emergency, the most senior staff member on site will be responsible for advising the 

Trustee (volunteer or the Foundation visitor) of the emergency response and for implementing the same. 



 

Who is responsible for what in an emergency? 

If an emergency occurs out of office hours (for example a fire or burglary), the building’s security alarm system and fire alarm system will automatically notify xxx. 

They have been given a list of contacts who should be contacted in the event of an alarm. Depending upon the type of emergency, the contact in attendance will be 

responsible for assessing the situation, contacting the police (if they have not already been contacted), securing the building (including contacting glaziers or locksmiths), 

and advising other staff members as necessary or appropriate. 

If an emergency occurs during office hours the procedures set out below should be followed: 

Earthquake 
• NOW (before an earthquake occurs) 

- Familiarize yourself with safe places in your immediate work environment; 

- Secure objects where possible 

• During an earthquake 

- Move no more than a few steps to a safe place, drop, cover and hold; 

- Do not run outside; 

- In a lift, stop at the nearest floor and get out, drop, cover and hold; 

• When the shaking stops 

- Treat injuries and put out fires; 

- Turn off water, electricity and gas and heating at the mains if it is safe; 

- Evacuate if fires cannot be controlled; 

- Check on other personnel; 

- Be prepared for aftershocks. 
 

Fire 



 

• In the event of a fire, follow the Fire Action guidelines. The most senior person on site at the time will be responsible for identifying the nature 

and/or cause of the emergency and for issuing the appropriate response instructions or taking the appropriate course of action. For example, if a 

small electrical fire occurs, the appropriate response may be to use a fire extinguisher and extinguish the flames.  

(A fire extinguisher and fire hose reel are located in the hallway outside the staff room.) Alternatively, if smoke is billowing out from a fire the 

appropriate response would be to call 111 and instigate the evacuation process in conjunction with the designated fire wardens. 

Electrical Fault 
• In the event of an electrical fault, every precaution should be taken to avoid an electrical shock. If practical to switch the unit/appliance off this 

should be attempted to isolate the fault as long as this can be done safely. Per the chain of command, the most senior staff member present will 

contact the necessary repair company. 

• If any equipment/appliances are found to be faulty within the office these should be unplugged and removed from the area of use immediately so as 

to avoid subsequent use. The General Manager / Volunteer Executive Officer should be notified of any faulty equipment as soon as practicable. 
 

Reporting Requirements 

The most senior person on site per the chain of command at the time of an emergency is responsible for initiating the appropriate response. 

Evacuation Procedure 

There are three possible points of evacuation from the building. These are the main entrance from 1st Avenue, the fire exit stairs at the rear of the building, or the 

ranch slider off the staffroom. 

In the event of an evacuation the fire wardens will usher people to the nearest fire exit to assemble at the designated point.  

Evacuation Point 

The Assembly point is on xxx, across the road in front of the car park building. 

Accident Notification 
The Act requires employers to keep a register of work-related accidents and serious harm. This includes every accident that harmed (or might have harmed) any 

employee at work or any person in a place of work under the Foundation’s control. 



 

Serious harm is defined in the First Schedule of the Act as: 

1. Any of the following conditions that amounts to or results in permanent loss of bodily function, or temporary severe loss of bodily function: respiratory 

disease, noise-induced hearing loss, neurological disease, cancer dermatological disease, communicable disease, musculoskeletal disease, illness caused 

by exposure to infected material, decompression sickness, poisoning, vision impairment, chemical or hot metal burns of the eye, penetrating wound of 

eye, bone fracture, laceration, crushing. 

2. Amputation of body part. 

3. Burns requiring referral to a specialist registered medical practitioner or specialist outpatient clinic. 

4. Loss of consciousness from lack of oxygen. 

5. Loss of consciousness, or acute illness requiring treatment by a registered medical practitioner, from absorption, inhalation, in ingestion, of any 

substance. 

6. Any harm that causes the person harmed to be hospitalized for a period of 48 hours or more commencing within 7 days of the harm’s occurrence. 

the Foundation is required to notify serious harm that occurs to employees while at work to the nearest WorkSafe NZ office as soon as possible and to complete the 

prescribed form within 7 days. Any such notification will be conducted by the General Manager / Volunteer Executive Officer in consultation with a Trustee. 

