CLUB POLICY MINUTES
As requested early in this Lions year, the following is an example (template, if you like) of a set of Club Policy Minutes that may be adopted by any Club.

Simply complete the gaps, delete those sections which don’t apply to your Club, then add sections to cover all of your Club’s activities.

It is very possible your Club has different rules and/or guidelines of procedure for participation, say in the Youth Exchange Programme – simply substitute those rules and guidelines.

On completion of a section for each of your Club’s activities, number each section accordingly.

I must emphasise there is absolutely no obligation for any Club to adopt these or any other set of Policy Minutes.  However, from experience, I do commend them to you for many reasons among them being:

· They provide back up and safeguards in all Club activities.

· The provide guidelines to Project Chairpersons, particularly those chairing a project or Club activity for the first time.

· They are a great source of education for Club members – particularly new members.  Too often we forget to inform new members in our Clubs of how project “A” works or what is expected at, say, the Club’s Annual Installation Night.

· They are a valuable addition to the Club Constitution.

· They are much more flexible than the Club Constitution because they can be altered by a simple majority of a Board Meeting and subsequently ratified at a full Dinner Meeting.

This draft mirrors the Policy Minutes of two Clubs – Lions Club of Brisbane Bunya and Lions Club of Chinchilla.  I thank them for allowing their Policy Minutes to be the platform of this draft document.

Should, for any reason, you experience difficulty compiling your Club’s Policy Minutes, please feel free to call or email and we will do our best to assist.

Lindsay Marsden

Constitution and By-Laws Chairman





  October 2007
LIONS CLUB OF​​​​​​​​​​___________            
POLICY MINUTES
SECTION  … :- INTRODUCTION

The purpose of these Policy Minutes shall be as follows:

(a) To detail and illustrate administrative procedures necessary for the continued smooth operation and management of the Club, always in accordance with Constitutional guidelines.

(b) To provide guidelines necessary for the smooth running of the various activities, projects and events of the Club, as detailed in SECTION 3.

(c) To acquaint all members of the Club, Board Members and Committee Chairpersons with ongoing procedure and tradition.

(d) To avoid the necessity for matters of organisational procedures for Club administration, activities and projects to be detailed and examined by successive Boards of Directors and/or Committee Chairpersons.

N.B. To be read and utilised in conjunction with the respective Constitutions and supplementary to those of Lions Clubs International, Multiple District 201, District 201Q3 and Club Constitution.
SECTION  … :- REVIEW/RATIFICATION

1. These Policy Minutes are to be reviewed by the Incoming Board each year, not more than forty five (45) days after taking office.

2. Alterations, additions and deletions may be recommended by a majority decision of the Board and subsequently ratified at a Club general meeting within fourteen (14) days of the said amendments.

3. Policy Minutes are to be kept up to date by the Secretary and made available to all members of the Club upon request.

4. These Policy Minutes will be filed along with copies of the respective Constitutions referred to.

SECTION  … :- DEFINITIONS
(a) Club shall mean the “Lions Club of…………… Inc.”

(b) Member(s) - shall mean any or all of the Members in good financial standing of the Club.

(c) Board – shall mean the members of the elected Board of Directors of the Club.

(d) Lady, Lions Lady or Partner – shall mean the partner or spouse of any Member of the Club.

(e) Lions Ladies Auxiliary, or Auxiliary – shall mean the Partners’ Auxiliary of the Club or “The Lions Ladies of ……………….”.

(f) International and/or LCI and/or Association – shall mean the Association of Lions Clubs International.

(g) Multiple District and/or Multiple District 201 and/or MD201 and/or Lions Australia – shall mean the Multiple District of Lions Clubs of 201 Australia and shall be referred to throughout these Policy Minutes as Lions Australia.

(h) District and/or District 201Q3 and/or 201Q3 – shall mean the Sub-District of Lions Clubs International, Multiple District 201 Australia designated District 201Q3.

(i) Constitution – shall mean the current standard Club Constitution of Lions Clubs International as amended on the recommendation of District 201Q3.

(j) District Constitution – shall mean the current Constitution of Lions Clubs International District 201Q3.

(k) Multiple District Constitution – shall mean the current Constitution of Lions Clubs International Multiple District 201 Australia (Lions Australia).

(l) International Constitution – shall mean the current Constitution of Lions Clubs International.

(m) Club Bulletin and/or “name if Club has one” – shall mean the monthly publication of the Club’s newsletter and meeting notices.

N.B. All four aforementioned Constitutions (Section 3 Articles (i), (j), (k) and (l) shall have precedence in order of ascendancy and the standard Club Constitution (Section 3 Article (i) shall, at all times, have precedence over the Policy Minutes of the Club.

SECTION  … :- DESIGNATED ACTIVITIES/EVENTS
These Policy Minutes shall assist with the smooth running of the following activities and/or events and/or procedures and shall be regarded as the policies of the Club.

