
COFFS HARBOUR SURF LIFE SAVING CLUB LIMITED 

BY-LAWS – Members Services 

 
Members Services Committee 

These By-Laws have been adopted by the Board as of 13.08.2024 

Members of the Members Services Committee overseen by the Head of Members 
Services shall comprise:- 

WHS Officer 
Complaints & Grievances (not a committee member) 
Child Protection Officer 
Member Protection Information Officer (not a committee member) 
Youth Development Officer 
Inclusivity & Diversity Officer 
Honorary Service Coordinator/Historian/Memorabilia 

 

The Head of Members Services implements the Members Services Policy 

 

Terms of Reference is as follows: 

Role - To foster and support the membership experience of the club. 
 
Purpose – to act as a support and information source for members. Where applicable to liaise with 
club committees on the matters of member protection and development e.g. youth development 
and inclusivity. 
 
Responsibilities – To encourage the compliance of members and committees to ensure the 
protection of its members. Reviews; surveys (Feedback) and policy (Updates). 
 
Chair – Head of Member Services. 
 
Frequency of Meetings  
 
 

1. Pre-Season (14 weeks prior). 
2. Patrol and Junior Education season commencing end of September 
3. End of Season Review (Within two weeks of the completion of the Australian 

Championships).  
 

https://docs.google.com/document/d/1_RFkGwp4RzJUnMmk1eYMbbawnjmxD3Y-2rvgaER_TxI/edit?usp=sharing


Recording of Minutes - Emailed to Club board 48hrs after meetings. 
 
Functions of Delegated Authority 
 
 

(a)  Assisting the record keeping of member child protection document i.e. WWCC 
(b) The review and implementation of inclusivity and diversity programs 
(c) The delivery of youth development pathway initiatives and programs. 
(d) Keep records of member honours e.g. 10/15/20/25+ service (Patrols) and 

(Coaching) etc. 
(e) Assist members to access support and communicate their right to such support. 

 
Checklist 

• The members services committee shall manage the programs, policies and 
resources relating to Member Services as determined by SLSNSW.  

• Develop and maintain youth and development programs.  
• Develop and maintain leadership programs that positively contribute to the future 

of SLSNSW.  
• Develop and maintain recruitment and retention programs in consultation with 

relevant personnel, Branch and SLSNSW.  
• Develop and maintain peer support programs in consultation with relevant 

personnel, Branch and SLSNSW.  
• Coordinate Member Protection Information Officer training and maintain database 

as required.   
• Liaise with Support Officers to monitor member services programs.  
• Provide timely reports to the board on member services programs as required.  
• Assist in grant proposals and other funding opportunities to support member 

services programs. 

Youth Development Officer 
 
• Coordinate all youth related programs within the club 
• Act as primary contact for all youth related matters within the club 
• Coordinate junior and U14-U17 year old activities 
• Liaise with club committee members and club youth 
• Coordinate participants for National, State and Branch run leadership and other 

development programs 
• Organise applications for state and regional programs 
• Club contact for youth development and memberships SLSNSW and SLSA 

 
WHS Officer 
 

• Ensure the Surf Club Work Health and Safety & Rehabilitation systems are up to 
date 

• Implement and oversee risk management procedures 



• Set up, implement and monitor injury reporting system 
• Carry out investigations of Surf Club workplace incidents 
• Set up, implement and monitor Work Health & Safety education and training 

systems 
• Implement rehabilitation and “Return to Surf Club Duties” procedures 
• Submit report to monthly Surf and Beach Committee meeting 

 
Complaints & Grievances 
 

• Dealing with all complaints in a fair, timely and transparent manner.  
• Escalating complaints as appropriate to ensure that appropriate persons are 

involved.  
• Considering the reasonable wishes of all parties involved.  
• Providing communication on a regular basis as to the progress of the complaint.  
• Clearly explaining the next steps and options to all parties involved in a complaint.  
• Maintaining appropriate confidentiality regarding complaints.  
• Reporting any serious issues involving children and young people or allegations of a 

serious criminal offence to relevant authorities.  
• Maintaining appropriate records of complaints in a safe and confidential manner.  