If a person suffers serious harm, the scene of the accident must not be disturbed unless to: 

a) Save a life or prevent suffering; 

b) Maintain public access for essential services like electricity or gas; 

c) Prevent serious damage or loss of property. 

The OSH office will advise if it wishes to investigate the accident and what action may be taken in the meantime. 

For general accidents, the GM will complete an Accident Register. 

Investigation 

If an occupational illness, injury or accident occurs, it is important that a full investigation is carried out to: 

• Identify the real cause of the injury or illness; 

• To develop effective methods to prevent future similar accidents/incidents occurring; and 



 

• To meet the legislative requirements of the Act. 

Any investigation will be conducted at the direction of the GM and in consultation with the Trustees and will comply with OSH’s recommended approach to accident 

investigation. 
 

Hazards in the Workplace 
The following hazards have been identified: 

• Chemical hazards 

• Environmental / mechanical hazards 

• Physical hazards 

• Violence at work 

• Psychosocial / psychological hazards 

The following strategies have been developed to reduce, control or eliminate theses hazards. 

Chemical Hazards 

• Store office supplies and toners in the shelving provided. 

• Recognise that the risk of harm is low to adult employees and rely on commonsense. 

• Require any visitors or employees with children to be supervised. 

Environmental / mechanical hazards 

There are factors encountered in the work environment that cause or could potentially cause accidents, injuries, strain or discomfort (eg poor equipment, slippery 

floors). Employees should: 

• Advise the GM of any physical hazards including spills, leaks, electrical leads or office furniture that restrict access. 

• Vary their tasks during the day to avoid long periods at the computer. 

• Take breaks during the day. 

• Adjust their computer, desk and chair to provide for optimal comfort and safety. 



 

• Advise the GM if they require a footrest, document holder, ergonomic keyboard or wrist support. 

• Advise the GM if they experience pain or discomfort. 

• Ensure that they hold a correct driver’s licence and the vehicle they are using for work related journey’s holds a current WOF and Registration. 

Physical hazards 

These include factors within the workplace environment such as electricity, noise and extreme temperatures. Employees should: 

• Use the air conditioning system for their personal comfort. 

• Place any fans or heaters a safe distance from themselves and other objects. 

• Avoid overloading electrical power points with more than one electrical appliance unless using a specifically designed electrical outlet box. 

• Not stand immediately in front of the microwave while it is in use. 

• Ensure that any equipment and electrical repairs are conducted by a licensed electrician. 

Every effort has been made to purchase equipment for communal areas that is safe to use. However, should you have any concerns regarding the equipment provided 

or the workplace environment, please advise the GM immediately. 

Violence at work 

The Trustees and Management of the Foundation have a zero tolerance for the use of physical force, intimidation, fear-inducing behavior, verbal, physical, racial or 

sexual abuse or harassment. 

In general, employees should: 

• Advise the GM if they feel at risk in any way and as soon as is reasonably practicable. 

• Contact the Police in the event of immediate physical danger. 

In terms of discrimination or sexual harassment, the Trustees are committed to meeting their obligations under the Employment Relations Act 2000 and the Human 

Rights Act 1993. Employees are encouraged to raise any concerns they may have with the GM or the Board Chair. 

The Foundation will observe the principles of natural justice/procedural fairness by ensuring that anyone who is adversely affected by a complaint is aware of the 

allegations against them and has the opportunity to respond. We cannot act upon anonymous complaints. 



 

The GM or the Board Chair will enquire into the matter and, depending upon the nature of the complaint and the preferences of the complainant and other relevant 

people, decide on the most suitable mechanism to hear and resolve the matter. The GM or Board Chair will also take all practicable steps to “prevent any repetition” or 

continuation. 

Employees should be aware that the Employment Relations Act 2000 has a 90-day limit within which personal grievances must be raised. Should any person make a 

false or vexatious complaint, the GM will apply the relevant sanction. 

Possible sanctions include: 

• A formal apology to the complainant by the person complained of, or vice versa. 

• Correction, if possible, where an employee has suffered detriment in his or her job. 

• Vindication. 