1. Dinner Meetings
2. Board Meetings

3. Youth of the Year

4. Miss Personality Quest

5. Annual Changeover/Installation of Officers

6. Merry go Round

7. “Titanic” Catering Van – Dagwood Dogs, Fairy Floss and Donuts

8. Lions Park and Playground

9. Lions Den

10. Combined Services Club meetings

11. Melon Fest Carnival

12. Mardi Gras and Christmas Carnival

13. Youth Exchange

14. District Governor’s Official Visit

15. Regional Chairperson’s Official Visit

16. Zone Chairperson’s Official Visit

17. Annual Christmas Party – Club members and partners

18. Annual Christmas Party – Lions Clubs

19. Optional Insurance

20. Lions Ladies Auxiliary

21. Club Bulletin
22. RSL Raffles

23. White Elephant Auction

24. Safety Officer

25. Peace Poster

SECTION … :- DESIGNATED COMMITTEES

As soon as practical after election night, the President Elect shall appoint a Chairperson and operating Committees to organise and oversee each activity of the Club.
The appointment of the aforementioned Committees must, at all times, be in accordance with the procedures outlined in the Club Constitution under Article “Club Procedures”.

Should additional Committee(s) be required during the course of the Lion’s year, the President may, at his or her discretion, make such appointments as deemed necessary or as directed to do so by resolutions of the Club or Board.

Upon appointment to the position of Committee chairperson, the Lion so appointed shall be given a copy of the relevant Policy Minutes together with any other material available from any of the following sources.

(a) Lions Clubs International; (b) Lions Australia; (c) District and/or (d) Club Records

It shall be a requirement that all Committee Chairpersons retain records of their activity/event with a view to handing them on at the end of each Lions year.

SECTION  … :- CLUB MANAGEMENT COMMITTEE AND COMPOSITION OF THE BOARD OF DIRECTORS

The following 15 positions shall constitute the Board of Directors of the Club and be duly nominated and elected in accordance with the Club Constitution each year.  Nominations shall be held in March of each year with Election Night at one of the two April Dinner Meetings.



President




1st Vice President




2nd Vice President




Secretary




Treasurer




Immediate Past President




Tail Twister




Lion Tamer




3 Directors, each to serve for one year




3 Directors who will serve for one year, but who will have the automatic option of





      re-election for a further year at the end of their first term




Membership Chairman

VACANCY
Should, for any reason, a vacancy occur in any position throughout the year, the position may be filled by the Board of Directors.

ALTERATIONS
The composition of the Board of Directors may only be changed by a simple majority at a general meeting of the Club after due notice has been circulated to all members at least fourteen (14) days in advance.  All changes to the Board’s composition shall be in strict accordance with the relevant Lions Constitutions.

CLUB EXECUTIVE
The Club Executive shall consist of President, Secretary and Treasurer.  Should, for any extraordinary reason (e.g. emergency) a decision on a project or item of expenditure to a maximum of $500.00 be required in the absence of the Board, the executive shall be empowered to make an appropriate decision on behalf of the Club.  Such decision to be ratified at the next Board Meeting.  This action should only normally be necessary during Christmas/New Year vacation recess as, at all other times, the President may contact all members of the Board either personally, by email, or per phone and record their vote for any emergency requiring a financial contribution.
OFFICE OF FAIR TRADING
All members of the Board of Directors shall comprise the Management Committee as required by the Office of Fair Trading within the parameters of the Associations Incorporation Act.

MEETINGS
Board meetings are held on the third Thursday of each month unless otherwise agreed.  Notice of meetings shall be via the Club’s monthly newsletter.

QUORUM
No meeting of the Board of Directors shall proceed unless a quorum is present.  Any Club member is welcome to attend Bord Meetings but only Board members may vote.

MINUTES
Minutes of all Board Meetings shall be distributed to all Club members with the next Club Dinner Notice and ratified at that Dinner Meeting.

SECTION  … :- ANNUAL INSTALLATION (CHANGEOVER) NIGHT

1. Immediately the results of Election Night are known, the President shall appoint an organising sub-committee of at least four persons, to organise the installation night.
2. The sub-committee so appointed shall consist of President, President Elect, President of the Lions Ladies Auxiliary and the Present Elect of the Lions Ladies Auxiliary – both ladies enjoying full voting rights at all sub-committee meetings.

3. The date of the Installation shall be the last Saturday night in June each year.

4. The following shall be the priorities of the sub-committee:-

(a) Installation Officer (subject to Article 5 hereof)

(b) Venue

(c) Catering

(d) Music and/or entertainment

(e) Decorating venue etc.

(f) Updating Club Honour Boards

(g) Dinner gong suitably inscribed

5. The President Elect shall, at all times, reserve the privilege to nominate and arrange an Installation Officer of his/her own choosing.  Such nominee may be a family member suitably qualified, a long standing Lion friend, his/her original sponsor, provided such sponsor is, of course, suitably qualified.

