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1. Purpose and scope
This Charter sets out the role, responsibilities, authority, composition and operating procedures of the [Club Name] Board / Management Committee (the Board) of [Incorporated Association name & IA number]. The Charter is to be read alongside the Club Constitution and Surf Life Saving Queensland (SLSQ) Consitution/ Regulations. Where this Charter is inconsistent with the Constitution or law, the Constitution or law prevails.
This Charter applies to all Board Members/Office Bearers, committee chairs/members, the Club Manager/CEO (if any), and Board observers.

2. Role of the Board
The Board is responsible for the governance and strategic leadership of the Club to advance lifesaving and community safety. Key responsibilities:
· Set and monitor strategy and priorities consistent with SLSQ/SLSA frameworks and the Club’s objects.	Comment by Danielle Blake: Ensure that this aligns with the Constitution/By laws. 
· Oversee club culture, member safety and wellbeing, including child safety and WHS.
· Approve the annual budget and monitor financial performance, solvency, and reserves.
· Set risk appetite, oversee risk management and insurance cover.
· Appoint, support and evaluate the Club Manager/CEO (where applicable).
· Approve and monitor policies, including safeguarding, Blue Card, privacy, complaints, and conduct.
· Oversee supporters-club relationships and funding flows in line with agreements and law.
· Ensure legal and regulatory compliance (OFT/ACNC as applicable) and quality reporting to members, Branch and SLSQ.
· Maintain effective stakeholder engagement (members, Branch, SLSQ, Councils, partners) consistent with the Member Engagement Protocol.
The Board may delegate authority to committees, officers and management, while retaining accountability for oversight (see Schedules A–B).

3. Authority
Within the Constitution and law, the Board has authority to:
· Approve strategy, budgets, policies and delegations.
· Establish committees and working groups with defined Terms of Reference (ToR).
· Seek independent professional advice at Club expense where necessary.
· Access information and records required to fulfil duties.

4. Composition and appointment
· The Board comprises the office bearers and committee members specified in the Constitution (e.g., President/Chair, Deputy, Secretary, Treasurer, plus elected/appointed members).	Comment by Danielle Blake: Add in the Board/Management Committee Composition. 
· Size & mix: [insert range] members, aiming for a balanced skills matrix (lifesaving, finance, legal/governance, property, community engagement, fundraising, child safety, WHS, HR).
· Eligibility & screening: All Board members must meet eligibility criteria, complete conflict disclosures and hold a current Blue Card (where roles interact with juniors) before commencing (No Card, No Start).	Comment by Danielle Blake: Add in the information from your constitution on eligibility
· Term & renewal: As per Constitution. Staggered rotation preferred.	Comment by Danielle Blake: Add in here what the terms and limits are
· Induction: New members receive an induction pack and training (see §16).
· Independent/appointed members: Where permitted, the Board may appoint independent members to address skills gaps.
5. Roles
Chair/President

· Leads the Board; 	Comment by Danielle Blake: Add in information from your constitution if it has prescriptive responsibilities. 
· sets agendas with the Secretary/Club Manager; 
· ensures effective meetings, 
· constructive culture, 
· fair participation, 
· timely decisions
· performance reviews. 
· Acts as primary spokesperson unless delegated.
Deputy Chair
Supports the Chair and acts in their absence; may lead a committee.	Comment by Danielle Blake: Add in information from your constitution if it has prescriptive responsibilities. 
Secretary / Company Secretary
Ensures governance processes: meeting notices/papers, minutes, registers (conflicts, actions, delegations), filings (OFT/ACNC), policy library, induction and annual workplan. Custodian of records.	Comment by Danielle Blake: Add in information from your constitution if it has prescriptive responsibilities. 	Comment by Danielle Blake: Add in information from your constitution if it has prescriptive responsibilities. 
Treasurer
Leads financial oversight: budgeting, cashflow, management accounts, audit/review, reserves policy, controls, banking & dual authorisations; chairs the Finance, Audit & Risk Committee (FAR) where established.	Comment by Danielle Blake: Add in information from your constitution if it has prescriptive responsibilities. 
Club Manager/CEO (if any)
Accountable for operational delivery within approved budget and delegations; attends Board meetings by invitation (non‑voting) and provides reports.	Comment by Danielle Blake: Add in information from your constitution if it has prescriptive responsibilities. 
OTHER	Comment by Danielle Blake: Include other roles that sit on your Board/Management Committee as outlined in your constitution.



6. Duties and behaviours
Board members agree to:
· Fulfil statutory duties of officers (care & diligence; good faith in the Club’s best interests and for proper purpose; proper use of position/information).
· Uphold the SLSQ Code of Conduct
· Maintain confidentiality; manage information appropriately.
· Disclose and manage conflicts of interest 
· Prepare, attend and participate constructively; make informed, timely decisions.
· Support collective decisions once made.

