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Management Committee Responsibilities 

Revised 16/08/2006
All Management Committee Members have a responsibility to manage their portfolio in accordance to the Incorporations Act of the Office of Fair Trading and Tourism www.fairtrading.qld.gov.au , the constitution and the By-Laws of the Bribie Island Yacht Club Inc. (BIYC)
It is also a responsibility of each Management Committee Member
1) To act in the best interest of the membership of the BIYC.
2) Not abuse their powers as a Management Committee Member.
3) Avoid conflict of interest in their roles as a Management Committee Member.

4) Exercise due care, skill and diligence in their roles as Management Committee Members. 

N.B. Being a member of any Incorporated Association is about team work and having an individual’s input into club decisions and not an individual making a decision on behalf of a club. 
BIYC EXECUTIVE
COMMODORE

· The Commodore is the officio member of all committees and sub committees.
· Ensure that the BIYC is managed in accordance with;
a) The Incorporations ACT of the Office of Fair Trading and Tourism,
b) The Constitution of the BIYC,
c) The By-Laws of the BIYC.
· Represent the BIYC as the elected leader at official functions.
· Chair monthly Management, General and AGM meetings.
· Apologies must be given to the Secretary in a timely manner if unable to attend club meetings.
· Sign all minutes and reconciliation statements as presented by the Secretary and Treasurer and passed by the meetings.
· Ensure that each management committee member is completing their responsibilities.
· Submit reports and/or articles of interest when necessary to the Editor of “Message in a Bottle”.
· Prepare and present a Commodore’s Report to the AGM.
· Ensure that the Secretary receives a copy of any correspondence or email that is giving commitment or obligation on behalf of the BIYC in order it may be recorded.
· Assist with other portfolios, special events and sub-committees when required.
· Delegate and oversee any or all of the above if unable to fulfil their commitment.
Vice Commodore Sail
· To act on behalf of the Commodore in that person’s absence.
· Attend Management, General and AGM meetings.
· Apologies must be given to the Secretary in a timely manner if unable to attend club meetings.
· Arrange for each BIYC Notice of Race, Bribie Red roster, handicapping, sign/time sheets, ensure collection of race fees in conjunction with treasurer on race days.
· Ensure maintenance of  Bribie Red is conducted after use.
· Responsible for maintaining and distribution of all hardware pertaining to running of races and club events eg., starter horn, charts of course, code flags, club flag, hand held radios etc.

· Arrange and oversee race and protest committee meetings.
· Submit Sailing Reports to BIYC meetings. 

· Submit reports and/or articles of interest when necessary to the editor of “Message in a Bottle”.
· Ensure that the Secretary receives a copy of any correspondence or email that is giving commitment or obligation on behalf of the BIYC so it may be recorded.
· Assist with other BIYC portfolios, special events and sub-committees when required.
· Delegate and oversee any or all of the above if unable to fulfil their commitment.
Secretary
· Prepare requirements, agendas, and record and attend the Management, General and AGM meetings of the BIYC.
· Apologies must be given to the Commodore in a timely manner if unable to attend club meetings.
· Collect and record both inward and outward correspondence and forward to appropriate recipients.
· Record, file and publish accurate minutes of all Management, General and AGM meetings to the BIYC.
· Forward copies of minutes or email details of any club meeting if not present so as to know all that was discussed.
· Arrange and/or oversee any administration requirements of the running of the BIYC. 

· Record attendance of each BIYC Management, General and AGM meetings.
· Prepare and submit Incorporation Returns to the Office of Fair Trading.
· Facilitate the election of office bearers at the AGM.
· Check and record any correspondence from the BIYC executive that is committing the club to all commitments including publicity.
· Provide documentation as required by the Management Committee.
· Submit reports and/or articles of interest when necessary to the Editor of “Message in a Bottle”. 