Psychosocial / psychological hazards 

There are many factors and situations encountered or associated with one’s job or work environment that create or potentially create stress, emotional strain and or 

interpersonal problems. Employees are encouraged to: 

• Discuss any difficulties with the GM or Board Chair 

• To identify difficulties as soon as possible 

• To take responsibility for their own health and physical wellbeing. 

 
Facilities and General Safety 
First Aid 

A first aid box is located in the xxx, which is next to yyy. (Not applicable until we have an office) 

If first aid is administered to a visitor or Employee who is suffering blood loss, disposable gloves should be used. 

Lighting 

Blinds on windows are provided to screen off extreme daylight and glare during early morning and late afternoon periods. Employees should: 

• Adjust the light and/or glare in their room using the blinds as appropriate. 



 

• Advise the GM if they experience eye strain or difficulty with light conditions. 

• Advise the landlord if any light bulbs need replacing. 

Meals in the workplace 

Facilities have been provided to enable staff to take meal breaks away from their desks. Employees are asked to place any dirty crockery and utensils in the dishwasher 

after use and ensure the bench area remains clean and tidy. 

 

the Foundation’s Health & Safety Management Policy is displayed in the Foundation office which employees read and sign annually. 

Six monthly health and safety meetings are held with employees and Management review the health and safety practices accordingly.  

  



 

Appendix Twelve: Information Technology Policy 
 

The Foundation IT Policy and Procedure provides the policies and procedures for selection and use of IT within the organisation, which must be followed by all 

employees and Trustees. It also provides guidelines the Foundation will use to administer these policies, with the correct procedure to follow.  

 

the Foundation will keep all IT policies current and relevant. Therefore, from time to time it will be necessary to modify and amend some sections of the policies and 

procedures, or to add new procedures.   
 

Technology Hardware Purchasing Policy 
 

Computer hardware refers to the physical parts of a computer and IT devices. Internal hardware devices include motherboards, hard drives, and RAM. External hardware 

devices include monitors, keyboards, mice, printers, and scanners 
 
Purpose of the Policy 

This policy provides guidelines for the purchase of hardware for the organisation to ensure that all hardware technology for the organisation is appropriate, value for 

money and where applicable integrates with other technology for the organisation.  The objective of this policy is to ensure that there is minimum diversity of hardware 

within the organisation. 
 
Procedures for Purchase of Hardware 

• The purchase of all desktops, laptops, mobile devices servers, portable computers, computer peripherals and mobile devices must adhere to this policy. 

Any change to these requirements must be authorised by the General Manager / Volunteer Executive Officer. 

• All purchases must be approved by the General Manager / Volunteer Executive Officer prior to purchase, and be in line with the annual budget. 
 
Purchasing desktop and portable computer systems 



 

• All purchases of computer hardware must be compatible with existing the Foundation computer systems. 

• Any significant change in operating systems and/or computer network must be proposed to and approved by the Trustees. 

• All purchases of desktops must be supported by a minimum warranty of 1 year and be compatible with the Foundation’s server system. 

• The guidance of the IT support service shall be sought regarding compatibility and functionality of new computer hardware. 
 
  



 

Policy for Software 
 
Purpose of the Policy 

This policy provides guidelines for the purchase of software for the organisation to ensure that all software used by the organisation is appropriate, value for money 

and where applicable integrates with other technology for the organisation.  This policy applies to software obtained as part of hardware bundle or pre-loaded software. 

It also includes the purchase or use of web-based software that is used under licence or payment by the Foundation. 
 

• Software, including open source, and freeware which may interact with the key business operating systems (CRM, AP / AR, Business report preparation) 

must be approved by the General Manager / Volunteer Executive Officer prior to the use or download of such software. 

• All purchased software must be purchased from reputable software sellers  

• All purchases of software must be supported by a licence, guarantee and/or warranty and be compatible with the organisation’s server and/or hardware 

system. 

• The guidance of the IT support service shall be sought regarding compatibility and functionality of new software. 
 
Procedures 
Software Licensing  

• All computer software copyrights and terms of all software licences will be followed by all employees of the organisation.  

• Where licensing states limited usage (i.e. number of computers or users etc.), then it is the responsibility of the General Manager / Volunteer Executive 

Officer to ensure these terms are followed. 

Software Installation 

• All software must be appropriately registered with the supplier where this is a requirement. 

