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SECTION ONE - ABOUT NGA MAIA  

1.1 PHILOSOPHY  

Nga Maia is the professional organisation representing Māori in the area of maternity services.  

Maternity services from Nga Maia perspective is defined as ‘The birthing needs of Māori’ and 

acknowledges both traditional and contemporary birthing practices.  Nga Maia acknowledges 

“Te Tiriti O Waitangi’ as the founding document of Aotearoa, New Zealand.  Nga Maia will 

“Protect” whānau, hapu and Iwi Māori values and aspirations in ‘Māori Birthing Practices’ will 

provide a voice for whānau, hapu and Iwi Māori to “Participate” in maintaining and developing 

appropriate ‘Māori Birthing Practices’ and will enable professional, collegial and  strategically  

endorsed relationships to develop  in “Partnership” with  whānau, hapu and Iwi. Nga Maia 

recognises the diverse needs of Māori within Maternity services; both as providers and 

recipients.  Nga Maia will endorse ‘The birthing needs of Māori’ in all areas of the health sector 

including Māori Midwifery recruitment, and retention, workforce development and training.  

Membership includes but is not limited to whānau, hapu and Iwi Māori, Māori health 

professionals; nurses, midwives, students, lecturers, academics and researchers.   

 

1.2 NGA MAIA VISION 

Nau Te Whatu Māori - through the eye of Māori. 
 

1.3 NGA MAIA MISSION 

Nga Maia is committed to ‘Māori Birthing Practices’ that promote the health and  

well being of Māori in all sectors of the community involved in Maternity services.  

Nga Maia embraces Te Tiriti O Waitangi and will endeavor to improve the health  

status of all peoples of Aotearoa/New Zealand, but in particular Māori through  

participation, partnership and protection in health and social service delivery within  

maternity services. 

 



 

Page 5 of 50 

1.4 NGA MAIA ORGANISATION CHART 

From May 2014 

 

KAHUI 
Tariana Turia 

Trustees (5) 

National Committee  
CEO, 1 Rep per region (11), 1x student per Midwifery School (4) 

11 Regional Committees  
(Regions establish/retain their own kaumatua and consumer groups)  

  

Nga Maia Membership – aligned to the 21 DHB boundaries  

KAHUI 
Support 

KAHUI 
Support 

CEO 

NZCOM  

Pacifica 
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Present    
CEO role established March 2014  

Trustees (5) 

CEO 
(voluntary) 

Nga Maia Membership – Aligned to Māori Land Court boundaries 
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SECTION TWO - FUNCTIONS OF THE NGA MAIA BOARD 

2.0 DUE DILIGENCE  

Introduction 

Governance is a global term encompassing all the issues facing a Board in directing and 

controlling Nga Maia operations – issues such as its interaction with Management and with 

employees, suppliers, purchasers, auditors the community at large, Iwi, whānau, and the 

government. 

 

The elements of Nga Maia’ as a board are presented an outline of their responsibility for the 

effective responsibility of promoting best practices models supporting maternity health and the 

operations of Nga Maia. 

 

The Trustees are to provide governance to protect the Organisation and other funder 

stakeholder interests. The Board priorities first are to fulfil the contracted and legal obligations 

of our contracts.  

 

Purpose 

Organisations are faced with complying with a raft of legislation, and the potential personal 

liability for Nga Maia trustees is increasing significantly. It is therefore essential to implement an 

effective system which helps identify high priority risk areas and which provides simple 

guidelines on how to comply with legislative requirements.  A compliance system can reduce the 

trustees’ risk of prosecution through non-compliance. 

 

The purpose of this section is to provide a brief overview of some of the legislation affecting 

legal Entities such as: Companies, Societies and Trusts.  The legislation listed in this section 

should not be relied upon as a complete list of all legislation affecting Companies, Societies and 

Trusts.  The debate over governance is increasingly focusing on the issue of performance versus 

conformance: the challenge for the trustees is to achieve maximum returns for different 

contracts (performance) without compromising policies established by Nga Maia or statutory 

obligations (conformance).  It is important to get the balance between performance and 

conformance right because excessive processes and controls can stifle the Organisation’s long 

term profitability and return on investment. 

 

The trustees understand their responsibilities in respect of each of the elements of responsibility 

in order to effectively govern Nga Maia’ core business. 
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2.1 TRUSTEE COLLECTIVE ROLE 

Policies set out the Board’s view of how the Organisation’s business should be conducted.  They 

provide management with guidelines and limits within which management can make decisions.  Key 

policy areas for the trustees to consider include: 

 Governance policies including risk management register 

 Human Resources / personnel management including Code of Conduct 

 Administration policies including purchasing supplies, document management 

 Financial policies 

 Health & Safety policies 

 Service policies. 

 

The trustee’s approve policies, while the Chief Executive Officer (CEO) ensures procedures are put in 

place for those approved policies.  Only the trustees can change policy however the CEO can 

approve changes to procedure to best meet policies. 

 

Description of Key Roles and Responsibilities 

Specifically the trustees are responsible for the following functions: 

 Set policy 

 Consult with and report to Iwi (if required) and the general community and the funder 

 Prepare an Annual Report – the CEO prepares for the trustees 

 Establish and maintain strategic alliances 

 Set purchasing guidelines 

 Review purchasing strategies annually 

 Maintain and review membership  

 Set trustee’s sitting fees annually 

 Receive and approve disbursements of funds and budgets 

 Receive reports from the CEO. 

 

Procedures used to fulfil the role of the trustees 

The procedures used to fulfil the above roles and responsibilities include: 

 Employing and appraising the CEO annually, and receiving written reports from the CEO each 

month to check progress against the strategic and annual plans 

 Meeting at least quarterly to receive and discuss: 

- The CEO’s report on performance, progress against the annual business plan, risks, staff 

issues 

- Community issues arising from any community hui 

- The risk management report 

- The financial report 

- Any other items raised by the trustees  

 Convening the audited accounts 

 Attending meetings/functions with key stakeholders, e.g. Funders, staff, etc. 
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2.2 INDIVIDUAL TRUSTEE ROLE 

The trustees are appointed through the AGM who bring unique expertise and perspective to the 

Trust – the members will therefore seek to appoint people having regard to the requirements of the 

organisation and the Deed of Trust.   

 

The trustees must meet criteria set by the Deed along with other supporting information 

(nomination form) etc, and have the best interests of the organisation and its stakeholders as a 

paramount consideration.  Trustees shall be familiar with the core business of the organisation prior 

to appointment.  

 

Procedure for individual trustees  

On appointment, trustees must: 

a) Complete the Personal Detail form for Trustees  (this is for contact details as well as 

emergency or medical information needed by the organisation to protect the wellbeing and 

interests of members); 

b) Complete the Declaration of Interest prior to taking up appointment where they disclose any 

involvement in other organisations impacting on the business of the organisation, which could 

give rise to conflict of interest; and 

c) Undergo the trustee Induction process (see Policy herein). 
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A Sample:     CHAIRPERSON POSITION DESCRIPTION 

 

 

Trustee:     TBC   

 

Title:      Chairperson  

    

Responsible to:     Nga Maia Board of Trustees  

 

Representation:   

 

2.3 CHAIRPERSON’S ROLE 

Selection and Role 

The Chairperson is elected from the trustees and confirmed by a majority vote. 