6. Any Installation Officer so invited should have served preferably as President of a Lions Club.

7. Immediately Election Night ballots have been determined, the Secretary shall order a standard Past President’s lapel badge for presentation to the outgoing President on the night.

8. The President may, at his/her sole discretion, make awards and presentations to Club members and/or Lions Ladies, provided always the cost of such presentations and/or awards shall not exceed $250.00 (two hundred and fifty dollars).  The cost shall be an expense to the Club’s Administration Account and shall be indexed to annual CPI.

9. Official complimentary invitations shall be forwarded to:-

(a) Local Federal Member, and partner

(b) Local State Member, and partner

(c) Mayor of the Council of the ……(name)…… Shire Council (or nominee), and partner

(d) Installation Officer, and partner

(e) Miss Personality entrant, and partner (if applicable)

(f) A representative of the local press, and partner

(g) Any guest who, for reasons specified to the Club, it shall be deemed correct protocol to invite e.g.

· To receive donations on behalf of a charity or other community organisation

· Has rendered special service to the Club and/or community and is to be so recognised

· Parents of the Club’s Miss Personality entrant should they not be members of the Lions family


      N.B.  All complimentary invitations shall, where applicable, include details of any official duties 



  required of the invitee.

10. Official non-complimentary invitations may be forwarded to:

(a) President (or nominee) and partner of the Rotary Club of …(name)…
(b) President (or nominee) and partner of the Apex Club of ….(name)…..
(c) President, members and partners of all the Lions, Lioness and Leo Clubs in the region (Zones 1 and 2)

(d) The current Zone Chairperson and Region Chairperson and their respective partners

(e) Any other Lions member and partner the President/President Elect may wish to invite for a special reason e.g. members of a Club or which he was a member before transferring into the Club.

11. The cost of the Installation Dinner will be the collective responsibility of all members but the organising sub-committee shall ensure the bottom line does not exceed break even by more than 10% of the cost.

12. The sub-committee may, at its discretion, recommend to the Board that the Club subsidise the cost per member having due regard at all such times to the financial health of the Administration Account.

13. The actual programme for the evening, including the appointment of a Chairperson, shall be determined by the outgoing and incoming Presidents, with suitable liaison with the sub-committee.

14. The sub-committee shall ensure official protocol is observed at all times with particular emphasis on the following:

(a) Top table seating may, at the sole discretion of the outgoing President, include:

· President and partner

· President Elect and partner

· Installation Officer and partner

Others who may be seated at the top table include the following,again, at the discretion of the outgoing President:

· Mayor of ………… Shire (or nominee), and partner (if in attendance)

· Federal Member and partner (if in attendance)

· Any other distinguished Lion and partner who may have been invited

15. The outgoing President shall arrange a suitable gift for presentation to the Installation Officer and partner to the value of approximately $ …..   ( ….. dollars).  The cost of any such presentation shall be charged against the Club’s Administration Account.

16. The sub-committee shall arrange for suitable complimentary accommodation for the Installation Officer and partner (if required).  This may be at a motel if the officer and partner do not wish to be the guests of a Club member.
17. The sub-committee may arrange suitable floral arrangements for presentation to the female partners of the President, President Elect, Secretary, Secretary Elect, Treasurer, Treasurer Elect, Federal Members, Mayor, Installation Officer , all serving District Officers present and the President, President Elect, Secretary, Secretary Elect, Treasurer, Treasurer Elect of the Lions Ladies Auxiliary.

18. The President Elect, in liaison with the sub-committee (but excluding the President), shall arrange the purchase of a suitable gift for presentation to the outgoing President.  The cost of such presentation shall be charged against the Administration Account and the sub-committee in determining the value of the presentation shall take into account whether or not the outgoing President had previously accepted an honorarium of $150.00 (One Hundred and Fifty Dollars) to which he/she is entitled.

19. The sub-committee shall organise a working bee and advise members and partners of same.  The working bee will particularly attend to:

· Table layout and decoration

· Venue decoration

· Banners/bannerettes displayed

· Lectern in position

· PA system

· Honour Boards

· Gong and gavel

· Flag set

20. To defray expenses, the sub-committee may, at its discretion, organise a suitable multidraw raffle on the night.

SECTION … :- DINNER MEETINGS

The Club shall meet for Dinner Meetings on the … and …  (day of the week) of each month.  Timing to be 6:30pm for 7:00pm call to order unless otherwise agreed at a previous meeting.

Meetings, as often as possible, should conclude no later than 9:00pm.

If a regular Dinner Meeting clashes with a Public Holiday, the meeting may be transferred to the Wednesday of that week, provided members are notified at least 14 (fourteen) days in advance.

Due to time constraints, business at Dinner Meetings should be kept to an absolute minimum.

