Bushwalkers of Southern Queensland inc. (BOSQ)
· Club management and operations

 The club currently has the following positions – positions filled at the Annual General Meeting each September:

· President

· Secretary

· Treasurer

· Outings Secretary

· Safety and Training Coordinator

· New Members Officer

· Newsletter Editor

· Newsletter Dispatcher

· Database Manager

· Webmaster

· Supper Officers

· Social Secretary

· Equipment Officer

· Merchandising Officer

· Club Information Officer

· BOSQbytes Facilitator (Email Bulletins)

· BOSQ representative on Bushwalking Queensland Inc.

· Management Committee

The club is managed according to its Rules, approved by a general meeting. The Management Committee is responsible for the corporate governance of the club – the way the club is directed, controlled and held to account. It is also responsible for the day-to-day management of club operations. 

The Management Committee consists of:

· President

· Treasurer

· Secretary 

· Outings Secretary

· up to four other financial ordinary members whom the club members elect or appoint These other members of the Management Committee may choose to take on other office bearer roles in the club or simply to be Management Committee members.

The Management Committee is scheduled to meet on the first Tuesday of December, February, April, June and August. It will also meet briefly at each monthly club meeting in order to consider applications for ordinary membership.

Any Management Committee decision shall be made by Management Committee members only.  Any other member of the club may attend the Management Committee meeting but shall not have a vote and will participate in discussion only if invited by the chairperson.

· Annual General Meeting

The Annual General Meeting shall be held on the second Tuesday of September.

· Membership and financial years

The financial year for the club is from 1 July 1 to 30 June.

Membership of the club is for 12 months, from the second Tuesday in September (the AGM.) 

People who are accepted as new ordinary members during the year, e.g. people moving from probationary membership to ordinary membership, pay a pro rata fee to bring them up to the following September AGM. The amount will depend on the month of acceptance as ordinary member. The Treasurer has a table of pro rata fees.

· Key roles and duties

President

· Inspire and lead the direction and development of the club.

· Ensure that club policies and practices are kept under review and improved as necessary.

· Ensure that club members show courtesy and respect to other members and to the public when engaged in club activities.

· Chair club and Management Committee meetings.

· Communicate well with all members.

· Sign minutes of meetings as being true and accurate.

· At the time of the AGM each year, sign the ‘signed statement’ about the club keeping financial records in a way that properly records the association’s income and expenditure and dealings with its assets and liabilities.

· Prepare and present the President’s Annual Report (at the AGM and in September Footnotes).

· Sign cheques.

· Participate actively in the range of club activities.

· Lead a number of club activities each year.

· Oversee all club activities in terms of risk management and congruence with the objects of the club.

· Work closely with other members of the Management Committee and people in club office bearer positions, to provide support and feedback.

· Attend all club meetings and Management Committee meetings or arrange for someone to deputise if absent.

Secretary

· Maintain the correspondence and records of the club.

· Liaise with the President to call meetings of the association, including preparing notices of a meeting and of the business to be conducted.

· Keep minutes of each meeting of the Management Committee or club.

· Ensure that full and accurate minutes of all questions, matters, resolutions and other proceedings of each general meeting are kept, signed by the chairperson and entered in a minute book or folder.

· Regularly collect mail from the club post office box – PO Box 1274, GPO Brisbane Q4001.

· Regularly check for messages at bushwalksq@gmail.com, using the password issued by the Management Committee. Categorise and save key messages and attachments.

· File on Gmail electronic documents needed to be retrieved, e.g. insurance forms, the BOSQ Membership Card and the Probationary Membership Card

· Briefly report on inwards and outwards correspondence at general meetings and identify correspondence that requires a club response.

· Prepare correspondence that is required as an outcome of the business of club or Management Committee meetings.

· Complete in the first quarter of each year the Bushwalking Queensland form to provide data for the Bushwalking Australia insurance coverage.

· Maintain a record of all relevant correspondence and other documents relating to the club and provide access upon request.