The Chairpersons role is to: 

 Manage the trustees effectively so the group works cohesively; 

 Provide leadership to the trustees; 

 Interface with the CEO and through the CEO, monitor administration and financial systems, 

organisational policies and procedures; 

 Chair all meetings in a properly constituted manner, ensuring resolutions are passed by 

consensus, and proper records are kept of meetings and decisions; and 

 Ensure the Board addresses all items on its agenda.  
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2.4 NGA MAIA BOARD GOVERNANCE 

 

 

 

 

 

 

 

 

 

NGA MAIA BOARD RESPONSIBILITIES CAN BE DIVIDED INTO THE FOLLOWING AREAS: 
1. Strategic Direction 

2. Policy Formation 

3. Senior Management Selection 

4. Risk Management and Control 

5. Legislative Compliance 

6. Monitoring Performance 

7. Reporting on Stewardship. 

 

BOARD MANAGEMENT 

Legislative 
compliance  

Risk management   

Performance 
monitoring  
 Performance 

reporting   
 

Advisory  
 

Asset/resource 
management  
 

Operations  
 

Policy execution 
 

Planning 
 
 

Strategic 
direction 
 

Policy 
formation  
 

Management 
section  
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2.5 NGA MAIA GOVERNANCE  

NGA MAIA BOARD 

 

  

Strategic direction          

                         

                                                    Senior                        Legislative        Reporting on  

                 Policy             Management                compliance         stewardship 

                   Formulation      selection  

             Risk Management  Monitoring 

                              and control  performance   

 

 

(internally and externally) 

 

 

2.6 STRATEGIC DIRECTION  

Setting the Board’s strategic direction is basic governance decision making that takes the “big 

picture” view. 

 

This involves the development of the Board’s overall strategy, setting objectives and monitoring the 

achievement of the objectives. 

 

Determining the Strategic Direction and Vision for the Organisation Planning 

This involves developing the overall organisation’s strategic plan, setting objectives and monitoring 

achievement of those objectives.  The revision and development of plans shall be done through a 

meeting with staff, trustees and any the National Committee representatives.  The trustees shall 

finalise and ratify key strategic goals and directions for inclusion in the Nga Maia Strategic Plan 

document.   At least annually, trustees shall review the previous Strategic Plan and update the goals 

and objectives if desired and approve the subsequent annual business plan prepared by the CEO.  

This should be done only after contracted obligations have been met.  

 

Reporting  

The trustees report to its stakeholders and any regulatory authorities on the results of their 

performance.  It includes: 

 Production of an Annual Report and contractual obligations;  

 Annual audit;  

 Convening an AGM;    

 Issuing newsletters or other communications; and 

 Strategic planning.  
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Nga Maia Board Role Management Responsibility 

- Determine Nga Maia’s strategic direction 

or vision, set goals and objectives, and 

monitor their achievement.  

- Develop the detailed strategy for 

implementing and achieving the 

objectives set by the Board. 

 

2.7 MANAGEMENT SELECTION 

Selecting, managing and appraising the CEO  

It is critical that the trustees appoint a CEO who: 

 Shares its view of the organisation’s vision, mission and strategic direction; 

 Has a commitment to and understanding of the organisation’s core business; 

 Has the necessary experience and expertise to manage the organisation within the 

parameters established by the trustees; 

 Is also critical that there is open communication between the CEO and the trustees;  

 The CEO  must be appointed through a proper-signed 

- Employment Agreement 

- Job Description 

- Performance Plan; and  

 Is appraised at 12 monthly intervals by the Chairperson or a subcommittee convened by the 

trustees. 

 

Selection of Staff 

It is the CEO’s role to employ and manage the performance of all staff below his/her position.  The 

trustees may be asked to be part of the appraisal process where they have had interaction with 

particular staff members – other than this Trustees usually does not deal directly with employment 

or performance issues related to staff. 

 

Performance Monitoring 

The trustees are responsible for monitoring the performance of the organisation by regularly 

analysing business performance against strategic plans and budgets, regularly reviewing the CEO’s 

performance and reviewing the effectiveness of the Board of Trustee’s performance. 

 

Performance reviews take place on different levels: 

 Review of the trustees as a whole; 

 Review of individual trustees; and 

 Review of the CEO.  

 

The trustees may choose to employ the services of a consultant or appoint an independent review 

committee to review the whole Board and individual trustees.   
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2.8 RISK MANAGEMENT AND CONTROL  

Business risk management is the systematic application of management policies, procedures and 

practices to the tasks of identifying, analysing, assessing, eliminating and monitoring risks impacting 

on Nga Maia. 

 

The trustees must ensure Nga Maia develops and implements strategies for identifying and 

managing risk, and that the Organisation’s internal controls are appropriate in relation to the risks 

identified. The trustees must also ensure that it complies with relevant legislation. 

 

Nga Maia trustees regularly reviews the reports received and provided by Management (known as 

the CEO) and must ask the right questions to satisfy it that risk is being adequately managed. 

 

Nga Maia trustees must institute a formal system for ensuring that Management communicates to it 

any business risk issues that emerge and the risk profile of Nga Maia changes over time. 

 

Although the Nga Maia trustees may delegate authority to the CEO for implementing a structured 

business risk management system, it cannot abdicate responsibility for the successful 

implementation of the business risk management system. 

 

 

Nga Maia Board Role Management Responsibility 

- Determine Nga Maia’ risk 

management policy.   

- Clearly communicate overall risk 

management strategies and have 

oversight for monitoring all business 

risks. 

- Produce Nga Maia’ risk management policy 

and plan. 

- Implement Nga Maia’ day-to-day business 

risk management practices. 

- Provide review reports showing risk 

mitigations and monitoring of all 

compliances set by the trustees. 
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2.9 LEGISLATIVE COMPLIANCE  

Organisations and legal entities are faced with compliance requirements for a raft of legislative 

demands.  The potential for personal liability of Nga Maia trustees is increasing significantly.  It is 

therefore essential to implement an effective system which helps identify high priority risk areas 

and which provides simple guidelines on how to comply with legislative requirements.  

 

A compliance system can reduce the trustee’s risk of prosecution through non-compliance.  Some of 

the areas that may impact on the trustees includes the: 

 Charitable Trust Act 1957;  

 Misuse of Drugs Act 1975 and its Amendment 2005;   

 The Alcoholism and Drug Addiction Act 1966; 

 The Health Act 1956;  

 The Medicines Act 1981;  

 The Land Transport Act 1998; 

 Employment Relations Act 2000 and its Amendments 2008; and 

 Health and Disability Services Act 2008. 

 

It is essential that trustees are aware of their legal duties and responsibilities and that Nga Maia has 

appropriate processes in place to ensure effective compliance at all levels of Nga Maia. 

 

Nga Maia Board role Management Responsibility 

- Oversee Nga Maia’ compliance with 

relevant legislation. 

- Ensure Nga Maia’ has a process for 

monitoring compliance with legislation. 

- Ensure adequate insurance. 

- Implement a risk management strategy 

for legislative compliance of Nga Maia. 

- Educate staff and management on 

legislation and any operational relevance 

to organisational compliance. 

 

2.10 MONITORING PERFORMANCE  

Nga Maia trustees can monitor the performance of the organisation by regularly analysing financial 

performance and business performance against Strategic Plans and Budgets;  

Reviewing the CEO’s performance, and reviewing the effectiveness of its own Board performance. 

 

The challenge for the Nga Maia trustees is to obtain such detailed information as is required to have 

a sound appreciation of issues such as: 

 A reliable and timely system of performance measurement; 

 A level of detail provided to the trustees should not hinder its supervisory role by including 

unnecessary information; and 

 Monitoring of the CEO should take into account short, annual and long-term planning 

considerations. 
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Nga Maia Board Role Management Responsibility 

- Oversee business performance against 

strategic plans and annual budgets. 

- Review the CEO’s performance annually. 

- Review Board performance through self-

assessments and evaluations annually. 

- Implement the details of a monitoring 

system of performance measurement 

across Nga Maia for Management, 

operations/services, business, human 

resource, and administration. 

- Report to the Board management 

performance against the strategic goals 

and objectives, and the services 

performance against the annual business 

plan. 

 

2.11 REPORTING ON STEWARDSHIP 

The final element of effective trustees is evidenced when the Board reports to 

Stakeholders/members and regulatory authorities on its stewardship of the Organisation. 

 

A Board governance statement is a statement included in Nga Maia’ annual report.  In the statement 

the trustees acknowledge their responsibility for governance and state the main procedures in place 

to ensure compliance with Nga Maia’ code of best practice. 