7. Meetings and decision-making
· Frequency: At least [10–12] times per year or as required; special meetings may be called per Constitution.
· Notice & papers: The Secretary circulates an agenda and papers ≥5 days prior; late papers by exception.
· Quorum & voting: As per Constitution; Chair has a casting vote where permitted.	Comment by Danielle Blake: Add in information relating to voting from your clubs constitution.
· In‑camera sessions: The Board may meet without management/observers.
· Circular resolutions (flying minutes): Permitted where urgent; recorded at next meeting.
· Minutes & actions: Draft minutes issued within 7 days; action register maintained and tracked.
· Technology: Hybrid/virtual attendance is permitted unless otherwise resolved.

8. Information, records and confidentiality
· Board papers are marked Confidential and stored securely.
· Records (minutes, registers, resolutions) are retained in a secured folder by the secretary. 
· Directors/committee members must return or securely delete documents when leaving office.
· Access to minutes 	Comment by Danielle Blake: Add in the information from your Constitution or By-laws.

9. Financial oversight
· Approve annual budget and material variations; monitor monthly/quarterly performance.
· Maintain internal controls, dual approvals, and a delegations matrix (Schedule B).
· Oversee audit/financial review and respond to findings.
· Approve capital expenditure and commitments above thresholds (Schedule A).
· Ensure appropriate insurance cover and annual review.

10. Risk management & assurance
· Approve and review the Risk Register and Risk Appetite Statement.
· Monitor incidents/near misses, WHS reports and safeguarding matters.
· Oversee business continuity and crisis communications.

11. Conflicts of interest & related‑party transactions
· Maintain an annual disclosures register; require standing and meeting‑specific declarations.
· Manage conflicts (exclude from papers, leave room, abstain from vote) as appropriate.
· Approve and minute related‑party transactions on arm’s‑length terms with clear benefit to the Club.
· Record all decisions in the Conflict Management Log.

12. Child safety & Blue Card obligations
· Adopt and promote SLSQ Child Safety Standards and the Blue Card Policy (No Card, No Start).
· Ensure appropriate risk assessments for youth activities, camps, travel and accommodation.
· Respond to concerns using approved reporting pathways; escalate to Branch/SLSQ and authorities as required.
· Ensure all junior-facing roles are screened, trained and supervised.

13. Complaints, conduct and member protection
· Administer complaints in line with SLSQ Policy 6.06 – Complaints Resolution, ensuring natural justice, impartiality and privacy.
· Where club employees are involved, coordinate with employment processes while avoiding duplication and ensuring fairness.
· Engage the Branch Complaints Officer on matters of significance or where impartiality requires.
· Maintain a secure Complaints Register and action log.

14. Stakeholder & member engagement
· Follow the Member Engagement Protocol: Board members do not make commitments outside approved processes; direct substantive matters to the Secretary for logging and triage.
· Communicate decisions collectively and professionally; use approved channels.
· Maintain constructive relationships with Branch, SLSQ, Councils and partners.

15. Committees and working groups
· The Board may establish committees (e.g., Finance, Audit & Risk; Governance & Nominations; Lifesaving & Education; Surf Sports; Property & Infrastructure).
· Each committee operates under an approved ToR with scope, membership, quorum, and delegated authority (see Schedule C).
· Committees report via minutes and a Chair’s summary; delegated decisions are recorded in the Decision Register.

16. Induction, training and evaluation
· Provide a structured induction (constitution, strategy, key risks, policies, Blue Card, conflicts).
· Maintain a Board Skills Matrix and annual training plan (governance, finance, safeguarding, WHS).
· Conduct an annual Board evaluation (self‑assessment) and Chair/committee reviews; agree improvements and track actions.
· Maintain succession plans for key roles and committee chairs.

17. Remuneration, expenses and benefits
· Board roles are voluntary. Reimbursement of reasonable, pre‑approved expenses only (per Expenses Policy). Any honoraria must be approved by members as required by law/Constitution.

18. Compliance and reporting
· Ensure timely statutory filings (OFT/ACNC) and member reporting (AGM pack, audited/reviewed financials, officer lists).
· Meet SLSQ affiliation requirements annually and maintain accurate SurfGuard records.

19. Crisis and incident management
· Activate the Critical Incident and Media protocols when required.
· Notify relevant authorities (police, WHS, Blue Card Services) per policy and law.
· Chair/President (or delegate) is spokesperson; coordinate with SLSQ.

20. Review of this Charter
This Charter will be reviewed annually by the Governance Lead/Secretary and approved by the Board. Material changes are communicated to members and incorporated into induction.

21. Definitions
· Board: The Management Committee/Board of the incorporated association.
· Club Manager/CEO: The senior operational leader (if appointed).
· Branch: The relevant SLSQ Branch.
· SLSQ/SLSA: Surf Life Saving Queensland/Australia.