Vice President and Chairman’s reports may be summarised at Cub Dinner Meetings for the benefit of all members.  Written reports may be distributed via the Club bulletin if considered necessary.

Any resolution adopted at a Dinner Meeting is to be recorded.

Attendance – Club members are expected to make a reasonable effort to attend regular meetings of the Club.

Apologies and numbers of guests are to be given to  …(name)………..   no later than … (time)… on the day of the meeting.  Failure to apologise will render the member liable for his/her dinner fee.
Invited guests attending regular dinner meetings, or Cabinet Officers, or other Lion dignitaries and their partners visiting on official visits, shall be guests of the Club.  Such cost may be debited to the Community Service or Administration Accounts, as appropriate.

SECTION… :- DRESS STANDARDS

Dress - The Club recognises the necessity for casual dress for a rural community and the following minimum standards of dress apply:


Male: Long trousers or dress shorts with appropriate footwear, shirt with a collar or Lions Club shirt.

  Female: Dress, skirt or slacks with appropriate blouse, jacket or Lions Club shirt.

  Partners’ Nights: Long trousers, shirt, for men.  Jackets as appropriate

  Changeover Night: Coat and tie, ladies after 5.

The club has two types of shirts available for distribution to members at cost in styles suitable for ladies and gents.


Work shirt – a polo shirt with collar, maroon, blue and gold.  Chinchilla Lions emblem embroidered on the pocket.






And (optional)
      Club dress shirt suitable for dinner meetings, inter-club visits and times when “business shirt” is appropriate.


A short sleeve shorts shirt, button up collar which may be worn with or without a tie.  One pocket with the Chinchilla Lions emblem embroidered on it.  Same style for ladies is available.  At the discretion of the member and his/her partner their names may also be embroidered on the shirt.
SECTION … :-  SMOKING, ALCOHOL AND LANGUAGE POLICY

· Drinks will be permitted to be taken to the meal table from pre-dinner fellowship.

· Obscene language and distasteful jokes will not be tolerated.

· Smoking is not permitted within the confines of the RSL Memorial Club except in designated areas.

· When meetings are held at the Club’s Lions Den smoking is not permitted in the enclosed area.

· Members as expected to show due respect and due courtesyy to all speakers and remember the image of the Club can be adversely affected by inappropriate behaviour or interjecting when visitors are addressing us.

SECTION  …:- BOARD MEETINGS

4.1 Board of Directors meetings are routinely held on the (1st/2nd3rd) …(day).. of each month, unless prior arrangements are made by the Club executive and notification is provided to all Board members.  Notice of Board Meetings appears in the Club Bulletin every month.

4.2 Minutes of previous meetings are, to be circulated in all Club members with the monthly Club Bulletin.

4.3 Unless a closed meeting, all Club members are invited and entitled to attend and may speak with the permission of the chair.  

4.4 As a matter of courtesy, members shall address the chair before speaking at a meeting.

4.5 A quorum of Directors (50% + 1) i.e., ..(number).. members must be established and maintained.  Voting shall be by Board members only.

SECTION …  :- YOUTH OF THE YEAR

1. The Club participates in the Youth of the Year Quest on an annual basis.

2. The President shall appoint a Chairperson in accordance with Section ?
3. The Chairperson so appointed shall seek the co-operation of the Principal, staff and students of the …(name)… School.

4. All other eligible persons shall be invited to participate in accordance with the roles of the Quest as set out by Multiple District Youth of the Year Committee.

5. The Chairperson shall invite appropriately qualified members of the community to act as judges, again, in accordance with the rules of the Quest.

6. The President shall, in liaison with the Chairperson, designate a dinner meeting at which the Club judging will be finalised.

7. A suitable Club programme shall be produced and the programme shall ensure any national and/or District sponsors are featured prominently on that programme.

8. Complimentary invitations to the Club’s judging dinner shall be issued to:

· Judges and partners
· Entrants and parents

· Principal (or nominee) and partner of …(name)… School

· Any other staff member of …(name)… School who, in the opinion of the Chairperson, rendered assistance worthy of recognition.

9. Non-complimentary invitations shall be issued to:

· Any interested member of the general public

· Any interested student or staff member from …(name)… School, or other place of education.

10. The Chairperson shall act as official Master of Ceremonies for the evening unless he/she elects to appoint another Lion to perform that duty.

11. The Master of Ceremonies shall order the bar closed at the commencement of dinner and no alcohol shall be served until after the meal and judging have been completed.

12. The Chairperson shall arrange for suitable presentations to be made to all entrants.

13. Additional presentations in the way of special prizes shall be made to the entrants who the judges select as:

· Overall Winner on the night

· Public Speaking Winner on the night

14. The student judged the winner at our Club Judging will be invited to nominate for a Youth Exchange to an overseas country at the end of their school year.  The Club will contribute $1500 (One Thousand Five Hundred Dollars) towards the end of whatever exchange programme (i.e., which overseas country) the student may select.