 

The Chairperson of Nga Maia has the leadership role and performs those duties and responsibilities 

expected in: 

 Providing overall leadership; 

 Carrying out a performance review of the CEO role; 

 Setting Nga Maia’ agenda is a standing item; 

 Chairing meetings; 

 Reviewing minutes also includes emailed approvals/conversations of meetings; 

 Involved in inducting new trustees ; 

 Relationship building and maintenance with Management; 

 Relationship building and maintenance with Stakeholders/members;  

 Building and maintaining other relationships and strategic alliances. 

 

2.12 NGA MAIA TRUSTEE’S RESPONSIBILITIES  

Nga Maia trustee’s duties and responsibilities are inclusive of: 

 Good faith, and acting in the best interest of the organisation; 

 Having proper purpose;  

 Compliance with relevant Acts and the Nga Maia Deed; 

 Performing all governance duties and obligations; 

 Attending to Duty of Care; 

 Responsible use of information and advice; 
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 Discharging Nga Maia general duties; and 

 Securing insurance and indemnity. 
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SECTION THREE - RISK MANAGEMENT AND LEGISLATION 

COMPLIANCE  

3.0 BUSINESS RISK MANAGEMENT  

Business Risk Management is the systematic application of Management policies, procedures and 

practices to the tasks of identifying, analysing, assessing, treating and monitoring risks impacting 

upon an organisation. 

 

3.1 NGA MAIA TRUSTEE RESPONSIBILITY 

Nga Maia should determine the business Risk Management policy and overall strategies, but it 

cannot be responsible for Nga Maia’ day- to-day business risk management. This task is delegated to 

the CEO.  Nga Maia should be responsible for clearly communicating its policy and strategies to 

senior management and for informing the stakeholders of Nga Maia’ Business Risk Management 

philosophy. 

 

Nga Maia needs to institute a formal system for ensuring that Management communicates to it any 

Business Risk issues that emerge and the risk profile of Nga Maia as it changes over time. 

 

Although Nga Maia may delegate authority to the CEO for implementing a structured Business Risk 

Management System, it cannot abdicate responsibility for the successful implementation of the 

Business Risk Management System. 

 

3.2 MANAGEMENT RESPONSIBILITIES  

Management should establish a “risk aware” culture that reflects the risk policy and philosophy of 

Nga Maia. 

 

Within the guidelines established by Nga Maia, it is Management’s responsibility to establish, 

maintain and operate an appropriate Risk Management framework, and to ensure that there is an 

effective internal control system in place which manages these risks. 

 

Management must also establish a structured Risk Management system so that employees clearly 

understand their responsibilities for Risk Management. 

 

3.3 LEGISLATIVE COMPLIANCE  

The Charitable Trusts Act 1957 sets out clear parameters for legal obligations inherent in the status 

of any Organisation holding responsibility that is bound by law. 

 

A legal entity can derive much flexibility and latitude within its legal bounds; however, they are also 
required to accept correspondingly greater responsibility and/or liability. 
 

Introduction 
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In addition to individual Nga Maia trustees general duties as part of Nga Maia there are a myriad of 

specific legal responsibilities and non-compliance invariably resulting in penalties. 

 

This section provides a brief overview of Nga Maia specific responsibilities. The Charitable Trusts Act 

1957, information about Nga Maia members’ and responsibilities under other legislation is also 

included here.  

 

3.5 USE OF INFORMATION 

Nga Maia trustees will be in possession of information acquired solely in their capacity as a trustee 

or employee of Nga Maia.  The trustees may not make use of or act on that information except: 

 for the purpose of Nga Maia business; 

 as required by law; 

 where the other party is a Trust, in disclosing to that other Trust the Nga Maia trustees 

interest in transactions of that Trust or Board member; 

 unless prohibited by Nga Maia, in disclosing information to: 

- a person whose interests the Nga Maia trustee represents; or 

- a person in accordance with whose directions or instructions the Nga Maia trustee may 

be required or is accustomed to act in relation to the Nga Maia trustee powers and 

duties (and the name of the person is entered in the interests register): and 

- use or the act in question will not, or will not be likely to, prejudice Nga Maia business.  

 

3.6 REMUNERATION (this policy does not apply to the trustees at this time) 

Nga Maia may, subject to any restrictions contained in the Nga Maia’ Trust Deed, and if satisfied that 

to do so would be fair to Nga Maia to authorise: 

 the payment of remuneration or the provision of other benefits to any trustee for services as a 

Nga Maia trustee or in any other capacity; 

 the payment to a trustee or former Nga Maia trustee compensation for his/her loss of office; 

 Nga Maia debts incurred by a trustee; the entering into a contract to do any of the things 

described above. 

 

Particulars of the above authorisation must be entered into the Nga Maia’ Conflict of Interest  

Register. 

 

3.7 OTHER LEGISLATIVE  

The Financial Reporting Act 1993 

The Financial Reporting Act governs the preparation of financial statements. The Act specifies: 

 what the financial statements must comply with; 

 what the financial statements must consist of;  

 when the financial statements must be prepared;  

 whether the financial statements must be filed with the Incorporation of Societies 1908 — 

“Reporting to shareholders”. 
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 penalties for non-compliance.  

 

Health and Safety in Employment Act 1992 

The Health and Safety in Employment Act, 1992 (Act) imposes comprehensive duties on employers 

in relation to occupational safety. It also makes employers liable for hazard management around the 

workplace as well as providing training on health and safety matters. 

 

The Act establishes a single code of practice, administered and enforced by the Ministry of Business,  

Innovation and Employment (MBIE). 

 

Key Principle 

The key principle embodied in the Act is to provide for the prevention of harm to employees at 

work. Practicable steps must be taken by employers to ensure the Safety of employees at work by 

ensuring the following: 

 providing and maintaining a safe working environment; 

 providing and maintaining facilities for health and safety at work; 

 ensuring all plant used by employees is designed and built arranged and maintained so that it 

is safe to use; 

 ensuring that employees are not exposed to danger from anything around or near their work 

area; and 

 developing procedures for dealing with work place emergencies. 

 

Employer’s Responsibilities 

Employers are responsible for identifying existing and new workplace hazards and for determining 

their significance. The following steps must then be taken (in descending order): 

 significant hazards must be eliminated if practicable; 

 if no practicable steps can be taken to eliminate the hazards, or if they were taken and did not 

work, then the significant hazards must be isolated; and 

 if no practicable steps can be taken to eliminate or isolate the hazards, or if they were taken 

and didn’t work, then the significant hazards must be minimised. 

 

The Act requires employers to maintain an accident register, and in certain hazardous industries 

there is a requirement to report any serious incidents to the Minister. 

 

Civil and Criminal Liability 

A breach of any of the duties or restrictions contained in the Act may give rise to both civil and 

criminal liability. An “owner” or “occupier” may also incur clean-up costs for contamination caused 

by their own or inherited pollution. 
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Employment Relations Act 2000 (ERA)  

The Employment Relations Act is designed to “promote an efficient labour market”. It encourages 

direct bargaining by way of collective or individual agreements. The ERA provides a statutory basis 

for all employment with broad parameters for their negotiation. 

 

Employers must consult fully with employees when considering actions that will adversely impact 

upon the employee. Procedural fairness is a crucial part of the disciplinary process.  

 

In the event of disciplinary action being pursued by the employer, the correct process must be 

observed and documented. Adequate procedures for review and renewal of employment 

agreements should also be in place. 

 

All employment agreements must contain personal grievance procedures. The grievance must be 

submitted in writing to the employer within 90 days of the grievance coming to the notice of the 

Employee. 

 

The Employment Tribunal or Employment Court may make certain remedies including: 

 reinstatement of the Employee; 

 reimbursement of lost wages; 

 payment of compensation in instances such as humiliation, loss of dignity, loss of any benefit 

which the Employee may have expected to obtain if the personal grievance had not arisen. 

 

There are a number of other statutes which relate to employment matters. These include Parental 

Leave and Employment Protection Act 1987 and the Holidays Act 2003. In addition to the legislation 

certain duties, as an employer and employee, arise under common law. For example, an employer 

must provide a safe place to work, pay wages, etc. 

