COFFS HARBOUR SUREF LIFE SAVING CLUB LIMITED
BY-LAWS — Museum Committee

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

Museum Committee

(a) Members of the Museum Committee overseen by the Director of Member Services shall
comprise:

* Chair of Museum Committee

* Club Historian (if appointed)

* Curatorial Coordinator

* Archival/Research Coordinator

» Community & Education Liaison

* Facilities/Display Officer

The Director of Member Services supports the implementation of the Museum and Heritage
Policy and the coordination of the committee’s activities.

Terms of Reference

2. The Museum Committee shall preserve, protect, and present the heritage of the
Coffs Harbour Surf Life Saving Club and its place in community history.

3. In furtherance of the previous By-Law, the Museum Committee, without limiting the
generality of the obligations imposed, shall:

(a) Develop and maintain a physical and digital collection of historical materials in
accordance with the Collection Policy.

(b) Facilitate accurate cataloguing, storage, and conservation of items, archives, and
memorabilia.

(c) Coordinate exhibitions and displays across the club facility and partner venues, both
permanent and temporary.

(d) Engage with past members, families, and the community to enrich the club’s historical
holdings.

(e) Record oral histories and gather visual media for interpretative and educational
purposes.

(f) Support strategic partnerships with schools, libraries, and cultural institutions.



(g) Promote volunteer engagement in archival, research, and exhibition work.

(h) Submit regular reports and recommendations to the Board, especially in relation to
acquisitions, loans, and collection development.

Collection Management

4. The Museum Committee shall ensure all heritage items and historical materials are
managed in accordance with the approved Collection Policy and relevant cultural
heritage standards.

5. The Committee shall identify, record, and label all historical items and provide
appropriate environmental controls for their safe storage or display.

6. Where applicable, acquisitions and deaccessions shall be reviewed and endorsed by
the Board, following recommendation from the Committee.

Interpretation & Communication

7. The Committee shall develop an Interpretation Plan that outlines:

(a) Key historical themes to be communicated to members and the public.
(b) Methods of interpretation (e.g. guided tours, signage, publications, digital exhibits).
(c) Target audiences and educational outcomes.

(d) Alignment with surf life saving values, local history curricula, and volunteer stories.

Responsibilities

8. The Committee shall:

(a) Curate and update the Club’s honour boards and life member profiles.
(b) Support annual awards presentations with historical context and archival materials.

(c) Contribute to club communications, including newsletters and social media, with heritage
content.



(d) Seek external funding opportunities for museum projects (e.g. grants, donations,
sponsorships).

(e) Ensure all museum-related activity aligns with the Club’s strategic plan and policies.

Role

To preserve, promote, and interpret the heritage and history of the Coffs Harbour Surf
Life Saving Club.

Purpose

To operate a museum and archival function that documents the people, milestones, and
contributions of the Club to surf life saving and the local community.

Chair

The Chair of the Museum Committee shall be appointed by the Board and shall be
responsible for convening meetings and leading implementation of the Committee’s
initiatives.

Frequency of Meetings

1. Initial planning meeting within 6 weeks of appointment.
2. Quarterly meetings thereafter, or more frequently as required.

3. Annual review and planning session in alignment with the AGM.

Recording of Minutes

* Minutes shall be recorded for all meetings and emailed to the Board within 48 hours.

Functions of Delegated Authority



(a) Recommend acquisitions, loans, and exhibition proposals.

(b) Oversee budget allocation for heritage activities.

(c) Collaborate with education and marketing teams to support engagement.
(d) Manage digital archives and ensure secure storage of digital files.

(e) Coordinate special commemorations, anniversaries, and memorials.

Honors

The Museum Committee is responsible for the historical curation and record-keeping of all
Club honours and awards relating to Club service, memorials, and life membership.

Checklist

1.

2.

3.

4.

Maintain and update the club honour rolls and awards archive.

Conduct an annual audit of museum assets and stored heritage materials.
Ensure compliance with the Collection Policy.

Support interpretation of permanent and temporary displays.

Capture and preserve oral history recordings and photographs.

Submit a summary report for the Annual General Meeting.

Chair of Museum Committee
(Insert Name upon appointment)
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