 

Complaints Managers may be asked to act as a Complaints Manager for another club or branch. 

This could be due to conflict of interest or availability of appropriately skilled members. 
 
Child Protection Officer 
 

• Be the single point of contact at a club/branch level for all child safe information 
distributed by SLSNSW.  

• Review all child safe information distributed by SLSNSW and share or action with 
relevant members of the club/branch.  

• Respond to requests for feedback made by SLSNSW in relation to child safety on 
behalf of the club/branch (e.g. respond to surveys; consult with club/branch and 
feed back to SLSNSW).  

 
Depending on their skills, experience and availability, Child Safe Coordinators may 
also:  
 

• Review and advise the club/branch on best practice in relation to child safety at SLS 
activities and events.  

• Proactively promote SLS’s policies and codes of conduct ensuring that they are 
understood and adhered to at both member and executive level.  

• Monitor and promote the completion of child safe awareness training within the 
club/branch.  

• Address any identified non-compliances with the SLSA Child Safe Policy with the 
club/branch executive committee.  

• Encourage and enable reporting of child-related incidents and concerns.  



• Ensure that any club/branch members who require a WWCC have provided their 
current number, expiry date and verification result, as per the guidelines from the 
Office of the Children’s Guardian. 

 
Member Protection Information Officer 
 

• Have a thorough knowledge of the Member Protection Policy and the Complaint 
Resolution Policy. 

• Possess detailed awareness of Safeguarding and the Child Safe Policies.  
• Possess a good understanding of all other Club, State and National Surf Life Saving 

policies and procedures.  
• Provide advice regarding options for compliant resolution as outlined in the 

Complaints Resolution policy.  
•  Act as an impartial body, being available to all members of the club to provide 

options available in grievance and complaints resolution.  
• Be aware of and adhere to requirements of confidentiality with regards to notes, 

emails, meetings and any conversations participated in while holding the role of 
MPIO.  
 
Based on their skills, experience and availability, Member Protection Information 
Officers may also:  
 

• Be aware of the planning and implementation of activities that require member 
protection and safeguarding components, and review Club processes regularly to 
ensure safety and welfare for Club members.  

• Be proactive in matters of member welfare, creating awareness of policies and 
expectations at both member and executive level. Identify any Member Protection 
Policy non-compliance and raise with the club committee.  

•  Work with their club to ensure that the members who require a WWCC have 
provided their current number and expiry date as per the guidelines from the Office 
of the Children’s Guardian. 

• Be asked to act as MPIO for members of a different Club, due to conflicts of 
interest, availability or specific skills sets required.  

• Be a support person if requested (and willing) during the complaint proceeding, or 
be able to provide contact details for local support agencies 

 
Honorary Service Coordinator/Historian/Memorabilia 
 

• Gather and monitor member service information 
• Apply for service awards 
• Present service awards at presentations 
• Collate, archive and upkeep club historical records and displays. 

 
 
 



Inclusivity & Diversity Officer 
 

• To advise and support club members and officers to implement experiences and programs 
(See the support page at SLS NSW) 

 
 
 
The Judiciary for a member services matter. 

(a) The judiciary committee shall consist of 5 (five) persons from the Board.  

(b) They shall be: President, Secretary, Treasurer, Club Captain and one other 
Director. 
 

(c) The Director shall be appointed from time to time by the Board. 

 
Members Nominating for Branch Member services related Executive or Branch non-voting 
positions. 

Must notify the board of directors prior to branch nominations closing their intention to 
nominate. The board of directors has total power to endorse or ask the member to stand down 
from nomination. Failure to do so will result in disciplinary proceedings. 

 

 

https://www.surflifesaving.com.au/members/members-info/diversity-and-inclusion/