 

Human Rights Act 1993 

The Human Rights Act prohibits discrimination in employment and discrimination in the supply of 

goods, facilities or services to the public and provides a procedure for resolving complaints of 

discrimination. 

 

Some of the prohibited grounds of discrimination (for which there are limited exceptions) include: 

 marital status 

 religious belief 

 ethnic or national origin 

 disability 

 age. 

 

The Act also prohibits racial or sexual harassment in the workplace and other areas. Employers are 

liable for acts of discrimination by their employees, whether or not they had knowledge of or 
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approved of the discrimination. It is, however, a defence for an employer to prove it took such steps 

as were reasonably practicable to prevent the employee from carrying out that act. 

 

Privacy Act 1993 

The Privacy Act became law on 1 July 1993. There are 12 privacy principles which regulate the 

collection and use of personal information and its disclosure, the individual’s right of access to and 

correction of information, and the use of identification numbers and other forms of unique 

identifiers for individuals. 

 

Upon referral by the Privacy Commissioner, if the Complaints Review Tribunal finds that the 

complaint is justified it may order that damages must be paid to the complainant, make orders 

requiring certain action to be taken for the redress of any loss or damage suffered by the 

complainant, or give such other relief to the complainant as it thinks fit. 

 

Employers are liable for breaches of the Privacy Act committed by their employees. It is a defence if 

the employer can show that it took such steps as were reasonably practicable to prevent the 

Employee committing the breach. 

 

Charities (Department of Internal Affairs) 

It is common for trustees of a Board to be governed by a Constitution or Deed.  The Department of 

Internal (DIA) affairs carries out the registration, education and monitoring of Charities. Nga Maia 

must register and file an Annual Return and ensure the officers are updated and notify the DIA of 

any changes. 
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APPENDIX 1 – INDUCTION OF NEW TRUSTEES  

To assist new trustees become familiar with the organisation’s structures, policies, procedures, 

services and requirements. 

 

Procedure 

The Chairperson (or their delegate) of the Board is responsible for ensuring that all new trustees 

receive a trustee orientation package that will include the following. The CEO should ensure these 

documents are ready for all new trustees: 

 

Trustee Orientation Pack 

 Full list of trustee names and contact details 

 Last Annual Report 

 Personal Profile form for completion 

 Copy of CEO’s Performance Plan & Job Description, as well as contact details (including after-

hours contact details) 

 A copy of the “current financial year’s” Board minutes and papers 

 A copy of the current Annual Business Plan & Budget 

 Indemnity Insurance details. 

 

A copy of the following should be given to the new trustee.  This contains: 

 The Organisation Chart; 

 A set of all governance policies and Risk Register; 

 Current Strategic Plan and other plans (i.e. Workforce and Business Plans); 

 Any contract information; and  

 A copy of the Deed of Trust. 

 

The CEO will personally brief the new trustee on current services and any current pertinent issues 

affecting the organisation. The trustee is required to sign an Acknowledgment letter or form that 

they have received the above information and that they have been oriented into the organisation by 

the CEO. 
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APPENDIX 2 – TRUSTEE SUCCESSION PLANNING 

Succession planning is only relevant for appointed trustees. The purpose of the policy is to mitigate 

risk so that the business will continue to be viable for generations to come. Succession planning 

occurs at all levels within the Organisation.  

 

The Nga Maia membership and in particular the regions has a responsibility to ensure that there is a 

high calibre of quality members who are nominated onto the Board. The Nga Maia trustees will 

represent a good mix of Business acumen minded people and include (other individuals). 

 

Nga Maia trustees are elected in accordance with the Deed of Trust.  

 

The Chairperson (of Nga Maia) should train potential leaders within the trustees to lead in his/her 

absence. This should be part of the annual work plan and part of governance training. 
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APPENDIX 3 – TRUSTEE EXPENDITURE 

Financial Management is crucial to the success of the trustees, both in providing adequate funding 

for day-to-day needs, and in planning for the future. Without clear guidelines about roles and 

responsibilities in this area, conflict can easily arise. 

 

Some of the potential conflict arises from the distinction (not always clearly understood) between 

governance and management.  Clarification of, and agreement about those roles, will enhance the 

way Nga Maia trustees and management work together. The following five points are governance 

expenditure decisions as opposed to management decisions. 

 

Procedure 

1. Board approves the finance policy 

2. Board approves the delegations 

3. Board receives reports from the CEO for final approval 

4. Board approves the annual budget  

5. Board monitors expenditure. 

 

Objectives 

The Financial Management plan starts with the Nga Maia Strategic Plan. Everything derives finally 

from the goals and objectives detailed in the plan. Nga Maia trustees are reviewed against those 

goals and objectives. 
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APPENDIX 4 – FINANCIAL GOALS AND OBJECTIVES 

 

 

Goal 1 Budgeting: 

To link resource to Financial Plan objectives by allocating funds to reflect Nga Maia trustee’s 

priorities. 

 

 

Objectives 

1. By the beginning of each financial year the CEO is to adopt procedures to be used in planning 

and preparing the annual operating budget.   

2. The annual budget should be soundly prepared reflecting a mix of ongoing operational 

requirements and Nga Maia trustee’s critical strategic issues as identified in the strategic plan. 

3. The budget shall reflect both expenditure and revenue operations. 

 

 

Goal 2 Auditing:  

To ensure annual accounts are prepared for audit by an auditor approved by the Nga Maia trustees 

on an annual basis.  Approval of the audit or should be raised at a meeting. 

 

 

Objectives 

1. Every year ensure annual accounts are prepared in line with the Statement of Accounting 

Standards No.117 or succeeding Financial Statements of Not-for-Profit Organisation’s and are 

made available to the approved Auditor appointed by the trustees.  

 

 

Goal 3 Asset protection: 

The Chairperson is to monitor and control any Nga Maia Board resources. 

 

 

Objectives 

1. Monitor expenditure regularly so that over-expenditure of the budget does not occur, at any 

time, without the Board's prior approval. 
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APPENDIX 5 – ANNUAL FINANCIAL STATEMENTS 

 

 

Nga Maia trustees Due Diligence – Legislative Compliance, Financial Reporting Act 1993 lays down 

the responsibility for the trustees’ to prepare annual financial statements, and spells out what the 

annual statement must contain. 

 

 

The annual financial statements must be forwarded to the Nga Maia Board within four months of 

the end of the financial year. The following is a list of statements that may be contained within the 

financial statements of Not-for-Profit/Charitable Trust Organisations:   

1. Operating Statement  

2. Statement of Financial Position (Balance Sheet) 

3. All assets and liabilities as at balance date are disclosed 

4. Statement of Cash Flows 

5. Statement of Commitments 

6. Statement of Contingent Liabilities 

7. Statement of Accounting Policies. 

 

As well as having standard meetings to consider current information, the trustees also have an 

agenda of items to be discussed and acted upon, which will arise in certain months of the year.  

These are as follows and will be discussed at the meeting concerned.   

 

AGENDA FOR TRUSTEES WITH THE SUPPORT OF THE CEO:  

Month Action for the Trustee meetings (over and above usual business) 

May  AGM  

 Election of trustees 

 Governance training for new trustees 

July/August  Assist regional groups with legal entity and other pertinent issues 

 Nomination of National Committee members 

 Nomination of two student midwifes (1 for the North and South 
Islands)   

2-5 

November  

 Trustee Meeting (Patron in attendance) 

 National Committee meeting (patron in attendance) 

February  Trustee Meeting 

 National Committee meeting 
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APPENDIX 6 – NGA MAIA TRUSTEE PAYMENT FEE 

 

 

Nga Maia trustees are not remunerated for there attendance at trustee meetings. However, the 

following policy would be considered when the Trust has the resources to implement it. 

 

Policy 

The purpose of this policy is to make clear to trustees (and payment officers) the rates of trustee’s 

remuneration and procedure for payments to trustees. 