· Maintain a full set of the bound copies of the club’s newsletter.

· Store and access the incorporated club’s Common Seal (rubber stamp).

· Coordinate access to keys, combinations and passwords, e.g. for the meeting hall, club storage cupboard, PO box and Gmail account. Ensure that at least two other persons at each meeting know the access arrangements.

· Record the date of admission of walkers as probationary members and ordinary members and any details of termination or reinstatement of membership. Maintain a file of membership application forms.

· Ensure the maintenance of the register of members of the club (working with the Database Manager) and provide access upon request.

· Ensure that all policies and procedures are updated following any decision by the Management Committee or by a meeting of members.

· Sign cheques.

· Advise Bushwalking Queensland of the names of the two BOSQ delegates after they are elected at the AGM.

· Attend all club meetings and Management Committee meetings or arrange for someone to deputise if absent.

Treasurer

· Manage the club’s finances and keep financial records.

· Keep the club funds in an account decided by the Management Committee.

· Receive membership subscriptions. Accept and receipt these only if accompanied by the appropriate membership application or renewal form. Sign the forms and pass on to the Secretary to update a register of members (working with the Database Manager).  Provide the member with a BOSQ Membership Form on which you write the name of the member and the date to which the membership will remain current.

· In the case of probationary members moving to ordinary members, receive the membership application and (pro rata) payment only after the Management Committee has approved the membership application.

· In the case of walkers seeking readmission after an absence, provide a copy of the Application Form for Readmission to Membership after an Absence. Pass the form to the Management Committee for consideration.

· Ensure that there is an official record of the financial members of the club (working with the Secretary and the Database Manager).

· Receive monies, issue receipts  and deposit funds as soon as practicable after receipt. 

· When money is received by mail, hold the receipt to give out at the next club meeting or to post out with the newsletter.

· Pay accounts, preferably by cheque and not by using cash. Ensure all payments of $100 or more are made by cheque or electronic funds transfer.

· Sign cheques. Ensure that cheques are signed by two people – at least one to be the President, Secretary or Treasurer. Arrange for up to three other members of the club to be authorized by the Management Committee as able to sign cheques – in addition to the President, Secretary and Treasurer.

· Make arrangements to receive invoices from the copy centre that prints the newsletter (currently Coby Copy at Mt Gravatt Plaza).

· Enter the particulars of each amount received, and payments made into the club’s cash book.

· Keep records and accounts to show the full and accurate particulars of the financial affairs of the club. Ensure that the club’s expenditure is supported by adequate documentation filed in chronological order and kept at a place decided by the Management Committee.

· Ensure the financial records are kept for at least seven years. 

· Ensure that all expenditure is approved or ratified at a Management Committee meeting or general meeting.

· After the end of each month, write up the cash book with monthly totals in black and progressive totals in red. Make reconciliation between the cash book and the club’s bank balance. Prepare and insert in Footnotes each month a Treasurer’s Report – progressive balance, receipts and expenditure since the last monthly report. Report to general meetings on income, expenditure and the bank balance.

· As soon as practicable after the end of each financial year, rule off the columns in the cash book and prepare a ‘financial statement ‘ for that  financial year – a statement of the income and expenditure during the year and of  the club’s assets and liabilities at the end of the financial year. (Associations Incorporation Act 1981, Schedule Dictionary, p. 97).

· After the end of the financial year, produce a financial forecast for the club and advise Management Committee on the state of finances and the possible need to make savings or to increase membership fees.

· At the AGM each September, present for adoption by the meeting, the club’s ‘financial statement’ for the last financial year and a ‘signed statement’ – a statement signed by the President or Treasurer that states the club keeps financial records in a way that properly records the association’s income and expenditure and dealings with its assets and liabilities (S 59B, Associations Incorporation Act 1981).

· Within one month of the AGM, lodge with the Office of Fair Trading, a copy of the financial statement and an Annual Return of Association Form (Form 12) to notify of any changes to the club’s postal address, office bearers and bank details. The Form 12 is not available on the web, but is posted to the club by the Office of Fair Trading soon after the end of the financial year.

