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Policy


Staff Accountability

Date Effective
         July 2001

Date Renewed
         May 2005
It is important for the smooth running of Share & Care Community Services Group that all staff and volunteers are clear about who they are responsible to, and that there is a set procedure for reporting.

STAFF  REPORTING  PROCEDURES
General Staff and volunteers report to their Program Manager. If there is a problem in doing so, staff can utilise the grievance procedure.
The Program Manager is responsible for managing the day to day operations of our Share & Care program/s and the general staff directions on a daily basis - in accordance with the written policies. They are responsible to the Chief Executive Officer of Share & Care Community Services Group.


Program Manager
The Program Manager should provide reports as requested to the Chief Executive Officer using the following format:


Staffing information

· Any changes to staff / volunteers

· Staff on leave

· Staff training

· Staff vacancies

Financial Reports

· Bank Reconciliation

· Profit & Loss (YTD)

· General Ledger

· Debtors & Creditors
· GST Report 
In format specified by the Board via the Chief Executive Officer
Issues

· Present any issues which have arisen during the month including new ideas and suggestions

Plans

· Present plans for the forthcoming month and notice of any special events
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