FACILITY CHECKLIST

Club Profile

	Description of facility
	     

	Lease Conditions
	

	· Length of lease (terms and options)
	     

	· Lease fee – peppercorn versus commercial
	     

	· Lessee requirements – maintenance, make good the asset
	     

	· Lessor requirements – repairs, insurance etc
	     

	Management/Governance Structure
	

	· Incorporated body

· Board/committee
	     

	
	     

	Membership Structure
	     

	· Number of user groups
	     

	· Types of user groups
	     

	· Total number of individual members
	     

	Yearly Turnover
	     

	Liquor Licence
	     

	Number of paid staff
	     

	· Funding for wages and oncost
	     


Management Checklist

	Planning
	
	
	
	

	
	Yes
	No
	In Progress
	Comments/Actions

	· The organisation has a 3 – 5 year strategic plan outlining its overall mission, strategic intent and future direction
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation has a yearly operational or business plan that has been derived from the strategic plan which includes budget and performance measures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation regularly reviews these plans
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Administration and Management
	
	
	
	

	
	Yes
	No
	In Progress
	Comments/Actions

	· The organisation’s constitution is up to date and relevant
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation has a current and relevant set of by-laws
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation is aware of the legal requirements resulting from incorporation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The management committee is aware of and acts within its fiduciary duties and responsibilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The management committee makes decisions in the best interests of all user groups, not single interests
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The management committee has clear lines of communication to ensure members/user groups are regularly kept informed of the organisation’s plan, priorities and achievements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The management committee follows agreed meeting procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· Minutes of meetings are recorded and circulated to members
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Finance
	
	
	
	

	
	Yes
	No
	In Progress
	Comments/Actions

	· The management committee develops and adopts a realistic budget that is closely monitored on a regular basis
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The management committee produces an annual cash flow analysis taking into consideration peaks and troughs in income and expenditure.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· Mechanisms are in place to monitor and control spending 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· An accurate set of accounting books or a computer accounting package is used to manage finances
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation looks to raise income through a variety of sources:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· grants (local government; state government)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· sponsorship
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· membership fees
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· fundraising activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· special events
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation understands and fulfils its industrial and taxation obligations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation prepares and presents its annual audited statements in accordance with its constitutional requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation has documentation regarding loan requirements and subsequent asset ownership.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Facility Management
	
	
	
	

	
	Yes
	No
	In Progress
	Comments/Actions

	· The organisation has a clear understanding of the conditions and requirements of the lease or licence
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation has a detailed facility management plan that includes a detailed asset maintenance schedule
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation has considered the facility maintenance schedule in its budgeting process including a sinking or reserve fund consistent with AAS6 (Australian Accounting Standards).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The facility is able to achieve long term fit for purpose sustainability through utilisation and financial returns
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation has an up-to-date asset register that reflects the requirements of the lease obligations (may not include carpeting, fixtures if they are provided under the lease)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The facilities and equipment are checked regularly and maintained to the required access and safety standard – including FESA and environmental health provisions (where applicable)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation undertake an asset condition reporting process at agreed times throughout the lease
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Risk Management
	
	
	
	

	
	Yes
	No
	In Progress
	Comments/Actions

	· The organisation conducts regular risk assessments of its:
	
	
	
	

	· Management
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· financial status
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· activities/events
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· facilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· From the risk assessment process, the organisation has developed a risk management policy/plan
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation has a comprehensive insurance policy in place to cover such things as:
	
	
	
	

	· public liability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· buildings and/or equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· professional conduct of directors, coaches, officials and other key volunteers/personnel
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· injury of players, instructors, officials and other volunteers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· regular activities and special events
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· Regular first aid resources are available at all facilities/events
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation has nominated one or more accredited First Aid Officers or Sports Trainers 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation encourages and provides assistance for the training of volunteer members in first aid or sports training
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Information Management
	
	
	
	

	
	Yes
	No
	In Progress
	Comments/Actions

	· The organisation has an up to date database of members and volunteers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation has a policy in relation to the Privacy Act
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation has a relevant and up to date website
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation maintains a disaster recovery information management system
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Liquor Licence Requirements
	
	
	
	

	
	Yes
	No
	In Progress
	Comments/Actions

	· The management committee has clearly identified stock control mechanisms 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The management committee adheres to the requirements of any local Authorities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· The organisation adheres to the requirements of the Liquor Licensing Commission
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


Action Plan

Use this Action Plan template to prioritise the key areas the organisation needs to work on, based on the outcomes of the checklist. Include short and long term actions and tasks. Specify who will do these tasks, provide a timeline and establish if there will be a cost involved.

	Key Area
	Actions/Tasks
	Timeframe
	Responsibility
	Budget
	Comments
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