      (Subject to Section ? - the purpose of this is to encourage and promote a greater level of        
       participation from our local High School in the Youth of the Year programme)

15. The Chairperson shall arrange for property completed Certificates of Appreciation to be presented to each of the judges, and entrants.

16. Appropriate gifts shall also be presented to each of the judges.  Each gift shall not exceed $20.00 (Twenty Dollars)  in value and will be a charge against the Club’s Activities Account.

17. Prior to the conclusion of the meeting, the Chairperson may arrange for a Club member to move a vote of thanks to the judges, entrants and their parents, coaches (where applicable) and any other visitors and guests.

18. The cost of dinners for all the complimentary invitees will be charged against the Club’s Activities Account.

19. To defray expenses of the evening, a suitable raffle (with non-alcoholic prizes) may be conducted.

N.B.      The Youth of the Year judging night is an opportunity to place the Club on public exhibition and every effort should be made to ensure the presentation of the Club does not, in any way, reflect adversely on the Club’s image.  The presentation must reflect the very highest standards socially, morally and professionally.

SECTION … :- MERRY-GO-ROUND (MGR)

1. A Chairperson shall be appointed each year to collate bookings, rosters, maintenance etc.

2. No organisation/individual shall have the services of the MGR unless the Board has so authorised.

3. No such authorisation shall be made unless an appropriate prior written request has been received by the Club.

4. All such written requests shall be received at least 28 days prior to the event for which the MGR is required.

5. Fares (ride charges) shall be determined by the Board from time to time.

6. Distribution of takings from the MGR shall be determined from time to time provided that, as a general rule, no less than  ?% shall be retained by the Club.  The Board may, at its discretion, vary this percentage where special circumstances exist.

7. All monies received from the MGR shall be banked to the credit of the Club’s Activities Account and all disbursements, similarly, shall be made from this account.

8. All costs of operation e.g. maintenance, registration, statutory charges, insurances etc. shall be borne by the Club’s Activities Account.

9. The Board shall ensure appropriate insurance policies are in force to indemnify the Club against risk claims and/or personal injury claims.

10. The Board shall ensure an appropriate comprehensive policy is in force in case of accidental damage to the MGR whilst being towed or transported.

11. From time to time, a roster of members shall be drawn up and published in the Club Bulletin.  The roster will ensure sufficient personnel are available to operate the MGR at all functions, providing always, that no less than 2 (two) Lions members shall be in attendance.

12. Should a member be rostered to operate the MGR and finds he/she is not in a position to carry out their duties, it shall be their responsibility to ensure their place is taken by a substitute member.

13. No alcohol shall be consumed by members operating the MGR.  This rule must be strictly adhered to.  Failure to do so could adversely jeopardise the Club under its insurance cover and the regulations of the Workplace Health and Safety Act and may also adversely reflect on the image of the Club.
SECTION …  :- COMBINED SERVICE CLUBS MEETING

1. The Club shall, in rotation with the other service clubs in …(name of town)…, host an Annual Combined Service Clubs Dinner Meeting.

2. At that dinner, places shall be reserved at the top table for the Presidents of each visit club, and the guest speaker.

3. The dinner, traditionally, has a designated beneficiary which is the annual local Cancer Appeal but may be waived if the club so decides.
4. A guest speaker(s) shall be organised preferably to address the meeting on a matter related to cancer and its treatment, diagnosis etc.

5. Each participating Club shall appoint a Tailtwister/Sergeant and Arms for the dinner.
6. All fines collected shall be donated to the Cancer Appeal

7. A multi-draw raffle will be held with nett proceeds being donated to the Cancer Appeal.

8. Club members shall be encouraged to sit with members of the other service clubs present and not in a Club group or clique.

SECTION …  :- MISS PERSONALITY QUEST

1. The Club, historically, has participated in the Miss Personality Quest on a biannual basis.

2. A Chairperson shall be appointed by the President of the day and the Chairperson, in return, shall appoint a committee of interested persons to organise appropriate fundraising activities.  These may include general members of the public e.g. parents, relatives and friends of the entrant.

3. The Club shall donate the first $500.00 (Five Hundred Dollars) towards the entrant’s fundraising activities.  This donation shall be charged against the Club’s Activities Account.

4. The Committee shall reserve the right to select a suitable entrant provided, always, that preference shall be given to daughters of Club members.

5. All incentives prizes shall be presented to the entrant at appropriate dinner meetings where the entrant and her parents will be guests of the Club.

6. Cost of dinners for the entrant and her parents shall, at all times, be borne by the Club’s Activities Account.

7. At the conclusion of the Quest, a Certificate of Appreciation shall be presented to the entrant and any other outstanding supporters i.e., non-Lions who may have assisted her fundraising efforts.

8. In the year when the Club has no entrant, the Club may opt to sell tickets in the Miss Personality Art Unions run by the Miss Personality office.

