Welcome to the Board
A guide for Directors
Easy English version

How to use this document
This information is written in an easy to read
way. We use pictures to explain some ideas.

This document has been written by the
Victorian Public Sector Commission. When you
see the word ‘we’, it means Victorian Public
Sector Commission.
Some words are written in bold. We explain
what these words mean. There is a list of these
words on page 22.

This Easy Read document is a summary of our
official document – Welcome to the Board:
Director's Guide to Public Entity Governance.

You will find the official document on our
website at www.vpsc.vic.gov.au

You can ask for help to read this document.
A friend, family member or support person may
be able to help you.
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Welcome to the Board
Congratulations on becoming a Director of a Board
– a group of people who watch what a public entity
is doing.

A public entity is an organisation made by a
government to help the people.

It is usually created by:
• a minister – a head of a government
department

• the government making a law.
This guide will help you understand:

• your Board’s obligations – things it needs
to do

• the different roles in your public entity
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• what’s expected of you

• how the Board works

• your Board’s role in governance.

Governance is how a public entity is managed.
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It’s important for the Board to have a good
relationship with:

• the minister

• their department

• the community.

You can build good relationships by:

• keeping in contact

• working out what each person needs to do

• working together to make plans.
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Your Board’s role in governance

The Board needs good governance, so your public
entity can do a good job.

The Board’s role in governance includes:

• following policies – government plans
for how things should be done
• reporting to the minister and
their department
• following the Public Administration Act
– a law for all public entities to follow
• dealing with stakeholders
• follow the law which set up the public entity.

A stakeholder is a person who has an interest
in an organisation.
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Things the organisation does can affect them.

Things they do can affect the organisation.

The Board also needs to follow the Code of
Conduct – standards of behaviour we expect from
the Board’s Directors.

You can read more about the Code of Conduct in
our other document – Code of Conduct: A guide for
Directors.
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Roles in your public entity

There are different roles within a public entity.

They include the:
• Board − a group of people who watch what a
public entity is doing.
• Board Chair – leads the public entity
and the Board
• Chief Executive Officer (CEO) – manages
the operations of the public entity
• Chief Financial and Accounting Officer
(CFAO) – manages the public entity’s money
and accounts
• Board Secretary – helps the Board Chair do
their job.
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What is expected of you?
As a Director, you must:
• have the right skills
• have the right experience
• behave in the right way.

Your skills should include:
• having good ideas for the best ways
to achieve goals
• good leadership
• knowing how to manage risks
• reading and understanding reports about
money
• understanding the law
• marketing and communication
• knowing a lot about the area of
your public entity
• dealing with stakeholders.
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Your experience should include:
• other work in the public entity’s area
• dealing with stakeholders
• working in different places
• other work as a Director.
The right kind of person:
• has integrity – having strong values
• is committed to public sector values –
ways a Director should think and act
• is open to different ways of looking
at things
• acts in the best interests of the
public entity
• can:
o listen
o look at things closely
o think clearly
o work well with others
• is willing to be ready for, and take
part in, meetings
• stands by the decisions they make.
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You should behave:
• with integrity
• in the best interests of the public entity
• fairly
• with public sector values.

You can read more about the public sector
values in our other document – Code of
Conduct: A guide for Directors.

You must also:
• use information how it should be used

• look after money well

• follow the rules

• show leadership

• avoid or manage conflicts
of interest.

Page 12

A conflict of interest is when a Director has their
own interests which are different from the Board.

It is ok to have a conflict of interest, but you
need to tell the Board so they can decide how to
manage it.

You can read more about conflicts of interest in
our other document – Conflicts
of interest and duty: A guide for Directors.
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How does the Board work?
Strategic Plan

The Board needs to make sure the public entity
follows a Strategic Plan.

A Strategic Plan is a document with ideas and
actions for the future.

It also includes ways to achieve the public
entity’s goals.

The Board should look at the Strategic Plan regularly
and update it when it needs to.
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Authorising delegations

Sometimes the Board will let another person or
group of people make decisions for them.

It might give a lot of its power to other people,
like the CEO.

The law will say if the Board can let another
person or group of people make decisions.

This is called authorising delegations.
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Committees

Boards regularly create committees to help
share its work.

A committee is a group of people who take care
of a specific job, such as:

• governance – looks at how well the Board
is doing
• fundraising – focuses on raising money
• research – does research and shares
ideas about things that could be done.
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Board meetings
Meetings give the Board a chance to:
• think about information
• make decisions.
Meetings need to have:
• a plan to follow
• information from the last meeting
• open talks
• a way to work out the Board’s decision
on an issue, like a vote
• someone keeping a record of what is
being said.
It’s important for Directors to:

• go to Board meetings

• declare conflicts of interest

• be ready to talk about issues.
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Your Board’s obligations
Following the law

There are different laws for public entities.

The Board needs to make sure these laws are
being followed.

The laws can be about:
• giving everyone the same opportunities

• protecting:
o the environment
o human rights
o people when they’re at work
o people who buy goods and services.
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The Board has to:
• do what the minister asks it to do
• follow the law.

To make sure it’s doing the right thing,
the Board also:
• reports about money being spent
• manages risks
• reports about people who manage
the public entity.

The Board needs to make sure the public entity
follows the laws.

If the Board doesn’t follow the laws, it can get
into trouble.
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Managing risks

Managing risks is an important part of the
Board’s job.

To help manage risks, Directors on the Board can
ask these 5 questions:
1. What can go wrong with the public entity and its
operations?
2. How likely is it to go wrong?
3. What will happen if something goes wrong?
4. What can we do to stop it from happening?
5. What will we do if it happens?

The Board needs to tell the minister and their
government department about:
• any major risks
• how those risks are being managed.
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Reviewing performance

Usually, the Board Chair looks at how the Board
and each Director has been going.

This is called a review.

A review can:
• make sure things are going ok
• make things better.
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Word list
Authorising delegations
When the Board lets another person or group of people
make decisions for them.
Board
A group of people who watch what an organisation
is doing.

Code of Conduct
Standards of behaviour we expect from the
Board’s Directors.
Committee
A committee is a group of people who take care
of a specific job, such as:
• governance – looks at how well the Board is doing
• fundraising – focuses on raising money
• research – does research and shares ideas
about things that could be done.
Conflict of interest
When a Director has their own interests, which are
different from the Board.
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Governance
Governance is how a public entity is managed.

Integrity
Having strong values.

Minister
The head of a government department.

Obligations
Things you need to do.

Policies
Government plans for how things should be done.

Public Administration Act
A law for all public entities to follow.
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Public entity
An organisation made by a government to help
the people.

Public sector values
Ways a Director should think and act.

Review
To look something over and see how well it has
been going.

Stakeholders
A stakeholder is a person who has an interest in an
organisation. Things the organisation does can affect
them. Things they do can affect the organisation.

Strategic Plan
A document with ideas and actions for the future.
It also includes ways to achieve the public entity’s goals.
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Contact us
(03) 9651 1321

info@vpsc.vic.gov.au
3 Treasury Place
East Melbourne
VIC, 3000

www.vpsc.vic.gov.au

This Easy Read document was created by the Information Access
Group using stock photography and custom images.
The images may not be reused without permission. For any enquiries
about the images, please visit www.informationaccessgroup.com.
Quote job number 2788-A.
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