HALLIDAYS POINT COMBINED PROBUS CLUB INCORPORATED

CLUB ACCREDITATION No. 2210
CLUB REGISTERED No. 56556
DISTRICT No. 9650

RISK MANAGEMENT
POLICY

ADOPTED BY HALLIDAYS POINT COMBINED PROBUS CLUB INC.
4™ MARCH 2014

RISK MANAGEMENT POLICY



HALLIDAYS POINT COMBINED PROBUS CLUB

1.0
2.0

3.0

4.0

5.0

6.0

7.0

INCORPORATED
RISK MANAGEMENT POLICY

CONTENTS

GENERAL STATEMENT OF POLICY
DISCLAIMER
SAFETY AND PROTOCOL

3.1 MEETING ROOM(S).
3.2 FOOD SERVICE.

ACTIVITIES, OUTINGS and TOURS
HANDLING OF MONEY
OTHER ISSUES

FORMS



HALLIDAYS POINT COMBINED PROBUS CLUB
INCORPORATED
RISK MANAGEMENT POLICY

1.0 GENERAL STATEMENT

THIS POLICY WAS ADOPTED BY THE MEMBERS OF THE
HALLIDAYS POINT COMBINED PROBUS CLUB INC.,AT A GENERAL
MEETINGHELD ON 4™ MARCH 2014

THE HALLIDAYS POINT COMBINED PROBUS CLUB INC.,RECOGNISES THE
NEED TO ENSURE THE MINIMISATION OF THE POTENTIAL RISKS TO MEMBERS
AND VISITORS, WHICH MAY OCCUR AS A RESULT OF THEIR PARTICIPATION
IN THE ACTIVITIES OF THE CLUB.

ITIS IMPORTANT TO THE OVERALL ENJOYMENT OF THE CLUB THAT POTENTIAL
AREAS OF RISK BE IDENTIFIED AND CONTROLS PUT IN PLACE TO REDUCE THE
POSSIBILITY OF INJURY.

THIS POLICY IS ALSO DESIGNED TO PROVIDE FOR OFFICERS, COMMITTEE &
SUB COMMITTEE MEMBERS AND LEADERS OF ACTIVITIES, OUTINGS AND
TOURS CONFIDENCE IN THEIR ADMINISTRATIVE ROLES WITHIN THE CLUB.

NOTHING IN THIS POLICY IS DESIGNED TO RESTRICT THE ENJOYMENT OF
MEMBER'S OR VISITOR’S PARTICIPATION IN THE ACTIVITIES OF THE CLUB.

THE PURPOSE OF THIS POLICY IS TWOFOLD:-

1. TO REDUCE THE RISK OF INJURY.

2. TO PROTECT THE CLUB AND ITS MEMBERS IN THE EVENT OF ACTION
BEING TAKEN AGAINST THE CLUB, ITS OFFICERS,COMMITTEE AND
SUB COMMITTEE MEMBERS, ACTIVITY LEADERS OR INDIVIDUAL
MEMBERS.

2.0 DISCLAIMER

The HALLIDAYS POINT COMBINED PROBUS CLUB
INCORPORATED in no way claims this manual fo be a
comprehensive document covering all aspects of “Risk
Management” which is likely to affect the operations of
the club.

The document suggests a number of important areas
that should be covered in order that a safer
environment maybe provided for Members and Visitors.

Whilst every effort has been made to ensure issues
relatedto “Risk Management” within the HALLIDAYS
POINT COMBINED PROBUS CLUB INC. the Management
Committee and the Risk Management Sub Committee
does not accept any responsibility for any errors,
omissions or inaccuracies whatsoever within in the
document.

This Manual is provided on the basis that the
HALLIDAYS POINT COMBINED PROBUS CLUB INC.,shall
not be liable for any loss, damage or injury whatsoever
arising from any incorrect, incomplete or out of date
information contained within the document.
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3.0 SAFETY AND PROTOCOL

3.1 THE MEETING VENUE.

The Committee shall ensure: -

(1) A First Aid Kit is available for use at all meetings.

(2) Avrecord of all members, guests or visitors attending
meetings is maintained.