SECTION … :- YOUTH EXCHANGE

From time to time, and in addition to Section ?, Clause ?, (Youth of the Year winner) the Club participates in the Youth Exchange Programme and when suitable students are nominated, or make themselves available, the following shall apply:-
1. The Club shall purchase the appropriate Youth Exchange Blazer for presentation to the exchange student.  Presentation to be made at a “Bon Voyage” dinner meeting (preferably oartners’ night) at which the exchange student’s parents are also to be invited as guests of the Club.

2. A reasonable quantity of suitable, easy to carry souvenirs of ………….., shall be purchased and given to the exchangee for distribution in the country of their visit.

3. A suitable number of Club bannerettes should also be given to the exchangee for appropriate presentations whilst overseas.

4. On return from the exchange visit, the exchangee and his/her parents shall be invited to a “Welcome Home” dinner (preferably a partners’ night) and the exchangee will be invited to be the guest speaker at that meeting.

5. An appropriate presentation shall be made to the exchangee at his/her “Welcome Home.

6. Costs of the exchangee’s blazer, souvenirs, dinners and those of his/her parents will be a charge against the Club’s Activities Account.

SECTION … :- HONORARIUM/EXPENSES

1. 
In accordance with Club Minutes dated                , the President may, at his/her sole discretion, receive an honorarium in the sum of $150.00 (One Hundred and Fifty Dollars).  Such sum being to defray the personal expenses of office e.g. telephone calls etc. during his/her term as President.

2. No other honorarium shall be payable to any other member of the Club.

3. All expenses incurred by any member while acting as Chairperson of a sub-committee e.g. postage, telephone calls etc shall, at the discretion of the Board, be a charge against the particular activity/project.  Provided always however the Lion Chairperson making the claim submits a full and strictly detailed account of the said expense.

4. Members personal expenses for attending any function/project/activity of the Club will not be reimbursed.

SECTION… :- CONVENTION ACCOUNT

1. All fines and profits of raffles at dinner meetings shall be placed in a special sub-ledger account designated “Convention Account”.

2. The balance of the account shall, in turn, be used to defray the expenses of members and their partners attending District, Multiple District or International Conventions.

3. Where more than one member attends the Convention, the balance shall be divided evenly amongst those attending.

SECTION … :- LIONS LADIES AUXILIARY

1. The partners of all male Club members shall be encouraged to participate in meetings/projects organised by the auxiliary.

2. Every female partner is welcome to attend meetings of the Lions Ladies Auxiliary whether or not they are Lions partners or female members of the Lions Club.

3. Elections of officers shall be conducted each year.

4. It shall not be mandatory for the partner of the President Elect of the Lions Club to be the President of the Auxiliary.

5. All funds raised by the Auxiliary shall be distributed at its discretion, provided always, that the Lions Club is advised accordingly and proper liaison has taken place.

6. Minutes of all meetings of the Auxiliary shall be forwarded to the Lions Club for inclusion in Club records.  This action is necessary to protect all parties in the event of any subsequent claims lodged under the respective Lions Insurance Programmes.

7. Partners of deceased Lions will always be made welcome and may continue their membership of the Auxiliary and, for insurance purposes, will be included as “designated helpers”.

SECTION … :- “TITANIC” FOOD VAN

1. A Chairperson shall be appointed each year to collate bookings, rosters, maintenance etc.

2. Use of the van and equipment can only be authorised by the Board.

3. A minimum of 2 (two) Lions must be present at all times whilst the Dagwood Dog equipment is in use.

4. Chairperson duties include the following:

· Drawing up and publication of suitable roster for each event.

· Pre-ordering of all requisites and stock (e.g. frankfurts, batter, skewers, gas, sauce, paper towels etc.)

· Ensuring all equipment to be used is clean and in sound working order.

· That a suitable cash float is available.

· Overall supervision of the setting up and operation of the equipment ensuring the ongoing safety of both the members of the public and all Lions and other volunteers.

· Ensuring all equipment used is cleaned and stored appropriately following each usage.

5. Pricing of Dagwood Dogs to be reviewed by the Board in the light of recommendations of the Chairperson.

6. Pricing “posters” to be prominently displayed in appropriate places within and outside of the van.
7. Where the equipment is used as part of a fund raising effort on behalf of another person or organisation, the net profit is to be split as follows: 60% Lions Club, 40% other party.  However, the Board may, at its discretion, vary that profit split if circumstances warrant.

8. No alcohol shall be consumed by members operating the Dagwood Dog equipment.  This rule to be strictly adhered to.  Failure to adhere to this policy not only adversely affects our Club’s image, but could also adversely jeopardise the Club under its insurance cover and the regulations of the Workplace Health and Safety Act should, for any reason, an accident occur.

