Organisational Overview

Bayside Community Options Inc

Bayside Community Options is a not-for-profit community service incorporated
association. We were initially established in 1992 as the Brighton Community
Options Project under the auspice of Brisbane North Regional Health
Authority. In 1998, the program transferred to a Committee of Management.
In December 2004, the Office of Fair Trading granted permission for our name
to be changed to Bayside Community Options Inc.

We are HACC funded to provide home and community care with eligible frail
older people, younger people with a functional disability and their carers in the
Northern Bayside suburbs of Shorncliffe, Brighton, Sandgate, Deagon,
Bracken Ridge, Boondall, Fitzgibbon, Taigum and Zillmere. We provide
Veterans’ Home Care for eligible veterans through the Department of
Veterans’ Affairs beyond these boundaries to Virginia, Carseldine, Aspley,
Bald Hills and Bridgeman Downs.

Our Mission

Our care in the community by the community delivers responsive services.

Our Values

We value and uphold...... Community
Personalised care
Compassion
Integrity
Professionalism
Inclusiveness
Honesty and trustworthiness
Innovation

Our Goals

1. To encourage and maintain consumer independence through
supportive services

2. To build and maintain a professional workforce with a skills mix
appropriate to responsive service delivery

3. To manage and strategically grow our service in the context of best
practice, business innovation and legal compliance



Our Services

Bayside Community Options provides personalised, responsive and reliable
care to eligible frail older people and people with functional disabilities and
their carers. We focus our support on enhancing individual strengths and
independence. We specialise in assessment and case management and our
other services are personal care, domestic assistance, social support,
transport, meal preparation, respite care and home maintenance. We also
operate centre based day care at 31 Evergreen Street Bracken Ridge.

Our Community Options Program

A Community Options Program refers to a service delivering case
management and specialising in HACC eligible clients with complex care
needs.

Complex care involves a range of interacting physical, medical, social and
emotional needs that cannot be adequately met by mainstream HACC
services. We aim to prevent premature or inappropriate admission to long
term residential care.

Community Options Programs are recognised by other HACC service
providers as specialising in this complex client group.

Community Options Programs engage in service brokerage (contracting to
other providers) and work collaboratively with other agencies to achieve
quality outcomes for these clients. We also coordinate Bayside Community
Options other one-to-one services such as personal care, social support,
respite care, home maintenance and transport.

Our internal relationships

The Board has overall responsibility for effective management (governance)
of Bayside Community Options. The Board can delegate tasks associated
with this responsibility to members of staff, sub committees and consultants,
however, the Board cannot delegate its responsibility.

Bayside Community Options is a community within a community and we
commit to living our values in the way we build our internal relationships at
every level of the organisation.




Board Functions- Roles and Responsibilities

Board Functions

>

>

>

Provide accountability for the organisation.
Set direction and policy
Provide guidance to the Manager

Board Responsibilities

Determine the Mission and Values with input from Operations

Develop the Strategic Plan and approve and monitor Operational Plan implementation
Ensure adequate resources and effective management of those resources

Monitor the organisation’s programs and services.

Adhere to the Constitution and the Associations Incorporation Act 1991 and amendments
Ensure good financial management and legal requirements are met

Recruit the Manager and approve the organisational structure and position descriptions
for all positions

Remain mindful of the roles and responsibilities of each Board member and the
Operations Team maintaining appropriate professional boundaries

Promote Bayside Community Options Inc to raise the organisation’s profile within the
service industry and business community and to attract sponsorship and funding
Energise the association by recruiting a variety of interested, knowledgeable and skilled
members

PRESIDENT

General Responsibilities

Oversee board and executive committee meetings

Serve as ex-officio on all committees

Work in partnership with the manager to make sure that board resolutions are carried
out

Call special meetings if necessary

Appoint all Committee Chairs

Oversee search for new manager

Coordinate Manager’s annual performance evaluation

Work with the nominating committee to recruit new Board members act as an alternate
spokesperson for the organization

Periodically consult with Board Members on their roles and help them assess their
performance





Legal Responsibilities

Have general active management of the business of the organization

When present, preside at meetings of the Board and of the members

See that orders and resolutions of the Board are carried into effect

Sign and deliver in the name of the organization, deeds, mortgages, bonds, contracts, or
other instruments pertaining to the business of the organization.