(3) All power leads, microphone cables and other electrical
fittings are properly secured or covered.

(4) All persons present are advised of the location of exits,
evacuation assembly point and the procedures to be
followed in the case of an emergency.

(5) Alist of emergency numbers is kept and maintained at
registration desk at all times.

(6) Normal/reasonable duty of care is undertaken and
observed.

3.2 FOOD SERVICE.

(1) The Hospitality/Activities Officer shall be responsible for:
(a) Club managed food and beverage services.
(b) Rosters for the sefting up and the cleanliness of facilities.
(c)Good hygiene practices undertaken and observed.

4.0 ACTIVITIES, OUTINGS AND TOURS

(1) The appointed officers shall manage all approved club
activifies with the assistance of delegated subcommitiee
members.

(2) Where possible a record of members, visitors and guests
aftending to be maintained.

(3) Any incidents/accidents/injuries to be recorded and if
necessary for insurance purposes be reported to PSPL.
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5.0 HANDLING OF MONEY

The Treasurer shall be responsible for: -

(1) The financial management of club funds are to be under
the direcfion of the Management Committee.

(2) The Treasurer must bank all club monies into the
account of the club within two working days for
insurance cover.

(3) “*Inthe absence of the Treasurer a delegated officer of
the club, appointed by the Management Commiittee,
may be authorized to bank club monies.

(4) The Treasurer may delegate the collection of monies
being paid by members/guests for club activities to the
Leaders of such programs; the Treasurer must bank all club
monies and be responsible for all reconciliation of club funds.

(5)*The Management Committee must approve all financial
fransactions made by the Club and ensure that all payments
are made by Club cheque carrying two authorised signatures

(6)The Committee shall ensure that no payments are made
without evidence of the debt by way of invoice, voucher or
receipt.

(7) A-register of the Clubs assets shall be maintained.
Nofe - Cash based accounting system rather than an
accrual system need not allow for depreciation of
assefs.

(8) A Budget, sefling out the anticipated Income and
Expenditure, shall be adopted annually.

6.0 OTHER ISSUES

The Management Committee shall endeavor to address issues
related to: -

(1) Risk assessment and management.

(2) Privacy legislation related to:

- Membership application forms
- Club Newsletter/Bulletin

- Welfare

- Club Directory (internal)

- Medical cards

- Membership Database
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7.0 FORMS

(a) REGISTRATION FORM FOR OUTINGS AND/OR
TOURS

(b)  ACCIDENT/INJURY/INCIDENT REPORT FORM
(c) MEMBERSHIP APPLICATION FORM

Use latest version of forms from PSPL Website.
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®

REGISTRATION FORM FOR OUTINGS, ACTIVITIES AND/OR TOURS

PROBUS CLUB OF HALLIDAYS POINT
PARTICIPANT’S DECLARATION

| (NAME OF MEMBER OR VISITOR) hereby apply to participate in the
activities of the Club which may involve outings, tours and trips and in so doing agree that while participating:

* lunderstand that | am the person who is fully responsible for the state of my health and | undertake to do
all that is necessary so as not to place other participants at risk, including putting them under stress or duress
or putting them in danger because of the state of my health or my behaviour.

* | hereby declare that to the best of my knowledge | am fit enough to undertake Club activities and agree to
advise the Club should my state of health change.

* | hereby declare that | will only participate in activities where | am physically capable.

¢ | understand that it is not the role or responsibility of the Club or a Club member to act as a carer should |
need one.

* | understand that it is my responsibility to advise the Club Secretary in writing of any change to this
declaration.

* lunderstand that by completing this declaration that it in no way restricts or limits the insurance cover available
to me asa member or visitor through the Probus National Insurance Program while participating in an approved
activity of the Club.

® | understand that the Probus National Insurance Program does not provide coverage for illness and that | can
access information about the coverage available under the program from the Club Administration section of
the PSPL website or by contacting the Club Secretary.

* Inthe case of any accident, illness or emergency please contact my next of kin:

Name Relationship
Telephone Number

Email

MEMBER’S SIGNATURE DATE:
VISITOR'S SIGNATURE DATE:

Issued 050221 7




