SELF-EVALUATION CHECKLIST
ON
CODE OF GOVERNANCE
FOR CO-OPERATIVES
(ANNUAL TURNOVER OF $500,000 & ABOVE)
Name of Co-operative     :     ______________________________________________________
Instructions : 
1.
Tick in one of the boxes – “Practising”, “Not yet adopted” or “Not applicable”
2.
State reason(s) in the last column if the box “Not yet adopted” or “Not applicable” is ticked
	Section 1
	BOARD MATTERS
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	1.1
	The Board shall define and approve the mission of the co-op and have it clearly documented and communicated.   The mission and vision shall be reviewed periodically to ensure relevance to members and the community.
	
	
	
	

	1.2
	Roles of the Board and its members are to be clearly defined and documented.
	
	
	
	

	1.3
	If authority to make decisions on any board matters is delegated by the Board to a Board committee or management staff, such delegation should be documented.
	
	
	
	

	1.4
	Board shall meet at least once in 3 months.  The number of Board and Board Committee meetings held in the year, as well as the attendance of every board member at these meetings, should be disclosed in the co-op’s annual report.
	
	
	
	

	1.5
	The division of responsibilities between Chairman and CEO should be clearly established, set out in writing and agreed by the Board.  The relationship between the Chairman and CEO should be disclosed to members if they are related.
	
	
	
	


	Section 1
	BOARD MATTERS
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	1.6
	Management is responsible for supplying the Board with complete information in a timely manner to enable the Board to make key decisions.
	
	
	
	

	1.7
	Management should disclose and explain any material variances between the projections and actual results in the budgets to the Board.
	
	
	
	

	1.8
	There should be a strong and independent representation on the Board, which is able to exercise objective judgement on co-op affairs independently, in particular from Management.  No individual or small group of individuals should be allowed to dominate the Board’s decision-making.
	
	
	
	

	1.9
	At least one third of the Board members are to be independent.  An independent director is one who has no relationship with the co-op, its other board members, its related entities or its officers that could interfere, or be reasonably perceived to interfere, with the exercise of the director’s independent business judgement with a view to the best interests of the co-op.
	
	
	
	

	1.10
	There should be at least one independent director attending each Board meeting.
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Section 2
	CONFLICT OF INTEREST
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	2.1
	Co-op should have policies requiring declaration of interests by Board and officers
	
	
	
	

	2.2
	The Board should establish clear written policies on measures to avoid conflicts of interest in areas where such conflict may arise.
	
	
	
	

	2.3
	Co-op should establish HR procedures with regards to recruitment of staff with close relationship with current directors and staff.  Board member or staff shall make a declaration of such relationship and not influence decisions on the recruitment.
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Section 3
	HONORARIA PAYMENT AND REMUNERATION POLICIES
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	3.1
	Board should establish formal policies on remuneration and honoraria payments to executives and directors.  Such policies should be documented.
	
	
	
	

	3.2
	Board should ensure that the honoraria/remuneration policies are in line with the co-op’s strategic objectives and values.
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Section 3
	HONORARIA PAYMENT AND REMUNERATION POLICIES
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	3.3
	The quantum of honoraria or remuneration for Directors should take into accounts :-
i) the voluntary service provided by the Director
ii) the obligations, duties and responsibilities of the position
iii) the size and complexity of business
iv) whether the director is appointed in an ex-officio capacity
	
	
	
	

	3.4
	Co-op’s annual report should set out the number of directors and executives who receive honoraria/remuneration in bands of $250,000 per year from the co-op.
	
	
	
	

	3.5
	The report should also disclose the number of employees who are immediate family members of a director or the CEO whose remuneration given by the co-op exceeds $150,000 during the year.
	
	
	
	

	3.6
	A Remuneration Committee (RC) should be set up to oversee the review of the honoraria and remuneration policy in the co-op.  This Committee should consist of non-executive directors, majority of whom should be independent, including the Chairman.
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Section 3
	HONORARIA PAYMENT AND REMUNERATION POLICIES
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	3.7
	The RC is to recommend a framework of honoraria/remuneration and the specific remuneration packages for each director and the CEO.  The RC’s recommendations should be submitted for endorsement by the entire Board.
	
	
	
	

	3.8
	The RC should maintain all records of meetings, in particular records on key deliberations and decision taken.
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Section 4
	ACCOUNTABILITY AND AUDIT
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	4.1
	Board should present a balanced assessment of the co-op’s performance, position and prospects.  This extends to any public reports, reports to members and regulators.
	
	
	
	

	4.2
	Management should provide the Board with management accounts which represent a balanced assessment of the co-op’s performance, position and prospects on a monthly basis.  The management accounts should include comparative budget figures, with analysis and explanation of major variances, if any, for Board discussion.
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Section 4
	ACCOUNTABILITY AND AUDIT
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	4.3
	Board shall approve an annual budget appropriate for the activities of the co-op and monitor its budget expenditure regularly.
	