 

Fee payment may be made for attendance at: 

 Ordinary or routine quarterly meetings; 

 Special or Extraordinary Meetings; 

 Teleconference; and 

 Hui or conferences specifically related to Nga Maia trustee duties. 

 

The rates are: 

 Ordinary 

Meeting 

Special Meeting Teleconference Hui/Conference 

(re: Ordinary 

meeting)  

Chairperson (TBC)  $ $ 

Nga Maia trustee  (TBC)  $ $ 
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APPENDIX 7- TRUSTEE REIMBURSMENT OF EXPENSES 

Nga Maia trustees will reimburse travel and actual expenses incurred by the trustee travelling on 

approved business. This means that expenses may only be reimbursed for actual or reasonable, not 

both. The policy details the approval parameters for claiming expenses.  Nga Maia trustees shall 

neither gain nor lose when travelling on approved business.  

 

Definitions 

In relation to this Nga Maia trustee Travel Policy the following definitions apply: 

 

Procedure 

 Actual and reasonable expenses that result from the trip will be reimbursed to the member on 

receipt of the correct documentation; 

 The MVA scale reverts to the current IRD rate; and 

 Each trustee member will complete a Board Travel Expense Form.  The Chairperson must sign 

all approval forms.  

 

Overseas Travel 

Prior approval through the Nga Maia’ Board Chairperson is essential, accompanied by the relevant 

Business Case proposal and budgetary allowance for the specific event.  
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APPENDIX 8 – BUDGET AND PLANNING POLICY 

The responsibility to research and develop Board annual operating budget rests with the CEO. The 

Annual Budget should be prepared after due consideration to reflect a mix of ongoing operational 

requirements and Board strategic issues as identified in the Strategic Plan.   

 

The Annual Budget is a reflection of Nga Maia Board’s annual operational plan or Business Plan and 

as such should be presented in partnership with the Strategic Plan showing the relationship between 

planned for events, associated costs and revenues. 

 

The annual budget shall: 

1. Contain sufficient detail to allow an accurate projection of revenues and expenditure; 

2. Present a true cash flow position that does not confuse or mislead any audit trail; 

3. Contain projected expenditures that meet the projected reasonable estimate of revenue 

during the period covered by the budget; 

4. Comply with Board stated objectives and priorities; 

5. Involve the staff concerned with the various day-to-day programme and service areas in the 

budgeting process; 

6. Be presented in such a way as to make it easy to interpret and follow and shall comply with 

standard budget presentation formats. 

 

The CEO is responsible for: 

1 The annual representation of budgets and for providing such information to enable the 

trustees to approve the budget; 

2 Submitting to the Nga Maia Board explanations for variances from the approved budgets; 

3 Ensuring that precise costing and a recommendation as to how the expenditure can be offset 

by deleting a similar amount elsewhere or by applying special purpose funds to support any 

application to the Board for expenditure that has not been specifically budgeted for; 

4 Carrying out the operational procedures detailed in the programmes and services 

(operational), policy; 

5 Provision for revision and adjustment on a quarterly basis.  
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APPENDIX 9 - CODE OF BUSINESS CONDUCT 

 

 

It is the policy of the Nga Maia trustees to strive to achieve the highest possible standard of 

business and personal ethics. 

 

 

Background 

This code sets out the standards that each Trustee will adhere to while conducting their duties.  It is 

intended to facilitate decisions that are consistent with the Trust’s goals, values, and legal 

obligations. All Trustees are required to comply with this Code of Conduct. This code carries the 

expectation that Trustees will lead by example in adhering to the standards of ethical and 

professional conduct. 

 

Interpretation 

Unless otherwise defined in this Code of Conduct, capitalised terms used in this Code of Conduct 

shall bear the definition given to that term in the Trust Deed of the Nga Maia Charitable Trust (the 

Deed). 

 

Governing principles 

This Code of Conduct is governed by the principles set out below. 

 

 

 

PRINCIPLE EXPECTED BEHAVIOUR 

Ngakaunui (sound 

judgement) 

We will ensure our decisions and stances on issues are underpinned 

by timeliness, robust research of relevant facts and that the context 

is also considered. The Trust will make quality and prudent decisions 

and judgements. 

Mahakitanga (respect 

and humility) 

We will act and carry out our business with an air of quiet 

confidence and humility. We will respect all people and their views 

and will allow people an opportunity to air them even if they are 

inconsistent with our own. We may from time to time disagree with 

people, however, we will always respect their viewpoint. 

Manaakitanga 

(sharing and caring) 

We will unconditionally practise manaakitanga in all areas of our 

business and interpersonal dealings. 

Mahi ka tika 

(transparency) 

We will ensure our business practices and major decisions are based 

on transparent processes and where the information is not 

commercially sensitive, we will commit to open public disclosure 



 

Page 32 of 50 

PRINCIPLE EXPECTED BEHAVIOUR 

through our reporting and communications processes. 

Mahi pono 

(trustworthiness) 

We will build our members’ confidence in us by ensuring we 

maintain our fundamental values and that people are informed and 

empowered as whānau and hapū.  

Har me te koa (fun 

and celebration) 

We will celebrate and acknowledge high individual and team 

performance and achievement amongst our people. Working with 

and for the Trust will be a fun and enjoyable experience. 

 

Application and accountability 

Each Trustee is required to abide by this Code of Conduct in all their dealings with: 

a. other Trustees 

b. members of Nga Maia 

c. iwi 

d. central and local government organisations 

e. community organisations; and 

f. media organisations 

 

Communications 

Each Trustee shall:  

a. refrain from making any comment or statement that brings the Trust or the Trustees into 

disrepute or undermines the Trust in any way, including improper or derogatory allegations 

and any form of conduct which may cause unwarranted offence or embarrassment. 

b. enrue any statements made show respect and do not contain any offensive or abusive 

language; 

c. adhere to the truth and not mislead, directly or indirectly, nor make any false statements, nor 

mislead by omission; 

d. ensure that all communications to external parties, including the media and the Crown, are 

approved by the Chair prior to release. 

 

The Chair shall be the first point of contact for the Trust, including with regards to the Trust’s view 

on all matters raised by the media. Other Trustees must first obtain the approval of the Chair before 

providing a response to matters raised by the media. Such authority, with regard to specific matters, 

may be delegated to individual Trustees. 

 

Subject to clause a, Trustees may provide a personal response to the media on matters raised, so 

long as it is clearly and expressly stated that the views provided do not necessarily represent those 

of the Trust. 
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Failure to adhere to the communications provisions of this clause 0 constitutes a breach of this Code 

of Conduct. All breaches shall be resolved in accordance with the Deed. 

 

Confidentiality 

Each Trustee shall: 

a. be bound by the rule of confidentiality for all matters discussed at meetings of Trustees; 

b. ensure that they keep in strict confidence all non-public information disclosed to them in their 

capacity as Trustees and any information entrusted to the Trust that is confidential in nature; 

c. take sufficient precautions to preserve the confidentiality of any such information; 

d. not disclose such information to any other person without the prior approval of the Chair, 

except where disclosure is allowed or required by law; 

e. only disclose confidential information of relevance to their Hapū with the prior approval of the 

Chair. 

 

Failure to adhere to the confidentiality provisions of this clause 0 constitutes a breach of this Code of 

Conduct. All breaches shall be resolved in accordance with the Deed. 
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APPENDIX 10 - CONFLICT OF INTEREST POLICY 

 

 

Nga Maia trustees must act in good faith in the best interest of the Organisation. 

 

 

Conflicts of Interest 

 

Disclosure of Interest: Any trustee who is, or maybe in any other capacity whatsoever interested or 

concerned directly or indirectly, on a pecuniary basis or otherwise, in any property or undertaking in 

which the Trust is or may be in any way concerned or involved, shall: 

a. disclose the nature and extent of their interest to the other Trustees, as soon as practicable 

after becoming aware of such interests; 

b. not take part in any deliberations or decisions at a meeting of Trustees concerning any matter 

in which that Trustee is or may be interested, unless invited to take part by the Trustees, and 

shall absent himself or herself for sufficient time to enable the remaining Trustees to discuss 

the matter; 

c. voluntarily abstain from voting on the matter with which he or she is interested, and absent 

himself or herself from the meeting during the vote, lest his or her presence unduly influence 

the voting process (or be seen to do so); and 

d. be disregarded for the purpose of forming a quorum for any such deliberation or decision. 