· Attend all club meetings and Management Committee meetings or arrange for someone to deputise if absent.

Outings Secretary

· Coordinate a balanced program of walks and related activities.

· Convene a planning meeting, generally twice yearly, to develop a program for the following 6-9 months.

· Seek out leaders for outings and communicate with them about opportunities for outings and the timing of them.

· Submit the draft outings program to the Management Committee for approval.

· Update the current outings program on an ongoing basis as required.

· Peruse the descriptions of coming outings to go in Footnotes, ensure that the descriptions are complete and accurate, and chase up any leaders who have not submitted descriptions of outings in time for the coming newsletter.

· Chair that part of monthly club meetings when the highlights of past outings are briefly described and future outings are described in more detail and promoted.

· Complete the headings on blank Outings Nomination Forms for coming walks and put them on display at the start of monthly meetings.

· Monitor the effectiveness of the Outings Nomination Forms and nomination procedures and recommend improvements if needed.

· Maintain an archive of past Outings Nomination Forms and keep these for at least three years. Peruse Outings Nominations Forms for occurrences of children accompanying members on walks. Ensure that these forms are filed for three years beyond the date when the child turns 18.

· Make the Outing Notes available to leaders planning to walk in the same areas, on request.

· Maintain an archive of Incident Reports.

· Compile statistics on club outings and prepare and present the Outing Secretary’s Annual Report (at the AGM and in September Footnotes).

· Maintain and develop a collection of maps and other resources to assist in the planning and leading of outings and encourage leaders to access those resources.

· Compile and maintain a list on the club website of paper copies of maps held by the club. 

· Assist leaders to access appropriate maps for walks from the CD software, ‘Australian Topographic Maps – Queensland and NSW’.

· Encourage and support new leaders to develop skills and confidence in leading walks.

· Attend all club meetings and Management Committee meetings or arrange for someone to deputise if absent.

Safety and Training Coordinator

· Coordinate a program to increase knowledge and skills about walking safely in the bush and leading walks.

· Develop knowledge, skills and confidence in areas such as map reading, navigation, risk management, first aid, nutrition, gear for walking, procedures for dealing with emergencies, leadership of walks, use of ropes etc.

· Arrange for discussion and practical exercises at meetings and in the bush.

· Arrange for articles on safety and training to be placed in Footnotes and on the web.

· Help leaders to plan walks so that club members develop an enhanced understanding of the environment where they walk.

· Mentor and support new and potential walks leaders.

· Encourage experienced club members to share their knowledge and skills with those new to walking and to leading walks.

· Encourage club members to participate in safety and training programs run by external bodies such as Federation Mountain Rescue and the Queensland Ambulance Service.

· Attend all club meetings or arrange for someone to deputise if absent.

New Members Officer

· Coordinate activities to introduce visitors to the club, inform them of club procedures and encourage them to join as probationary and then ordinary members.

· Check the club mobile phone message bank for messages from prospective members. Mail out or email out information to those who leave voicemail requests.

· Welcome visitors when they enter the hall at monthly meetings. Show them where to sign the Attendance Book. Give them an information sheet drawn from key sections of the website and a copy of Footnotes.

· In the allocated time at monthly meetings (either during the business part of the meeting or over supper), meet with visitors as a group. Discuss the walks pages in Footnotes, the grading system, the walks nomination process and the issues of insurance and risk management. Discuss the process to become a probationary member and then an ordinary member. Explain that a person can do three walks per calendar as a visitor. Answer questions from individuals about the club activities and procedures.

· If the visitors wish to become probationary members, ask them to complete Part One of the Application Form for Probationary Membership. Collect the $20 fee, issue a receipt and give the second copy of the receipt to the Treasurer. Give the probationary member a Probationary Membership Card on which to record the three walks required within six months to be eligible to apply for ordinary membership. Give the probationary member a list of club members (names, phone numbers and email addresses) and two copies of the card with the phone numbers of the Management Committee members (in case of a delayed trip).