• the Foundation is to be the registered owner of all software. 

• All software installation is to be carried out by the approved IT support service. 

• A software upgrade shall not be installed on a computer that does not already have a copy of the original version of the software loaded on it. 



 

• All employees must receive training for all new software if its use is relevant to their work.  This includes new employees to be trained to use existing 

software appropriately.  This will be the responsibility of the General Manager / Volunteer Executive Officer. 

• Employees are prohibited from bringing software from home and loading it onto the organisation’s computer hardware. 

• Unless express approval from the General Manager / Volunteer Executive Officer is obtained, software cannot be taken home and loaded on a employees’ 

home computer 

• Unauthorised software is prohibited from being used in the organisation.  This includes the use of software owned by an employee and used by the 

Foundation. 

• The unauthorised duplicating, acquiring or use of software copies is prohibited.  Any employee, who makes, acquires, or uses unauthorised copies of 

software will be referred to the General Manger.  The illegal duplication of software or other copyrighted works is not condoned within this organisation 

and the General Manager / Volunteer Executive Officer is authorised to undertake disciplinary action where such action occurs. 
 
IT Support Consultancy 

• The General Manager / Volunteer Executive Officer will select and engage a suitable supplier to provide IT support and consultancy. 

• The IT Support Consultancy agreement will be reviewed every 24 months and requests for proposal may be sought from other consultancies at this time. 

• The IT Support Consultancy will provide an annual IT risk report covering such issues as security, functionality, back-up needs, and cost effectiveness of 

the existing system. 
 
 
Information Security 
Personnel who have been given electronic access to sensitive financial data such as Internet Banking or Accounting software must ensure their passwords are kept 

confidential at all times. Passwords must be changed quarterly, and a reminder will be sent by the Office Administrator to ensure this is actioned. 
 
Bring Your Own Device Policy 
the Foundation acknowledges the importance of mobile technologies in improving organisation communication and productivity.  



 

 
Purpose of the Policy 

This policy provides guidelines for the use of personally owned notebooks, smart phones and tablets for organisation purposes. All staff who use or access Wakatipu 

Community ’s technology equipment and/or services are bound by the conditions of this Policy.  
 
Procedures 

The use for organisation purposes of a personally owned mobile device or other hardware needs first to be approved by the General Manager / Volunteer Executive 

Officer. 

 

Each employee who utilises personal mobile devices agrees: 

• Not to download or transfer organisation or personal sensitive information to the device.  Sensitive information includes intellectual property, other 

employee details, etc.; 

• Not to use the registered mobile device as the sole repository for the Foundation’s information. All organisation information stored on mobile devices 

should be backed up; 

• To make every reasonable effort to ensure that the Foundation’s information is not compromised through the use of mobile equipment in a public place. 

Screens displaying sensitive or critical information should not be seen by unauthorised persons and all registered devices should be password protected; 

• To maintain the device with current operating software and current security software; 

• Not to share the device with other individuals to protect the organisation data access through the device; 

• Not to connect USB memory sticks from an untrusted or unknown source to Wakatipu Community ’s equipment. 

 

Website Policy 
The Wakatipu Community Foundation’s website is www.wakatipucommunityfoundation.co.nz.  

It is primarily a marketing tool and is designed to be the Foundation’s global web face to promote the organisation. 



 

 
Website Policies and Management Structure 
Website policies are developed in consultation with the General Manager / Volunteer Executive Officer. 

The Operations Manager is responsible for day-to-day Website Management including budgeting and approval of any website development and hosting costs. 

The Operations Manager is responsible for any technical requirements/standards for the web infrastructure and managing any technical equipment and support thereof. 

External suppliers of development and hosting services require the approval of the General Manager / Volunteer Executive Officer. 
 
Web Management  
The website management role has the following responsibilities: 

1. Consultant:  Consulting internally with staff to continuously improve the way the Foundation does business and promotes its products and services 

using the website;  

2. Editor:  Developing, organising and publishing content on the website, ensuring that all content reflects well on the Foundation and is in compliance 

with Wakatipu Community ’s website policies;  

3. Promoter: Markets website to intended audiences;  

4. Visionary: Anticipates and looks toward the future, analyzing and proposing new ways the Foundation might use the web more efficiently and 

effectively.  
 