 

Definition of Interest: A Trustee will be interested in a matter if he or she: 

a. is a party to, or will derive a material financial benefit from, that matter; 

b. has a material financial interest in another party to the matter; 

c. is a director, officer or trustee of another party to, or person who will or may derive a material 

financial benefit from, the matter, not being a party that is wholly owned by the Trust or any 

Trust Entity; 

d. is the parent, child or spouse being a partner in a marriage or civil union or couple living 

together in the nature of marriage, where nature of marriage means a relationship which 

would satisfy the definition of de facto relationship within the meaning of section 2D of the 

Property (Relationships) Act 1976) of another party to, or person who will or may derive a 

material benefit from, the matter; or 

e. is otherwise directly or indirectly interested in the matter. 

 

If a Trustee is in doubt as to whether or not a particular interest or course of action represents an 

Interest in respect of this clause Error! Reference source not found., then the Trustee must, as a 

matter of best practice, disclose that interest. Additional guidance may be sought from the Chair. 

 

Rohe interests: Notwithstanding clauses Error! Reference source not found. and Error! Reference 

source not found. above, no Trustee will be interested in a matter where that member is a member 
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of a Rohe and where his or her interest is not different in kind from the interests of other members 

of that Rohe. 

 

Interest register: 

a. A disclosure of interest by a Trustee shall be recorded in the minute book of the Trust. 

b. Immediately following his or her appointment as a Trustee, each member must enter into the 

minute book and must disclose in writing to the others, any interest which meets the 

definition of an Interest as set out in clause Error! Reference source not found., as well as the 

name of any organisation other than Nga Maia of which he or she is a member. 

c. The Trustee must, at any time after his or her appointment, enter into the minute book and 

disclose to the next meeting of Trustees, any interest of which that Trustee becomes aware 

that meets the definition of an Interest, as set out at clause Error! Reference source not 

found. of this Code of Conduct. 

 

Continuing material conflict of interest: A Trustee who has a continuing material conflict of interest 

that cannot be resolved to the satisfaction of the Trustees must resign as a Trustee particularly 

where the continuing material conflict of interest prejudices the Trustee’s ability to contribute fully 

to the deliberations and decisions of the Trustees. 

 

Failure to adhere to the conflict of interest provisions of this clause Error! Reference source not 

found. constitutes a breach of this Code of Conduct. All breaches shall be resolved in accordance 

with the Deed. 

 

Meetings 

The Chair: 

a. has the primary responsibility for ensuring that all Treustees receive sufficient and timely 

information to enable them to be effective Trustees; 

b. is responsible for the orderly conduct and efficient functioning of all meetings of Trustees and 

sets the agenda for meetings of Trustees; 

c. is to act as a facilitator at a meeting of Trustees to ensure that no Trustee dominates 

discussion, that appropriate discussion takes place, and that relevant opinion amongst 

members is forthcoming; 

d. shall ensure that all Trustees are enabled and encouraged to play their full part in the affairs 

of the Trustees and have adequate opportunities to express their views. 

 

Discussions at a meeting of Trustees will be open and contructive, recognising that genuinely held 

differences of opinion can, in such circumstances, bring greater clarity and lead to better decisions. 

 

Trustees must consistently attend meetings of Trustees and devote sufficient time to make and keep 

themselves familiar with the Trust’s affairs. 

 

Once a matter has been resolved at a meeting of Trustees, that resolution determines the Trust’s 

formal position on that matter unless or until the position is changed by a subsequent resolution of 



 

Page 36 of 50 

the Trustees. All Trustees must respect and not act or make public comment that is contrary to the 

formal position of the Trust. 

 

Failure to adhere to the meetings provisions of this clause Error! Reference source not found. 

constitutes a breach of this Code of Conduct with the exception of clause Error! Reference source 

not found..  All breaches shall be resolved in accordance with the Deed.  Failure to adhere to clause 

Error! Reference source not found. will be grounds for the Trustees to pass a resolution of no-

confidence in accordance with paragraph Error! Reference source not found. of Error! Reference 

source not found. of the Deed. 

 

Roles 

The reputation and public perception of the Trust is largely dependent on the conduct of the Chair 

and the Trustees. The Chair and the Trustees must respect the requirements and limits of their roles, 

as set out in this Code of Conduct. 

 

When acting as Trustees, they represent the Trust and are accountable to the Trust, its rules and 

policies (including this Code of Conduct), and must act as one entity and in the best interests of Nga 

Maia. 

 

Role of the Chair: In addition to the matters set out in clause Error! Reference source not found., 

the Chair has a mandate to represent the Trust by right of office. Most business will be conducted 

with the knowledge and support of all the Trustees. However, there may be times when the Chair is 

required to act independently. Any independent action must be taken to a meeting of Trustees for 

ratification before becoming binding on the Trust. 

 

Role of the Trustees: In addition to the matters set out in clause Error! Reference source not found., 

each Trustee shall in the performance of their duties: 

a. effectively represent and promote the interests of the Trust 

b. comply with all relevant laws in the performace of their duties, to the best of their knowledge; 

c. act in good faith and in the best interests of the Trust, placing the Trust’s interests ahead of 

their direct or indirect personal interests and not use their position or the Trust’s Property or 

information for themselves or for personal gain; 

d. exercise their powers with a due degree of care, diligence and independence and for a proper 

purpose; 

e. only permit the Trust to incur obligations if he or she believes on reasonable grounds that the 

Trust will be able to perform those obligations when required to do so; 

f. only commit the Trust to a particular policy or course of action with the prior approval of the 

Trustees; 

g. not accept gifts or personal benefits of any value from external partied if it could be perceived 

that this could compromise or influence any decision of the Trustees. 

 

Report of behaviour 



 

Page 37 of 50 

Trustees will report to the Chair any behaviour of which they become aware that is illegal or that 

breaches this Code of Conduct. 
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APPENDIX 11 – CHAIRPERSON/CEO RELATIONSHIP 

 

 

Through this policy the Nga Maia trustees aims to achieve the effective link between the CEO and 

Nga Maia Board meetings.   

 

 

To facilitate an open, consultative and productive relationship between the CEO and Nga Maia 

Board, the following procedures apply: 

1. Nga Maia Board Chairperson (the chairperson) is the formal link between the Nga Maia Board 

and the CEO; 

2. There will be regular formal and informal interaction; 

3. Either party can initiate such a meeting; 

4. This relationship shall not replace Nga Maia Board meeting or trustee tasks; 

5. The Chairperson and CEO are bound by policy at all times; 

6. This relationship is an essential component in the CEO's performance appraisal; 

7. Instructional communications from Nga Maia Board to the CEO are through the Chairperson 

8. The Chairperson regularly advises Nga Maia Board of the outcomes of such meetings whether 

they occur through face to face, telephone, email or other means of technology. 

 

Procedure 

Nga Maia trustees delegate to the CEO: 

1. The establishment of all operational policies essential for the effective operation of Nga Maia 

and takes all actions necessary to give effect to those policies; 

2. Responsibility to carry out the operational business of Nga Maia Board free from interference 

from the trustees or its individual members so long as these actions fall within the boundaries 

described in Nga Maia Board outcomes or Board policies; 

3. Responsibility to carry out his/her tasks without the necessity to consult with Nga Maia Board 

on matters other than those requiring urgent/immediate action. 

 

Nga Maia Board shall:  

1. Leave the CEO to go about his/her tasks of managing the affairs of Nga Maia free from 

interference; 

2. Communicate regarding operational matters through the CEO; that is Nga Maia trustees  do 

not make direct contact with staff regarding Board operations/work unless the CEO has full 

knowledge of this occurring; and  

3. Monitor the CEO’s performance in the implementation of this policy.  
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Management Delegation  

Delegation means “giving responsibilities with authority to another person to act on your behalf”.  In 

the case of the Nga Maia Board, this is the MANAGEMENT (the CEO). 