· Hold the Application Form for Probationary Membership until the probationary members have completed three walks and documented them on their Probationary Membership Cards. Then ask them to complete Part Two of the form. Give this form, signed by the proposer (often the New Members Officer) and by a seconder, along with the appropriate pro rata fee to upgrade to an ordinary member, to the Treasurer to take to the Management Committee for approval.

· If the membership application is approved, advise the walker. Pass the application form to the Secretary to record details and file.

· Invite visitors to sign on for coming walks, to enjoy supper and to talk to other club members.

· After meetings, send details of the new probationary members or upgrades from probationary to ordinary members to the Database Manager, so that the club register of members is updated and so that copies of Footnotes can be mailed to any probationary members who do not attend a subsequent club meeting and BOSQbytes can be emailed to them.

· Monitor the file of Application Forms for Probationary Membership to ensure that the probationary period does not exceed six months. Follow-up as necessary. 

· Attend all club meetings or arrange for someone to deputise if absent.

Newsletter Editor

· Compile an informative, easy-to-read newsletter to keep club members informed of walks and of club policies and procedures.

· Seek from the Newsletter Dispatcher the number of copies of the newsletter that need to be printed each month to provide to members, plus three copies for legal deposit in National and State Libraries, copies for other walking clubs and one copy for binding for the club archive. Liaise with the Database Manager and Newsletter Dispatcher regarding numbers.

· Arrange for an appropriate copy shop to print the newsletter each month – competitively priced, reliable service and conveniently accessed for collection of copies. Negotiate how the copy each month is to be provided to the copy shop for printing – generally hand delivery of paper masters but the use of CD/DVD or an email attachment might be future possibilities. (Currently Coby Copy prints the newsletter – Shop 20, Mt Gravatt Plaza, Mt Gravatt, Tel 3849 2188.)

· Set a deadline for receipt of copy for the coming issue of Footnotes (one week prior to the club monthly meeting).

· Receive copy for the coming issue – preferably by email but sometimes on paper or by phone call.

· Look for missing copy, e.g. for walks that are on the program but for which a description has not been provided.

· Maintain a filing system for incoming copy – for electronic and paper copy.

· Use Microsoft Publisher or a similar program to arrange the copy.

· Check the quality of the text using Spellcheck and manually checking all dates against a calendar, e.g. to ensure that a walk is not advertised on Sat 16 when the Saturday of that weekend is the 15th of the month.

· Peruse the descriptions of coming outings to ensure that the descriptions are complete and accurate, e.g. with details of meeting places and meeting times. Liaise with the walks leader and/or the Outings Secretary as necessary.

· Email a copy of the draft of the issue of Footnotes to the Outings Secretary (to allow that person to complete the headings on blank Outings Nomination Forms for coming walks and put them on display at the start of monthly meetings). Email a copy to at least one other member of the Management Committee with a request that that person peruse the copy (as another set of eyes) prior to finalisation.

· Send an electronic copy of the newsletter to the Webmaster, to place on the website and to update material on the website about walks and about club policies and procedures. 

· Keep an electronic archived file of back issues of Footnotes. Arrange to save this to CD/DVD once a year and give this to the Secretary to store.

· Early on the Monday before the monthly meeting, deliver the copy to Coby Copy for printing, collating and stapling. 

· Inform the copy shop of the numbers required using information provided by the Newletter Dispatcher.

· Late on the Tuesday of the monthly meeting, collect the printed copies and deliver to arrive early at the meeting – well before the starting time of 7:30 pm.

· Liaise with the Treasurer to ensure that arrangements are in place and are working for the payment of the accounts for copying.

· Attend all club meetings or arrange for someone to deputise if absent.

Newsletter Dispatcher

· Ensure the quick dispatch of newsletters to those who do not collect them in person at meetings.