  



 

Specific Website Policies 
• Content & Structure: Any changes to the content and/or structure of the website are to be approved by either the General Manager / Volunteer Executive 

Officer or the Operations Manager.  

• Links: To assist search engine optimisation we will run an active reciprocal links campaign. While we will not host web pages for any other organisation 

(including employee organisations), if appropriate, links to other websites may be created as long as the link adds value and does not duplicate other 

information on the website.  

• It is not necessary to seek approval of the owner of another website to link to that site. 

• Links are monitored monthly by the Office Administrator to ensure that they are still functional. 

• Because the website is in the public domain, anyone can link to the Foundation website without our permission. 

• Contact Information: The web site is used to encourage potential donors to contact us.  Location and phone contact details are published as well as an 

online enquiry form.  No individual employee email addresses are to be published on the site. 

• Privacy: Protecting the privacy of individuals who use the website is very important.  Each standard web page should contain a link to the Foundation 

privacy statement.  The link to the privacy statement is to be built into the standard template and will not be moved, disabled, or modified in any way 

without approval of the Operations Manager. 

• Email Generation:  Emails generated by website inquiries will be answered promptly by the most appropriate staff member, using email whenever 

possible. Normally, web-generated email should be answered within two business days. Final responses should be sent in no more than two weeks.  
 
 
Internet Usage Policy 
This Internet Usage Policy applies to all employees of the Foundation who have access to computers and the Internet to be used in the performance of their work. Use 

of the Internet by employees of the Foundation is permitted and encouraged where such use supports the goals and objectives of the business. However, access to 

the Internet through the Foundation is a privilege and all employees must adhere to the policies concerning Computer, Email and Internet usage. Violation of these 



 

policies could result in disciplinary and/or legal action leading up to and including termination of employment. Employees may also be held personally liable for damages 

caused by any violations of this policy.  

 

Computer, email and internet usage 

• Employees are expected to use the Internet responsibly and productively.  

• All Internet data that is composed, transmitted and/or received by the Foundation’s computer systems is considered to belong to the Foundation and 

is recognized as part of its official data. It is therefore subject to disclosure for legal reasons or to other appropriate third parties 

• The equipment, services and technology used to access the Internet are the property of the Foundation and the Foundation reserves the right to 

monitor Internet traffic and monitor and access data that is composed, sent or received through its online connections. 

• Emails sent via the company email system should not contain content that is deemed to be offensive. This includes, though is not restricted to, the 

use of vulgar or harassing language/images. 

• Access to illegal or offensive internet sites is strictly prohibited.  All sites and downloads may be monitored and/or blocked by the Foundation if they 

are deemed to be harmful and/or not productive to business.  

 

Unacceptable use of the internet by employees includes, but is not limited to: 

• Acquisition, storage, and dissemination of data which is illegal, pornographic, or which negatively depicts race, sex or creed.  

• Sending or posting discriminatory, harassing, or threatening messages or images on the Internet or via the Foundation’s email service. 

• Using computers to perpetrate any form of fraud, and/or software, film or music piracy. 

• Stealing, using, or disclosing someone else's password without authorisation. 

• Downloading, copying or pirating software and electronic files that are copyrighted or without authorisation. 

• Sharing confidential material, trade secrets, or proprietary information outside of the organisation. 

• Hacking into unauthorized websites. 

• Sending or posting information that is defamatory to the company, its products/services, colleagues and/or customers. 



 

• Introducing malicious software onto the company network and/or jeopardizing the security of the organization's electronic communications systems. 

• Sending or posting chain letters, solicitations, or advertisements not related to business purposes or activities. 

• Passing off personal views as representing those of the organisation. 
 
If an employee is unsure about what constituted acceptable Internet usage, then he/she should ask the General Manager / Volunteer Executive Officer for further 

guidance and clarification. 

All terms and conditions as stated in this document are applicable to all users of the Foundation’s network and Internet connection. All terms and conditions as stated 

in this document reflect an agreement of all parties and should be governed and interpreted in accordance with the policies and procedures mentioned above. Any user 

violating these policies is subject to disciplinary actions deemed appropriate by the Foundation. 
 