Maintain records of and, when necessary, certify proceedings of the Board and
members, and;

Perform other duties prescribed by the Board

VICE-PRESIDENT

Assume the duties of the President if the President is unable to perform his/her duties
for any reason.

Preside at, and chair, Board meetings in the absence of the President.

TREASURER

Chair the Finance Committee to support the Board in undertaking financial
responsibilities.

Participate in preparing the annual budget and present to the Board for ratification
Present and interpret monthly accounts at Board meetings.

Oversee preparation of end-of-year financial reports and audit in conjunction with the
Finance and Administration Coordinator.

Ensure grant funds are acquitted in accordance with requirements of funding providers

SECRETARY

Arrange all Board meetings in accordance with the Constitution and prepare agendas,
minutes, action list, correspondence and any other matters arising as resolved/directed.
Coordinate preparation for the Annual General Meeting

Process membership applications, prepare correspondence, maintain Member Register.
Attend to legal obligations with the Office of Fair Trading

Record resolutions/decisions on procedural issues as determined by the Board

Prepare By-laws as required from time to time.

Maintain files of documentation relating to, and address by, the Board





ALL BOARD MEMBERS

Function

Provide governance to the organization, represent it to the community, and accept the
ultimate legal authority for it.

Planning

Annually assess the environment and approve the organization’s strategy in relation to it
Review and approve the Strategic and Operational Plans

Annually review and approve the organization’s budget

Approve major policies

Organisation

Be assured that succession planning is properly provided

Be assured that the status of organizational strength and manpower planning is equal to
the requirements of long range goals

Approve appropriate remuneration and benefit practices

Propose a slate of Board Members to members and fill vacancies as needed

Annually approve the Performance Review of the Manager and establish his/her
remuneration based on recommendations of the President

Determine eligibility for and appoint Committees in response to recommendations of the
Nominating Committee

Annually review the performance of the Board and take steps to improve performance

Operations

Audit

Review the results achieved and compare with the performance of similar organizations
Be certain that the financial structure of the organization is adequate for it's current
needs and it's long-range strategy

Provide candid and constructive criticism, advice, and comments

Approve major actions of the organization, such as capital expenditures and major
program and service changes

Be assured that the Board and its Committees are adequately and currently informed —
through reports and other methods — of the condition of the organization and its
operations

Be assured that the published reports properly reflect the operating results and financial
condition of the organization

Ascertain that there are appropriate policies to define and identify conflicts of interest
throughout the organization, and that these policies are diligently administrated and
enforced

Review compliance with relevant material laws affecting the organization





General

e Be committed to furthering the organisation’s Mission, Values and Goals and to carrying
out the role and functions of Board

¢ Attend Board meetings (usually monthly) regularly and periodic Board workshops and
actively contribute to its decision-making processes

o Participate in Committees and working groups as determined by the Board

e Maintain an overall awareness of the organisation’s various programmes and activities,
and ensure a good working knowledge of particular areas of activity
Comply with the policies and procedures of the organisation

e Contribute qualifications, skills and experience in an advisory capacity to the Board and
Manager

¢ Have a good working knowledge of meeting procedures and contribute to efficient and
productive meetings

¢ Maintain confidentiality in relation to: matters to be discussed at Board and other
meetings prior to their consideration; the commercial interests of the organisation;
specifically confidential information/documents/decisions; the internal operations of the
Board, finances, personnel and consumers or participants

¢ Avoid potential and actual conflicts of interest and disclose immediately any actual or
potential conflicts of interest which may arise

¢ Be able to understand and analyse financial data and statements, and contribute to the
making of budgetary and financial decisions

o Make decisions as a Board member which are reflective of, and advance the
organisation’s overall interests, rather than any particular section or interest

e Attend the organisation’s Annual General Meeting, and other appropriate functions