· Take the Attendance Book to be placed early at the entrance to the hall for each monthly meeting, with the book ruled and dated to show members, apologies and visitors.

· Maintain a list of addresses of other clubs, Bushwalking Queensland, and legal deposit libraries. Under the Libraries Act 1988 (Qld), one copy  of each issue of Footnotes is to be forwarded within one month of publication to  the following library:

· Library Deposits (Queensland)
Resource Discovery Unit
State Library of Queensland
PO Box 3488
South Brisbane  QLD  4101


 



Soon after each monthly meeting, obtain an up-to-date list of financial members and set of labels from the Database Manager. 

· Request payment by cheque (in lots of $100) to purchase stamps for postage – or make arrangements with the post office for franking machine arrangements.

· Mail out newsletters to financial members (ordinary and probationary) who do not attend a monthly club meeting and also to other clubs and to legal deposit libraries. Give two month’s grace to continuing members to renew their annual membership, i.e. by the November monthly meeting. Prune the distribution in December to only those who are financial.

· Attach any receipts or membership cards to go to particular members (provided by the Treasurer) or any mailouts provided by the Secretary.

· Advise the Newsletter Editor from time to time of the number of copies of Footnotes to be printed (generally the number of financial members at the time plus 20).

· Maintain a file of past issues of Footnotes ready to be bound for club records every two years.

· Attend all club meetings or arrange for someone to deputise if absent.

Database Manager 

· Develop and maintain an electronic database of details of club members. 

· Make input to the forms and procedures used by the club to ensure that there is a current and historical register of members, to include for each member: full name, postal or residential address, date of admission as ordinary member, date of death or time of resignation, details about termination or reinstatement of membership, and any other particulars decided by the Management Committee or by a general meeting.

· Provide regular output lists from the database, such as:

·  a list of financial members (for the Treasurer)

·  a list of the names and addresses of probationary and financial ordinary members (for the Newsletter Dispatcher)

· a list of the names of family members or friends of club walkers to contact in case of delay or emergency (for Management Committee members)

· a list of those members who indicate a desire to receive email bulletins (for the BOSQbytes Facilitator)

·  a list of club members with names, addresses, phone contacts and email addresses (for all members a couple of times a year, including early around Christmas time when annual memberships have been renewed).

· Receive paper copies of annual renewal forms and applications for membership readmission from the Treasurer; add information to the electronic database and forward the forms to the Secretary to file.

· Receive electronic details of new probationary members and upgrades to ordinary membership from the New Members Officer and add the details to the electronic database.

Webmaster

· Maintain an informative, up-to-date and interesting website to keep club members informed of walks and of club policies and procedures.

· Obtain copy that is approved by Management Committee for inclusion on the website.

· Be aware of changes occurring in club policies and procedures and alert to the need to revise or add to the content on the website.

· Each month receive from the Newsletter Editor an electronic copy of Footnotes. Add this to the website and use the content to update the six-month calendar of events and the coming activities.

· Liaise with the BOSQbytes Facilitator to mesh the ‘Latest Bushwalking News’ on the home page of the BOSQ website with the email bulletin, BOSQbytes, which is emailed to those members who request it.

Supper Officers

· Ensure that club members can enjoy a basic supper at monthly meetings.

· Purchase supplies of tea, coffee, milk, sugar and eats.

· Access the club storage cupboard using the combination for the lock (from the Secretary).

· Arrange utensils and crockery for supper.

· Arrange food for supper.

· Ensure the kitchen area of the meeting hall is left in a clean and tidy state.

· Store items back in the club storage cupboard and arrange for it to be locked before all members leave the hall.

· Request funds from the Treasurer for supplies, about three times per year

BOSQ representatives on Bushwalking Queensland Inc. (‘Federation’)

· Attend Bushwalking Queensland meetings as the delegate of the club.

· Represent the BOSQ position on Bushwalking Queensland resolutions or agenda items, as resolved previously at a meeting of BOSQ or its Management Committee.