  



 

Appendix Thirteen: Social Media Guidelines 

 
- The purpose of these guidelines is to ensure: 

a) the Foundation gets the most benefit possible from using Facebook (&/or other social media) as a promotional / engagement mechanism. 

b) the Foundation maintains a high level of integrity in their Facebook (&/or other social media) interactions. 

c) the Foundation upholds all legal responsibilities in using Facebook. 

Administrators 
• The Office Administrator will be the chief administrator on the Foundation Facebook (&/or other social media) page. 

• Other administrators will include the General Manager / Volunteer Executive Officer of the Foundation, and any other persons approved by the General 

Manager / Volunteer Executive Officer provided they: 

a) Have a working relationship with the Foundation, either as a staff member, board member, contractor or volunteer. 

b) Are over 18 years of age. 

c) Have read and agreed to the Facebook (&/or other social media) guidelines and code of conduct outlined in this document. 

• The General Manager / Volunteer Executive Officer may remove any person as a page administrator without notice. 

Purpose of the Facebook (&/or other social media) page 
The purpose of the Foundation Facebook (&/or other social media) page is to: 

a) Keep supporters up-to-date with upcoming events and activities. 

b) Keep supporters up-to-date with the work of the Foundation. 

c) Encourage engagement between the Foundation and its supporters. 

d) Highlight issues or campaigns that supporters may like to become involved with. 

Use of Page 
• All content posted on the Foundation Facebook (&/or other social media) page must be: 



 

a) Directly related to activities or events being organised by the Foundation, or 

b) Directly related to the work of the Foundation in the community, or 

c) Related to other activities or events which promote and support the purpose of the Foundation, or 

d) Information related to the cause generally. 

• All photographs posted on the Foundation Facebook (&/or other social media) page will: 

a) Be authorised by every person in the photograph. 

b) Be smoke-free and drug-free. 

• To encourage regular engagement with supporters, content will be posted on the Foundation Facebook (&/or other social media) page no less than once a 

week. 

Settings 
Functions should be set so that: 

a) Supporters CAN NOT originate posts on the Foundation wall. 

b) Supporters CAN comment on posts which have been written by the Foundation Administrators. 

Social Media Etiquette 
• All posts should be made in standard Upper and Lower-Case writing. UPPERCASE POSTS appear to be shouting at supporters. 

• Any posts made in Te Reo should also be translated into English, so all supports can be engaged in the conversation. 

• When more than one administrator is posting to the page, administrators should sign their name at the end of each post, so that supporters know who is 

discussing each issue. 

Code of Conduct 
• No swearing or offensive language should be used in any post. 

• All opinions posted will be viewed by supporters as the official standpoint of the Foundation collectively. As such, only the General Manager / Volunteer 

Executive Officer is authorized to comment on current issues, highlighted cases, media stories or government policy. 

• Administrators should remove any comment deemed to be inappropriate immediately. 



 

• Any comments made on Facebook (&/or other social media) pages on behalf of the Foundation must also follow these guidelines. 
 

 

 

Appendix Fourteen: Wakatipu Community Foundation Risk Matrix: Areas to address:  
 

  
 Perceived Risk 

Risk Potential 
impact 

Probability Mitigation  Risk 
Owner 

Change from 
last month 

Actions to be 
taken 

 Donors        

D1 Disgruntled donors  High Med Escalate to the Chair & Deputy who will report to the 

Trustees accordingly. Act with haste 
Board 
GM 

  

 General misunderstanding or 
communication break-down 

 High Med Escalate to the Chair & Deputy who will report to the 
Trustees accordingly. Act with haste. Board 

GM 
  

 Disgruntled family members  
(eg. Estranged children) 

 High Med Escalate to the Chair & Deputy who will report to the 
Trustees accordingly. Act with haste. Board 

GM 
  

 Inadvertent disclosure of 
confidential information 

 High Med Escalate to the Chair & Deputy who will report to the 
Trustees accordingly. Act with haste. 

Board 
GM 

  

 Governance         

G1 Loss of reputation &/or 

erosion on brand value 

 V 

High 

Med Team comprising GM, and the Foundation spokesperson 
(should be media trained) & a communications expert 
(strategist who develops the position & message for the 
Foundation to adhere to throughout the crisis) will focus on 
clearly identified issues & respond rapidly. 