 

1. In order to allow the MANAGEMENT to manage Nga Maia Board, Nga Maia Board will 

delegate financial authority to him/her.   

2. The size of Nga Maia Board budgets and contracts will dictate the number and levels of 

delegations. 

3. Delegation does not mean a “hands-off” approach, or abdicating responsibility.  Responsibility 

of the day to day activities rests always with the Management and ultimately with the Nga 

Maia Board. 

4. The key to good delegation is that approvals and limits are clearly understood.  The most 

effective procedure is to have all delegations specified and recorded. 

5. Nga Maia Board shall approve delegated authority to commit funds, and authority to make 

payments. 
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APPENDIX 12 – FINANCIAL DELEGATIONS 

The following financial delegations shall operate in respect of any matter relating to financial 

commitments of the Nga Maia Board. 

 

1. All financial delegations are to be exercised within the department budget allocated to each 

operational area. 

2. Nga Maia Board approves delegated authority of finances to the CEO in accord with the 

department budgets allocated to each operational area. 

3. Funds are signed off against presented departmental budget areas of allocation. 

 

Level Position Capital Operating Signature 

 

One Chair of Nga Maia Board Total Extra over budget  

Two CEO Up to $50k In accord with the Nga 

Maia Board allocated to 

each operational area. 

 

 

Trustee: 

 Have full authority for the Trust; 

 Approves all new funding contracts with CEO prior to CEO signing documents; 

 Approves all contractors or consultants over $50k per project / contract; 

 Signs employment agreement for CEO; 

 Signs Performance Plan and Performance appraisal for CEO; 

 Manage personal grievances lodged by CEO; and  

 Approve salary review or bonus recommendations for CEO. 

 

CEO: 

 May sign all outgoing correspondence; 

 May sign all funding contracts entered into by the Trust as long as Trust briefed on contract 

details in a trustee meeting and contract approved to engage in; 

 May sign lease of property as long as Trust are briefed on contract terms; 

 May speak to the media or make public statements on behalf of the Trust; 

 May attend internal and external meetings on behalf of the trustees; 

 Sign all employment agreements for staff; 

 Sign Performance Plans and appraisals for staff;  

 Approves annual, sick and bereavement and special leave for all staff; 

 May address all personal grievances for staff; and  

 May approve salary review or bonus payment recommendations for staff in accordance with 

annual business planning. 
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APPENDIX 13 – FINANCIAL RESPONSIBILITIES AS A TRUSTEE 

Policy 

The purpose of this policy is to provide guidance to trustees on their roles and responsibilities, in 

relation to overseeing the financial control of the Organisation. 

 

Procedure 

Annual Planning & Budgeting 

At the time the Organisation produces its annual business plan, the CEO will present a draft budget 

for the ensuing year along with the Annual Business Plan (around May / June each year for the 

following financial year) – see Planning Process in previous policy on trustee Collective Role. 

 

This budget should itemise: 

 How the funding income to the Organisation is intended to be used to achieve strategic goals 

and business objectives and where the funding is to come from (e.g. contracts); 

 The operational budget for the Organisation (e.g. salaries, rent, phones) etc;  and  

 Projected surpluses or investments for the year including capital purchases. 

 

The trustee’s job is to review the budget, confirm through the CEO whether the projected income is 

guaranteed or estimated, and then to assess whether proposed expenditure fits within the income 

levels and is being wisely appropriated.  Trustees may think too much is being allocated in a 

particular area (e.g. in travel) or they may think not enough is being appropriated based on the 

previous year’s performance.  A review of last year’s budget will identify significant changes. 

 

Once any issues are clarified, trustees may approve the budget and the CEO will operate the budget 

within his/her delegations. 

 

Quarterly Monitoring 

At each meeting, the trustees will be presented with a financial report by the CEO.  This will have 

been produced from the software based financial system operated by the organisation. Reviewing 

the accounts shows symptoms – it does not show causes or problems (such as why there is more 

income than expected or why there is more expenditure than expected). Trustees must investigate 

further by questioning the CEO if there are discrepancies. 

 

The standard reports each meeting shall include: 

 Balance Sheet 

 Income and Expenditure Report (Profit and Loss Report) against budget for the whole 

Organisation. 

 

In addition, the trustees may request a copy of the latest PAYE and GST return to satisfy them that 

tax returns are being made and that payments are current. 
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Once financial reports are received, trustees should look for: 

 Any significant under or over expenditure against budget; 

 Any areas where money is not being spent, to identify whether this should be reallocated 

elsewhere; 

 Outstanding debtors or creditors (people who have not been paid, or have not paid the 

Organisation) over 30 days, and question what action has been taken to resolve outstanding 

income or payments.  If a funder has not paid the Organisation on the due date, the contract 

should be checked to see whether a penalty interest can be charged to the funder on 

outstanding funds; 

 Whether the Assets (what the Organisation owns) in the Balance Sheet exceed the Liabilities 

(what the Organisation owes), and whether the Equity position is “positive”.  Negative equity 

theoretically means the Organisation is insolvent.  This should be checked in case some 

financial transactions have not been entered.  A high level of liabilities should be questioned if 

it looks extraordinary; 

 Check whether the bank account balances in the Assets component of the Balance Sheet are 

in credit.  A negative amount means the bank account is in overdraft and the Organisation will 

be charged overdraft interest on this amount; and 

 Whether the report is current for the previous month or is an older report – for instance a 

financial report for January being submitted to an April meeting.  This may reveal that 

financial processing is not up to date.  The CEO should be required to ensure financial 

processing is current. 

 

A copy of the full monthly financial reports should be filed with the minutes of that meeting. 

 

Annual Monitoring 

Each year after 30 June, the Organisation will submit its accounts for audit.  The trustees should 

select the Auditor and ensure the CEO completes a Letter of Engagement for the Audit to make it 

clear what timeline the auditor is to work to, and what the parameters of the audit are.  The Letter 

of Engagement will also help control costs by specifying what the auditor will and will not do, so that 

they do not incur more hours of cost than necessary.  The CEO is responsible to ensure the Auditor’s 

requirements for information are provided by the staff concerned.  All paperwork and 

documentation required by the Auditor should be supplied. 

 

The audit financial report will include: 

 Full year Income and Expenditure report for the Organisation and it may also have separate 

schedules for each cost centre or contract; 

 Asset Schedule and depreciation calculation; and 

 Auditors notes. 
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The Management Report identifies any audit issues found by the auditor. The draft Audit Financial 

Report is received (no later than September each year) and it will accompany the Management 

Report.   

 

The trustees should check for: 

• Confirmation that the Organisation has achieved a ‘modified’ audit opinion [a modified 

opinion means the auditor has not been able to verify something, and this needs to be 

investigated].  The GOAL of the Organisation is to achieve unmodified audit opinions; 

• Any significant issues in the Auditor’s Management Report that the CEO should be directed to 

fix; 

• Any significant income or expenditure items that have not been picked up in the quarterly 

meetings; and 

• Any significant items that are usually reviewed monthly (per list above). 

 

The trustees may approve and sign the audit report once they are satisfied that it represents a fair 

picture of the Organisation’s financial status.   

Once approved and signed by the Chairperson, the trustees will then require the CEO to prepare a 

draft Annual Report for approval. 
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APPENDIX 14 – CEO TERMS AND CONDITIONS OF EMPLOYMENT 

AND TERMINATION POLICY 

 

 

The aim of this policy is to ensure that the Nga Maia Board employs the best person for the job and 

provides fair and appropriate terms and conditions of employment. The policy also addresses the 

process for termination of the CEO's employment should such an outcome be determined by the 

trustees of Nga Maia Board. 