· Report back to BOSQ on the Bushwalking Queensland meetings – through Footnotes and through brief oral reports at monthly meetings.

Social Secretary 

· On behalf of the Management Committee, coordinate a program of social activities such as dinners and seasonal functions.

· Develop an overall annual program and submit  this to the Management Committee for approval.

· Arrange a roster where ‘leaders’ volunteer to organize particular monthly dinners

· Ensure the coordination of seasonal functions such as an Australia Day breakfast, the Christmas camp, a pre-Christmas social etc.

· Liaise with the Outings Secretary to ensure that social activities mesh with the walks program. 

· Arrange for details of coming social events to be published in the newsletter.

Equipment Officer

· Oversee the storage of and access to club equipment.

· Maintain a listing of club assets, their condition, their location and their value.

· Ensure the listing of club resources on the website. 

· Oversee procedures for accessing the electronic map collection. 

· Oversee procedures for borrowing and accessing the laptop computer and multimedia projector, for example to prepare audiovisual slide shows.

· Make periodic stocktakes and provide data to the Treasurer to include in the annual ‘financial statement’.

· Ensure the secure storage of all club gear- not necessarily in one place, e.g. the paper map collection with the Outings Secretary, some camping gear at private homes, gear in the cupboard at the hall where monthly meetings are held.

 Club Photographer

· Assist members to provide photographs for the Webmaster to frequently update the gallery on the website and assist members to prepare audiovisual slide shows to use on the club’s multimedia projector.

· Provide digital images to the Webmaster.

· Provide advice and assistance to other members to help them display photos of club events on the web gallery.

· Guide other members who wish to use the club’s laptop and the software – Photoshop Elements and ProShow Gold – to edit images and produce audiovisuals of club walks and related activities.

Merchandising Officer

· Coordinate the production and sale of club merchandise – car stickers, T-shirts, badges etc.

· Ascertain likely demand for products and ensure all costs will be recouped.

· Propose products for Management Committee approval.

· Organise production.

· Accept and receipt payments, working in conjunction with the Treasurer.

Club Information Officer

· Act as a telephone point of contact for prospective members who might wish to talk about BOSQ prior to attending a meeting.

· Be prepared to advertise a name and private phone number on the club’s website and to take a small number of calls from interested potential members.

· Answer specific questions about the club.

· Encourage callers to come to a monthly meeting, to then meet the New Members Officer and participate in an induction session.

· Liaise with and assist the New Members Officer as necessary.

BOSQbytes Facilitator

· Coordinate a fortnightly email bulletin to members who request it, to keep club members informed of walks and of issues and developments in the bushwalking community.

· Liaise with the Database Manager to maintain an up-to-date list of the email addresses of members who have indicated that they wish to receive club information by email. 

· Act as a clearing house for sending information on behalf of members of the Management Committee or other club members.

· Ensure that when information is broadcast to club members by email, individual email addresses will not be seen, because the recipients will receive ‘BCC’ blind copies.

· Filter material to ensure that it is not ‘advertising of a political, religious, charitable or commercial nature.' Clarify the status of suspect material with the President if necessary

· Ensure that the information is bulked up into electronic packages that have a list of contents and that are dispatched only a couple of times per month.

· Link with the Webmaster to mesh BOSQbytes with the ‘Latest Bushwalking News’ on the home page of the BOSQ website.

· Update of policies and procedures

The President shall ensure that club policies and practices are kept under review and improved as necessary.

The Secretary shall ensure that all policies and procedures are updated following any decision by the Management Committee or by a general, special or annual general meeting of members. The Secretary will work with the Webmaster,  the Editor of Footnotes and the BOSQbytes Facilitator to ensure communication of policies and procedures.

· Alteration of club Rules

Note that our Rules state in clause 40 that a change can be made by special resolution carried at a general meeting.  The Associations Incorporation Act at section 3 and the Schedule Dictionary of the Act specify that a ‘special resolution’ to change the Rules requires three-quarters of the votes of the members present at the meeting and entitled to vote.
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