Board   

G2 Poor Board culture  Med Low Ensure diversity on the Board Board   

G3 Trustee misconduct  Med Low Board will set up a committee to immediately investigate the 
allegations, seek legal advice & take whatever action is 
necessary. 

Board   



 

G4 Inadequate succession 
planning for key positions 

 Med Low Agenda item for board discussion.  Topic for strategic 
planning session. Board 

GM 
  

G5 Misuse of information  

 

Med Low Board will set up a committee to immediately investigate the 
allegations, seek legal advice & take whatever action is 
necessary. 

Board 
GM 

  

G6 Capture of the Trust by 
vested interest 

 High V low Board will set up a committee to immediately investigate the 
allegations, seek legal advice & take whatever action is 
necessary. 

Board   

G7 Working outside constitution 
of Trust Deed 

 Med V low Board will set up a committee to immediately investigate the 
allegations, seek legal advice & take whatever action is 
necessary. 

Board   

G8 Significant natural disaster 
 

 Med V low Management endeavour to set up “business as usual” 
ASAP. Liaise with trustees to ensure minimal disruption. 

Board   

 Management         

M1 Employee financial 
misappropriation 

 Med Low Board will set up a committee to immediately investigate the 
allegations, take HR or legal advice & take whatever action 
is necessary. 

Board 

GM 

  

M2 Negligent or incompetent 
employees 

 Med Low Board will set up a committee to immediately investigate the 
allegations, take HR or legal advice & take whatever action 
is necessary. 

Board 

GM 

  

M3 Employee misconduct   Low V low Board will set up a committee to immediately investigate the 
allegations, take HR or legal advice & take whatever action 
is necessary. 

Board 

GM 

  

M4 Employee health & safety 
breaches 

 Low V low Board will set up a committee to immediately investigate the 
allegations, take HR or legal advice & take whatever action 
is necessary. 

Board 

GM 

  

 Investment        

I1 Significant erosion of 
funds/capital 

 High Low Could temporarily halt grants. Board  . 



 

I2 On – going poor fund returns  Med Med Review IPS & fund manager. Board   

  



 

 Distributions        

Di1 Poor distribution decision  Med Low Regular research of charities we fund from tagged funds. Board   

Di2 Lack of tangible/measurable 
results 

 Med Low Work with charities to clarify what their measurable results 
are. Be understanding and flexible. 

Board   

Di3 Too much forward approval 
impacts on current granting 

 Low Low Review annual granting accordingly. Board   

 
 

 
Administration 

       

A1 Computer & Database: 
• Loss and/or failure 
• Virus 
• Hacking 

 Med Med Records backed up electronically to cloud services GM  .  
 

A2 Inadequate or incorrect 
reporting 

 Med Low Monthly operational and quarterly Grants accounts sighted 
by the Board. Annual accounts audited. 

Board   

A3 Social media: negative 
campaign 

 Med Low Team comprising GM, an the Foundation spokesperson 
(should be media trained) & a communications expert 
(strategist who develops the position & message for 
Wakatipu Community to adhere to throughout the crisis) will 
focus on clearly identified issues & respond rapidly. 

GM   

A4 Failure to comply with 
legal/accounting 
requirements 

 Med V low Board will set up a committee to immediately investigate 
the allegations, seek legal & financial advice & take 

whatever action is necessary. 

Board 
GM 

  

A5 Database supplier 
discontinues business 

 Low Low IT professionals should be able to administer the database 
by either exporting or building reports if provider is not 
present.  

 

GM   

 



 

Wakatipu Community Foundation Risk Map:  
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Appendix Fifteen: Donors in Vulnerable Circumstances 
 

The Foundation’s fundraising practices should be consistent with the values of the Foundation 

and should always treat donors and potential donors fairly and respectfully. 

 

People in vulnerable circumstances 
Not all people are able to make a confident, informed choice about donating to a charity. Some 

people may not have the capacity to make such decisions, some may be in a vulnerable 

position, and others may require extra support or care. the Foundation should be aware of 

people’s vulnerabilities and take steps to ensure that its fundraising practices do not target or 

exploit people in such circumstances. 