SECTION … :- DONUT VAN

1. Under the control of the Lions Ladies Auxiliary, however, in general to be operated along the same lines as the Dagwood Dogs (refer Section “Titanic”).

SECTION …:- FAIRY FLOSS

1. Under the control of the Lions Ladies Auxiliary, however, in general to be operated along the same lines as Dagwood Dogs (refer Section “Titanic”).

SECTION … :- SAFETY, WELFARE AND INSURANCE

1. A Club Safety Officer is to be appointed.  A Deputy Safety Officer is to be nominated for each Club Project if the Club Safety Officer is not present.

2. A checklist of safety procedures is to be completed for each Club project and retained by Club Safety Officer for file purposes.

3. Every member is to be aware of safety requirements and to ensure the Safety Officer is made aware of unsafe practices or situations, particularly in regard to equipment or personnel.

4. The Project Chairman will ensure that every member’s name, and those assisting from the general public, on each project, are to be recorded in the Project Register Book, recording accurate times where indicated.

5. A Club Incident Register is to be maintained and will record all details of any incident.

6. The Club’s First Aid Kit is to be held and maintained by the Club’s Safety Officer and is to be available at all projects.

7. The appointed member is to ensure that all Local Government Health requirements and O.H. & S. requirements are met at each project and all necessary certificates of compliance are available.

8. A Welfare Officer is to be appointed at the first Board Meeting of the year.  His/her duties to include:

(a) Acknowledgment of members and family birthdays;

(b) Important anniversaries of members and their families;

(c) Graduations/milestones or other celebratory occasions;

(d) Ensuring membership commitments are not placing a financial strain on any individual member;

(e) Provide support, through other members as appropriate, to any member who is unable, for whatever reason, to fully participate in Lions activities;

(f) Provide care and support, through other members if necessary, to any member, or their family, who may have met with an accident, been hospitalised, are suffering from an illness, or bereavement.

9. The Treasurer is to ensure all Club property is adequately insured on a Comprehensive Insurance basis and any premium, together with that of the General Insurance, is paid by the due date and charged against the appropriate account.

10. The Club shall take out Optional Insurances to cover non-Lions, not designated as a partner, regularly working on projects, plus members aged 76 to 85 y/o in terms of Lions MD201 Optional Insurance Policy and renewal notice.  Any increase in capital benefits or weekly benefits to be determined by the Club Board at its August Meeting, or upon receipt of renewal advice.
SECTION … :-  CLUB BULLETIN AND PUBLICITY

1. A Publicity Officer is to be appointed each year to cp-ordinate publicity concerning club activities, events, special happenings or any other newsworthy item, to all forms of the media.



Special attention to be given to the District Newsletter







Q3 Web Page







Australian Lion







Local newspapers







Radio, wherever possible



Procedure as detailed in Policy Minutes  (?) is to be observed.

2. Any material advertising or promoting projects in Australian Lion, District Newsletter and District Web Page or to other Clubs, may only be distributed through the Club Secretary.

3. A Club Scrapbook and Historical record, including photographic history of the Club, its members and activities, is to be maintained by the Publicity Officer.

4. Any Historical information to be provided to the District Historian, as required.

5. A Club Bulletin shall be published on a monthly basis and distributed to be each member, with copies being sent to District Governor, Vice District Governor, Region Chairman, Zone Chairman, Local Clubs and Editor of the District Newsletter.

6. Copies of the District Newsletter are to be circulated to all Club members.

7. Distribution of the Club Bulletin and District Newsletter shall be via the internet .

8. Should any member(s) not be able to receive via the internet, the secretary will provide a copy for them.

SECTION … :-  PROPERTY

1. The Lion Tamer shall be responsible for the safe custody of all Club Regalia and shall also:

(a) Maintain an inventory of Club property;

(b) Complete a physical check of all property at least once every three months;

(c) Control the issue and return of items;

(d) Report to the Board at the next Board Meeting following each physical check.

2. Any member who borrows any item of Club property for non-official use shall be responsible for its return in good order, or replacement.

3. The Club shall make efforts, in conjunction with the Club Secretary, to recover any items of Club Regalia from terminating Lions.

SECTION … :-   DONATIONS

1. In April each year members are to be invited to submit ideas for annual distribution of Club funds from the Community Service Account.

2. Members’ submissions or ideas are to be discussed at the May monthly Board of Directors Meeting.

3. President to declare his/her ideas or suggestions of what Community Service funds may be distributed at the May Board Meeting, purely as an indication of potential support.

4. President to submit his/her intention to June Board Meeting which are to be discussed in conjunction with earlier submissions and final decisions resolved.

5. Should it be the President’s intent to recognise any members or members by presentation of an award that requires prior notification to LCI or MD, this decision may be brought forward to the April Board Meeting.

6. Should the Club decide to recognise any member or members by provision of a Melvin Jones Fellowship, the selection shall be made by current MJF recipients from within the Club.  Such selection  is to be submitted to a majority of Board Members for ratification (if a decision is made to recognise a member of the community as a Melvin Jones Fellow, the Club Board should vote on the nominee).