	
	
	

	4.4
	Co-op should establish an internal audit function which is independent of the activities it audits
	
	
	
	

	4.5
	Duties of the internal audit function should include :-
i) reviewing the adequacy of the co-op’s internal controls
ii) reviewing the scope and results of the external audit and its cost effectiveness
iii) making recommendations to the Board on the appointment, reappointment and removal of the external auditor
	
	
	
	

	4.6
	The Board or Audit Committee (where applicable) should ensure that the internal audit function is adequately resourced and has appropriate standing within the co-op.
	
	
	
	

	4.7
	The Board or Audit Committee (where applicable) should, at least annually, ensure the adequacy of the internal audit function.
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Section 5
	INTERNAL CONTROLS
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	5.1
	Board or Audit Committee (if applicable) should ensure that the effectiveness of the co-op’s internal controls (including financial, operational and compliance controls, risk management) is conducted and reviewed at least annually.
	
	
	
	

	5.2
	Board should comment on the adequacy of the internal controls and outline steps taken to refine the controls in the co-op’s annual report.
	
	
	
	

	5.3
	Board should establish an Audit Committee (AC) with written terms of reference, which clearly set out its authority and duties.
	
	
	
	

	5.4
	The AC should comprise at least three directors who are non-executive.
	
	
	
	

	5.5
	Board should ensure that the AC members are appropriately qualified to discharge their responsibilities.
	
	
	
	

	5.6
	Terms of reference of the AC should state the frequency of the AC meetings.
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Section 6
	CAPITAL, ASSETS AND FUNDS MANAGEMENT
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	6.1
	Co-op should have documented policies and procedures to steward its assets.
	
	
	
	

	6.2
	Management should ensure that the co-op is operating on a financially sound basis, which includes sufficient liquidity, capital adequacy and that it is not over-leveraged.
	
	
	
	

	6.3
	Management should ensure that a distinct Fund is set up should the co-op intends to undertake capital development/acquisition projects for which significant funds are required.
	
	
	
	

	6.4
	There should be documented investment policies and procedures which are approved by the Board and reviewed periodically.
	
	
	
	

	6.5
	Review of the performance of the investment should be carried out on a regular basis.
	
	
	
	

	6.6
	Before the co-op embarks on fund raising exercises, Board should ensure that Management reviews the need and purpose for additional funds from members and/or other parties and obtain the Board’s approval.
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Section 7
	FUND RAISING PRACTICES
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	7.1
	Co-op should have clearly documented policies and procedures on raising of capital and funds.
	
	
	
	

	7.2
	Board should approve the use of a commercial third party fund-raiser, its rationale and the detailed arrangements.
	
	
	
	

	7.3
	Co-op should make known to the donors if third party fundraiser is employed.
	
	
	
	

	7.4
	Co-op should make known to the donors the intended purpose of the fundraising and the use of the donated funds.
	
	
	
	

	7.5
	Co-op and its fund-raisers shall be accountable to their donors for the funds raised and/or donations received
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Section 8
	CORPORATE COMMUNICATIONS: COMMUNICATIONS WITH MEMBERS AND STAKEHOLDERS
	Practicing
	Not Yet Adopted
	Not Applicable
	Reasons

	8.1
	The Board should ensure there is a clearly written policy for relevant information (by-laws, latest audited financial statements, annual reports) to be provided to potential members.
	
	
	
	

	8.2
	The Board should disclose to potential members that :-
-    upon withdrawal of shares, the amount receivable by members is specified in the co-op constitution e.g. the nominal value of the shares or net asset value, whichever is lower,
-    upon liquidation of the co-op, members will only receive at most their share capital, dividends (if applicable) and any patronage rebates.  They will not be entitled to surpluses from the liquidation.
	
	
	
	

	8.3
	Annual reports should be made available on the co-op’s website or office premises for members’ information.
	
	
	
	


	Section
	Description
	Level of Adoption of Code

	
	
	Number of applicable guidelines adopted
	Percentage of applicable guidelines adopted (%)

	1
	BOARD MATTERS
	
	

	2
	CONFLICT OF INTERST POLICY
	
	

	3
	HONARARIA PAYMENT AND REMUNERATION POLICIES
	
	

	4
	ACCOUNTABILITY AND AUDIT
	
	

	5
	INTERNAL CONTROLS
	
	

	6
	CAPITAL, ASSETS AND FUNDS MANAGEMENT
	
	

	7
	FUND RAISING PRACTICES
	
	

	8
	CORPORATE COMMUNICATIONS : COMMUNICATIONS WITH MEMBERS AND STAKEHOLDERS
	
	

	
	Aggregate Total
	X
	X of Y%


Note:
1)
Only applicable guidelines are used for calculation of Co-operative’s level of adoption of Code
2)
Applicable guidelines refer to those boxes ticked under “Practising” and “Not yet adopted” (in the example above, X refers to the number of applicable guidelines adopted while Y refers to the TOTAL number of applicable guidelines)
3)
Please print a copy of the summary report for your own record.
Submitted by
:
___________________________________________________________
(Name and signature of Authorised Officer)
Designation
:
____________________________________________________________
Date

:
____________________________________________________________
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