· Assist with other BIYC portfolios, special events and sub-committees when required.
· Delegate and oversee any or all of the above if unable to fulfil their commitment.
Treasurer

· Attend Management, General and AGM meetings.
· Apologies must be given to the Secretary in a timely manner if unable to attend club meetings.
· Facilitate and/or over see all financial transactions of the BIYC including cash receipts and cheque books.
· Arrange cash floats for BIYC functions when required.
· Collect and/or reconcile collection of fees from BIYC office bearers.
· Keep accurate financial records in accordance with current account keeping procedures.
· Liaise with the Auditor on financial recording and reporting for auditing .
· Table a financial summary for the Management Committee Members to review at each meeting.
· Report to the members on the financial status, both current and forecast, of the BIYC at meetings.
· Provide documentation as required by the Management Committee.
· Assist with other BIYC portfolios, special events and sub-committees when required.
· Delegate and oversee any or all of the above if unable to fulfil their commitment.
OFFICE BEARERS
Membership
· Attend Management, General and AGM meetings.
· Record all members details and submit to;

a) YQ My Club website,
b) The Treasurer,
c) The Secretary.
· Be active in promoting BIYC activities to members and potential members.
· Be available to listen and raise issues of any members of the BIYC.
· Table a report at BIYC meetings.
· Submit reports and/or articles of interest when necessary to the Editor of “Message in a Bottle”.
· Arrange or oversee social activities as required.
· Assist with other BIYC portfolios, special events and sub-committees when required.
· Delegate and oversee any or all of the above if unable to fulfil their commitment.
Sail Training Officer
· Provided YQ standard of coaching to Sail training, Youth and BIYC member participants.
· Ensure YQ qualifications are up to date for the Sail Training Officer and assistants.
· Ensure that all coaching assistants are holders of the required qualification and certificates.
· Ensure all activities conducted at sail training have been approved by the Safety Committee.
· Receive and follow up on training enquiries received.
· Ensure that all needs and equipment are available on the day of the training.
· Submit a report at BIYC meetings.
· Submit reports and/or articles of interest when necessary to the Editor of “Message in a Bottle”.
· Assist with other BIYC portfolios, special events and sub-committees when required.
· Delegate and oversee any or all of the above if unable to fulfil their commitment.
“Message in a Bottle” Editor

· Attend Management, General and AGM meetings.
· Edit and publish reports and/or articles of interest submitted by any BIYC member.
· Gather items of interest from both inside and outside the BIYC.
· Distribute via the Secretary monthly and/or bi-monthly the club newsletter “Message in a Bottle” to the members. (Bi-monthly is to allow notification to members, events or issues that have not been previously highlighted and should be distributed at least one week before that event.
· Ensure Sponsors are acknowledged in the MIAB and sent a copy if required

· Arrange media releases on behalf of the BIYC and submit to the relevant media. (These releases need to be approved by the Secretary and/or the Commodore to ensure correctness of any statement contained in the release)

· Assist with other BIYC portfolios, special events and sub-committees when required.
· Delegate and oversee any or all of the above if unable to for fill their commitment.
Merchandise Manager

· Make available all BIYC merchandise to members for purchase.
· Make available BIYC merchandise for sale to the public at special events.
· Receipt all sales and distribute copies and moneys to the Treasurer.
· To sell BIYC merchandise at recommended prices as detailed by the Management Committee.
· Conduct a stocktake at the request of the Management Committee.
· Ensure the stock is stored in a safe and secure manner. 

· Submit details of merchandise to “Message in a Bottle” editor on a regular basis.
· Assist with other BIYC portfolios, special events and sub-committees when required.
· Delegate any or all of the above if unable to for fill their commitment.
· Delegate and oversee any or all of the above if unable to fulfil their commitment.
Sub Committees 

(For special events and issues)

· Meet to discuss the needs, requirements, issues and recommendations of assigned special events and report back to the BIYC Management Committee. (These sub committees do not have the power to move motions that commit the BIYC)
· Endeavour to have at least one Management Committee member on the sub committee.
· All reports are to be submitted in a timely manner.
Sailing  & Handicapping Committee

· Sailing Committee is a group chaired by Vice Commodore Sailing with handicapper and one other member (ex officio Commodore). 

· Handicapping Committee should be shared within this committee so that results are regularly available soon after each race.

Safety Officer & Committee
· Attend Management, General and AGM meetings.
· Ensure safe standards are maintained on the water and at all BIYC events.
· Conduct annual safety audits and/or spot inspections of safety equipment of club and club members’ boats and issuing of safety certificates good for one season.
· Inform all members of the safety requirements.
· Inform the Management Committee of safety issues that need attention.
· Prepare a written report for the Management Committee when necessary. 

· Conduct safety training as required.
· Complete a risk assessment where necessary.
· Conduct regular Safety Committee meetings .
· Submit reports and/or articles of interest when necessary to the Editor of “Message in a Bottle”.
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