7. Presentation of Australian Lions Awards shall be at the discretion of the President in consultation with senior Lions from within the Club.

SECTION … :-  SAUSAGE SIZZLE

1. Project to be under the control of the nominated Chairman.

2. Approved sites are to be ……………….(location)……………….. or other suitable locations at the discretion of the Club’s Board of Directors, dates as arranged by negotiation.

3. As far as possible, all members to participate in the activity and follow specific guidelines previously issued in respect of the operation of the actual project.

4. A roster of members to be prepared under the direction of the Project Chairman.

5. Points to be considered in drawing up the roster include:

· Member’s involvement in other Lions activities e.g. Conventions, Cabinet responsibilities, training courses or other project.

· Any personal commitments at specific times of the year that may preclude attendance.

· Roster to be prepared on a six monthly cycle.

· Roster to be made available during the last month of the previous quarter.

· Composition of each team to be changed regularly, to provide opportunity of each Lion member working with a different group thus improving cohesiveness, fellowship and responsibility.

· Team leaders to be rotated, as far as possible, to enable all members an opportunity to head up one of the Saturday activities.

· Towing of trailer to be regarded as a rostered duty.

· ……..(name)………. Certificate of compliance to be prominently displayed on all occasions when trailer is in use.
· Those responsible for transport are to be provided with a key to the storage facility at ………(location)……………

· Sausage sizzle trailer to be left in a clean state as per guidelines ………(where)…………….

SECTION … :-  CHRISTMAS CAKES

1. The Club shall participate in the selling of Lions Christmas Cakes, suitable sites to be identified and various selling centres approached for approval.

2. A Project Chairman shall be appointed each year, reporting through the appropriate Vice President.

3. The Club shall provide two types of cakes on a “needs and demands” basis i.e. 1.5kg and 1kb Christmas Cakes.

4. The project is to be conducted in accordance with instructions provided in the Cake Chairman’s manual provided by the National Cake Committee each year.

5. Discounts are permissible for bulk sales to a maximum of $1.00 per cake, for orders of two cartons, or greater.

6. The matter of home deliveries and distribution prior to Christmas shall be determined at the October Board Meeting each year.

7. Members are to be invoiced for any cakes provided to them on an individual basis, by the Cake Chairman.

8. The Treasurer shall provide the Cake Chairman with a copy of any receipts issued for proceeds of cake sales, to assist in account and reconciling procedures.

9. All monies for cakes sold are to be paid to the Treasurer immediately.

10. Proceeds of cake sales are to be passed through a separate ledge entry in Community Service Account and profits each year shall retain their identify of purpose.

11. Cakes may be sold roadside in conjunction with the sale of trees, or at shopping centres in conjunction with any pre-Christmas art union being conducted, provided Centre Management approval has been obtained.

12. Members are invited to submit ideas for increasing the volume of cakes sold, and are encouraged to seek outlets for the sale of cakes.

SECTION …, :-  MINTS

1. The Club shall participate in this worthwhile Multiple District Project.

2. Our authorised mint supplier shall be the MD recognised supplier “Lions Mints Australia”.

3. A Project Chairman to be known as “The Mint Chairman” shall be appointed each year and report to the Club through the nominated Vice President.

4. Members are invited to submit ideas to the Mint Chairman whereby mint sales may be increased, or new outlets investigated, all members are encouraged to promote sale of mints and seek distribution sale outlets.

5. If a particular outlet is not proving profitable,  mints are to be withdrawn from sale immediately.

6. Monies received from the sale of mints are to be passed through a separate ledger account and profits each year shall retain their identify of purpose.

7. Profits from the sale of mints are to be used in supporting Lions Community Service Projects.

8. Mint outlets are to be served by the member responsible at least fortnightly.

9. Discounts may be negotiated through the Mint Chairman for bulk buys, of one carton or more.

SECTION … :- RISK MANAGEMENT STRATEGY

1. All members are to be made aware of the current State Government Policy in respect to the necessity to hold a current Blue Card issued by the Commission for Children and Young People and Child Guidelines.

2. A Register of Blue Card Holders covering …(Club name)…….Club Members is to maintained by the Club Secretary and expiry dates properly diarised to ensure renewal occurs.

3. Members and their families are excluded from participating in Youth Projects or activities if not holders of current Blue Cards.

4. Appropriate policy for youth projects to be administered in line with directives issued from Lions District 201Q3 and the Commission for Children and Young People and Child Guardians.

5. Compliance with Government regulatory policy and procedures is not to be seen as an exemption to participate in youth projects i.e. Members must be a Blue Card Holder.

6. The Club shall adopt a Risk Management Strategy, adopting guidelines provided by District 201Q3 and review such guidelines on a regular basis at least annually.