A person may be considered vulnerable if their circumstances mean that their capacity to decide 

is reduced. Vulnerability can be permanent or temporary and can vary greatly from person to 

person. 

Common examples of people in vulnerable circumstances can include people: 

• With intellectual disabilities that affect comprehension or understanding 

• With physical or mental health issues (permanent or temporary) 

• Who don’t fully understand the language the fundraiser is speaking 

• Experiencing financial difficulty 

• Experiencing stress or anxiety (including that induced by a request for a donation) 

• Under the influence of alcohol or drugs 

• Who are unable to care for themselves (especially those who rely on the support or 

care of a charity), and 

• Who are elderly (especially those without close support). 

The extent to which a person’s capacity to decide about donating is reduced will depend on 

their particular circumstances. Some people in vulnerable circumstances may still be capable 

of making an informed decision if they have extra care and support. 

Having the capacity to make a decision to donate to charity means that a person is able to, 

either alone or with support, fully understand the information presented to them, carefully 

consider the information and the consequences of their decision and communicate their 

decision clearly. 

 
How do you identify people in vulnerable circumstances? 
Understandably, it can be difficult to detect vulnerability when asking people to donate to 

charity, particularly when the interaction is not face to face. 

Individual capacity to make a decision depends on a range of factors and some are more 

obvious than others. However, the Foundation personnel should be aware of some of the 

common signs of vulnerability, and act with considerable care when interacting with people 

who may be in vulnerable circumstances. 

Common signs that a person may be in a vulnerable circumstance may include: 



 

• A lack of comprehension of what is being said 

• Continually asking for statements or questions to be repeated 

• Making statements that indicate others look after their affairs (for example, “my 

son/daughter normally looks after these matters for me”) 

• Responses that indicate the person does not fully understand the language being 

spoken 

• Any expressions of being uncomfortable, stressed or anxious 

• Irrational, confusing or erratic responses to simple statements or questions 

• Excuses to not talk or interact 

• A reliance on the immediate care or support of a charity, and 

• Eagerness to donate (sometimes large sums of money) without sufficient knowledge 

of the cause or without asking the types of questions a regular donor would in the 

same situation. 

 

the Foundation personnel should be aware of the signs of vulnerability and not seek donations 

from people who appear to not have the capacity to make informed decisions about donating. 

 
How should the Foundation personnel interact with people in vulnerable 
circumstances? 
the Foundation personnel should ensure they are treating people in vulnerable circumstances 

fairly and ensure they: 

• Speak clearly, slowly and use terms that the person can understand 

• Repeat important pieces of information – particularly the consequences of a decision 

to donate 

• As the interaction progresses, check that the person understands and is happy to 

continue 

• Do not put pressure on the person to make a donation – politely accept any refusals 

to donate with reservation 

• Ask the person if they need to consult someone else about the decision 

• If seeking substantial gifts or bequests, provide an opportunity for the donor to seek 

advice, and 

• Provide the person with relevant information and options for donating later so they can 

consider their decision in their own time. 

If the Foundation personnel reasonably think that a potential donor may be in vulnerable 

circumstances and not able to make a confident and informed decision to donate at the time 

of the interaction, it is important that they do not accept the donation. In situations such as 

this, the Foundation personnel should encourage the person to receive professional advice 

about the donation and provide a way for them to contact the Foundation later with a decision. 



 

If the Foundation learns that a donation has been made by a vulnerable person without 

informed consent, the Foundation may wish to consider providing a refund for the donation. 

This will depend on the circumstances of the donation. 

What steps should the Foundation take to ensure they are treating donors in 
vulnerable circumstances fairly? 
It is important for the Foundation to consider people in vulnerable circumstances in terms of 

donor engagement. Acting without sufficient regard for the circumstances of donors could 

result in a loss of support and funds and can cause irreparable damage to the Foundation ’s 

reputation. 

Beyond this, though, it is highly unethical to target or exploit people in vulnerable circumstances 

to secure funding. 

The board or committee members (the responsible persons) should ensure that: 

• the Foundation’s fundraising strategies consider the needs of people in vulnerable 

circumstances and contain measures to minimize risks of them being targeted or 

exploited. 

The Foundation personnel recognise the indicators of vulnerable circumstance and know how 

to act appropriately when they encounter a person in such circumstances. 

 