 

 

Procedure 

The following procedures should be aligned to Nga Maia’ recruitment policy: 

1. The responsibility for appointing and terminating the employment of the CEO lies with Nga 

Maia Board 

2. When a new CEO is to be appointed, Nga Maia Board will establish a process that will include 

advertising in order to attract the widest range of potential applicants and short-listing of 

applicants 

3. The final decision for the appointment of the CEO is made by the Nga Maia Board 

4. The CEO's terms and conditions of employment are contained in the agreement negotiated 

and signed by the Nga Maia Board Chairperson and the CEO 

5. The process of termination is contained in the employment agreement. 

 

The CEO has approval by the Nga Maia Board to appoint staff or contract independent expertise 

(within his/her delegated authority). 
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APPENDIX 15 – CEO MONITORING POLICY  

With respect to the monitoring of the CEO's performance in the job, Nga Maia Board will establish 

an ongoing performance monitoring process to monitor Nga Maia Board delegation to the CEO to 

achieve outcomes and other Nga Maia Board policies. 

 

Procedure 

1. Nga Maia trustees will only monitor those elements of the CEO's job that have been identified 

and agreed upon by both parties in advance. 

2. The CEO will communicate regularly with the Nga Maia Board Chairperson in an informal 

setting in which there will be an exchange of information about organisational programmes 

and activities. 

3. In addition to the informal regular meetings between the CEO and the Chairperson, there will 

be established and agreed-upon time, at least yearly, when the CEO and the Chairperson will 

meet to carry out a formal assessment based on the criteria agreed to and set at the 

beginning of the monitoring period. The format and process for this meeting will be 

negotiated and agreed upon between the CEO and the Chairperson. 

4. The CEO's performance shall be assessed with reference to the strategic plan, policies, Board 

values and the current job description and his/her employment contract. 

5. Although the CEO is accountable to the entire Board for his/her performance, this 

accountability is expressed through a relationship with the Chairperson.  All reports and 

performance feedback are channelled through this relationship. 

6. While Nga Maia Board meetings will not be used as a formal forum for monitoring or 

evaluating the CEO's performance, it is recognised that the regular reporting process, both 

written and verbal is an informal means for Nga Maia Board to keep track of the outcomes of 

the CEO's work. 

7. The Chairperson shall advise Nga Maia Board of the results of any matters related to the CEO's 

review. 

8. If at any time Nga Maia Board engages an outside evaluator to conduct an organisation-wide 

assessment of the CEO's role, the process and extent of this monitoring will be negotiated 

between the evaluator and Nga Maia Board. Any such evaluator is an Employee of the Nga 

Maia Board, for that period of time, not the CEO, and as such will negotiate all aspects of the 

evaluation with the Nga Maia Board. 

9. Performance review outcomes are relevant considerations in remuneration negotiations. 
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APPENDIX 16 – NGA MAIA BOARD GOVERNANCE PROCESS 

 

 

Nga Maia Board will adopt as its guiding principle a governing rather than managing approach to its 

stewardship; it will separate the roles of governance and Management and maintain a focus on 

strategic, risks or long-term issues and those associated with 'outcomes' rather than on day-to-day 

administration. 

 

 

Procedure 

1. Keep its focus on the strategic implications and outcomes of programmes and services. 

2. Maintain an emphasis on policy implications of all matters coming before it.  All policies will 

stem from the mission and values established by Nga Maia and will be framed to achieve the 

intentions of these high level statements. 

3. Maintain a commitment to excellence in all matters coming before it.  Nga Maia Board will 

establish a code of behaviour that is binding on all members.  Included in this code will be 

statements regarding: 

 Loyalty to Nga Maia Board and its policies 

 Commitment to attending meetings 

 Acceptance of accountability for all organisational matters 

 Commitment to maintaining a governing rather than managing perspective 

 Commitment to representing Board in a manner benefiting membership status 

 Commitment to a collective responsibility for all matters pertaining to the Board. 

4. Accept the principle that the Board speaks with one voice, that no one member shall publicly 

express his/her own opinion should this deviate from an agreed position or decision. 

5. Accept the level of accountability that automatically accompanies the Nga Maia Board.  The 

Nga Maia Board is accountable for all its actions and decisions. 
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APPENDIX 17 – NGA MAIA BOARD APPRAISALS 

The purpose of Board appraisals and evaluations is to assist trustees to maximise their contribution 

to the effective governance of Nga Maia through focused discussion, effective planning and 

achievement of professional performance and development objectives.   

 

There are key areas where Nga Maia should focus when completing an evaluation: 

1. Adding Value 

 Does Nga Maia actively demonstrate and promote the values of transparency, 

accountability and responsibility to relevant stakeholders? 

 Does Nga Maia determine and periodically review the Trust’s purpose, values and core 

business, and the strategy to achieve its purpose so that it survives and thrives? 

 Does Nga Maia regularly monitor and evaluate the implementation and success of, 

strategies, policies, business plans? 

 Has Nga Maia consistently met the targets agreed in its Strategic Plan and contractual 

obligations and does it regularly monitor results against agreed Key Performance 

Indicators? 

2. Conformance 

 Does Nga Maia regularly ensure the Trust complies with all relevant laws and 

regulations, Treaty of Waitangi obligations and Codes of Best Business Practice? 

 Does Nga Maia consistently meet reporting deadlines and requirements relating to 

quarterly and annual performance reporting, business plans, and annual report 

requirements (including audited accounts)? 

 Does Nga Maia trustees regularly completes the Conflict of Interest Register and 

monitor the impact of actual or potential conflicts of interests? 

 

3. Stakeholder Relationships 

 Does Nga Maia identify Internal and external stakeholders agree to policies that 

determine how Nga Maia should relate to them? 

 Does Nga Maia communicate effectively with its stakeholders? 

 

Performance Management 

Does the Nga Maia trustees (Board): 

 Ensure to the best of its ability that it has an appropriate mix of experience, competencies and 

skills, enabling it to fulfil its roles of maximising Board performance and of ensuring 

conformance and compliance? 

 Continually assess its own performance and effectiveness, and regularly review the 

performance of the individual members and Chairperson? (i.e. through a vetting process) 

 Have an effective induction process for new trustees, encourage and assist the continuing 

development of each trustee, develop and to the best of its ability influence and implement 

an appropriate succession planning? 

 Regularly review the performance to the CEO, and take an active interest in performance 

monitoring? 
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 Ensure that there is adequate training in the Board, Management and employees and has an 

effective performance-based pay system for Management and other employees, and that 

there is a succession plan for key personnel? 

 Ensure that all technology and systems used across services are adequate to run the business 

and for it to remain competitive? 

 Regularly identify and monitor the key risk areas and ensure there are adequate procedures 

and practices to protect Nga Maia business, intellectual property, assets and reputation? 

 Ensure at least annually and to the best of its ability will continue as a going concern for the 

foreseeable future? 

 

Key Success Factors for Effective trustees 

Nga Maia trustees must complete the following Evaluation Form at least annually. 
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APPENDIX 18 – NGA MAIA EVALUATION FORM 

 

 

NGA MAIA ANNUAL EVALUATION 
 

Section 1 

Organisation: 

 

Trustee 

 

 

Date: ____________________________ 

 

 

 
Section 2 

Trustee Full Name: 

 

 

_______________________________________  

 

 

Membership on other Boards/Committees: 

(List) 

_______________________________________  

 

 

 

Section 3 

Trustee’s Areas of Interest, Key Industry Knowledge and skills brought to Nga Maia  

  

  

  

  

  

  

  

  

  

  

Section 4  

Chair’s Assessment of trustee’s potential, including as future Chair: 

  

  

  

  

  

 
Signed:    
 
Trustee, Nga Maia  
 
Signed:    
 
Chairperson, Nga Maia  
 
Date:     
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APPENDIX A – NGA MAIA CONFLICT OF INTEREST REGISTER 
 

NGA MAIA CONFLICT OF INTEREST REGISTER 
 

Name Person and/or Organisation 
with CONFLICT 

Nature of CONFLICT 
(Actual, Potential, Perceived, Future) 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 