22. Adoption
Signed on behalf of [Club Name]:
Chair/President: __________________ Date: ___ / ___ / ____
Secretary: _________________________ Date: ___ / ___ / ____







Schedules (templates)
Schedule A — Matters reserved to the Board (examples)
1. Strategy, risk appetite and annual plan approval.
2. Annual budget, capital plan and reserves policy approval.
3. Appointment/dismissal and performance review of the Club Manager/CEO.
4. Establishment/dissolution of committees; approval of ToRs.
5. Entry into material contracts above $[threshold], property/lease commitments, and loans.
6. Approval of policies in safeguarding, Blue Card, WHS, privacy, complaints, and finance.
7. Litigation/settlement above $[threshold]; notifiable incidents and regulator reports.
8. Related‑party transactions and conflicts management decisions.
9. Admission/expulsion of members where escalated per Constitution.
10. Any matter the Board determines is material to the Club’s reputation or risk.

Schedule B — Delegations (examples)
Club Manager/CEO (if appointed):
· Operational expenditure up to $[amount] within budget; staff/roster decisions; implementation of policies; emergency actions (with prompt notification).
Officers (e.g., Director of Lifesaving/Surf Sports):
· Event approvals, patrol rostering, training delivery within policy and budget.
Dual authorisations: All payments require [two] authorised signatories per Finance Policy.

Schedule C — Committee Terms of Reference (templates)
C1. Finance, Audit & Risk (FAR)
Purpose: Oversight of finance, audit, risk and insurance.
Membership: Treasurer (Chair) + [2–4] members (may include independent).
Meetings: At least quarterly.
Duties: Review management accounts; monitor cashflow; oversee audit/financial review; review risk register and insurance; test controls; recommend budget and policies; monitor compliance.
Authority: Recommend to Board; approve items within delegated limits if granted by Board.
C2. Governance & Nominations (G&N)
Purpose: Board composition, evaluations, policies, and member protection frameworks.
Duties: Skills matrix; director recruitment/induction; policy reviews; conflicts oversight; Board/Chair evaluations; succession planning.
C3. Lifesaving & Education Committee
Purpose: Patrol operations, training, safeguarding, and volunteer development.
Duties: Patrol plans; competency and training capacity; youth pathways; event safety; Blue Card/child safety practice.
C4. Surf Sports Committee
Purpose: Sport participation, coaching standards, competition safety.
Duties: Season plans, selections policy, coach accreditation, tour management, safety and welfare.
C5. Property & Infrastructure (optional)
Purpose: Facilities, leases, capital works and WHS of premises.
Duties: Asset register; maintenance plans; capital proposals; liaison with Council; safety compliance.
For each committee:
· Quorum: [e.g., Chair + 2].
· Minutes & reporting: Minutes within 7 days; Chair’s summary to next Board meeting.
· Review: Annual ToR review and membership refresh.

Schedule D — Code of Conduct (Board & Committee Members)
1. Act lawfully and in the best interests of the Club and community.
2. Demonstrate integrity, respect, fairness and inclusion; promote a child‑safe culture.
3. Use position and information properly; maintain confidentiality.
4. Disclose and manage conflicts; avoid benefits that create obligations.
5. Prepare and participate; support collective decisions.
6. Use Club resources responsibly; follow media protocol (no unauthorised statements).
7. Report misconduct or risks promptly via approved channels (speak‑up).

Acknowledgement: I have read and will comply with the Charter and Code of Conduct.
Name: __________ Signature: __________ Date: ___ / ___ / ____

Schedule E — Conflicts of Interest Disclosure (form)
· Name/role:
· Standing interests (employment, supporters‑club roles, family links, suppliers):
· Specific conflict for agenda item(s):
· Proposed management (e.g., receive papers only / absent / abstain):
· Secretary use: Logged in Register on [date].

Schedule F — Annual Board Workplan (example)
	Month
	Focus
	Key approvals/reviews

	Jul
	Induction; strategy refresh; risk appetite
	Budget parameters; affiliation checklist

	Aug
	Patrol & season readiness
	Child Safety/WHS checks; insurance review

	Sep
	Final budget; AGM prep
	Financial statements; audit/review

	Oct
	AGM; committee refresh
	Board evaluation; skills matrix

	Nov
	Supporters-club agreements
	Property/lease review

	Dec
	Mid-year performance
	Risk register update

	Jan
	Season mid‑point check
	WHS/safeguarding pulse

	Feb
	Planning for next year
	Capital plan; grants

	Mar
	Policy reviews
	Delegations; privacy/IT

	Apr
	Member recognition
	Events plan

	May
	Strategy day
	Priorities & KPIs

	Jun
	Year‑end close prep
	Reserve policy; audit scope
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