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MEMBER PROTECTION POLICY 
 

 
1. Introduction 

 

Essendon Hockey Incorporated and its sections (“the Club”) is a community based club focused on 
ensuring the Club is a safe, welcoming and inclusive environment for all members and visitors, 
with the aim of growing participation in the game of hockey and involvement in the Club. 

 
2. Purpose of Our Policy 

 

The main objective of our Member Protection Policy (“policy”) is to maintain responsible 
behaviour and the making of informed decisions by participants in this Club. It outlines our 
commitment to a person’s right to be treated with respect and dignity, and to be safe and 
protected from discrimination, harassment and abuse. Our policy informs everyone involved in 
our Club of his or her legal and ethical rights and responsibilities and the standards of behaviour 
that are required. It also covers the care and protection of children participating in our Club’s 
activities. 

 
3. Who Our Policy Applies To 

 

Our policy applies to everyone involved in the Club, whether they are in a paid or unpaid/voluntary 
capacity, including committee members, administrators, coaches, support personnel, officials 
(umpires/referees/judges), members (including life members), players, parents and spectators. 

 

 
4. Extent of Our Policy 

 

Our policy, and other relevant policies, cover unfair decisions (e.g. team selection) and actions, 
breaches of our code of conduct and behaviour that occurs during games and at training, in the 
club rooms, at social events organised or sanctioned by the Club, and on away and overnight 
trips. It also covers private behaviour where that behaviour brings our Club or sport into disrepute 
or there is suspicion of harm towards a child or young person. 

 

 
5. Club Responsibilities 

 

We will: 

▪ implement and comply with our policy; 
▪ promote our policy to everyone involved in our Club and ensure that a copy of our policy is 

accessible by all people to whom the policy applies; 
▪ promote and model appropriate standards of behaviour at all times and the consequences of 

any breaches of this policy; 
▪ respond to breaches or complaints made under our policy promptly, fairly, and confidentially; 
▪ recognise and enforce any penalty imposed by our policy; 
▪ review this policy every 12-18 months; and 

▪ seek advice from and refer serious issues to Hockey Victoria or other relevant statutory bodies 

such as police where appropriate. 
 

Serious issues include unlawful behaviour that involves or could lead to significant harm and 

includes criminal behaviour (e.g. physical assault, sexual assault, child abuse) and any other 

issues that our state or national body request to be referred to them or police where appropriate. 

 
6. Individual Responsibilities 

 

Everyone associated with our Club must: 
 

• make themselves aware of the content of this policy; 
• comply with all relevant provisions of this policy including the standards of behaviour outlined 

in the Club’s policies; 
• consent to the screening requirements set out in this policy, and any state or territory Working 

with Children Checks if the person holds or applies for a role that involves regular 
unsupervised contact with a child or young person under the age of 18, or where otherwise 
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required by law; 
• treat others with respect; 
• always place the safety and welfare of children above other considerations; 
• be responsible and accountable for their behaviour; 
• follow the guidelines outlined in this policy if they wish to make a complaint or report a 

concern about possible child abuse, discrimination, harassment or other inappropriate 

behaviour; and 
• comply with any decisions and/or disciplinary measures imposed under this policy. 

 

7. Protection of Children 
 

7.1 Child Protection 
 

Our Club is committed to the safety and wellbeing of all children and young people who 
participate in our club’s activities or use our services. We support the rights of the child and will 
act without hesitation to ensure a child safe environment is maintained at all times. We also 
support the rights and wellbeing of our staff and volunteers and encourage their active 
participation in building and maintaining a secure environment for all participants. 

 
The Club acknowledges that our staff, members and volunteers provide a valuable contribution to 
the positive experiences of children involved in our sport. The Club aims to continue this and to 
take measures to protect the safety and welfare of children participating in our sport by: 

 
7.1.1 Identify and Analyse Risk of Harm 

 
The Club will develop and implement a risk management strategy, which includes a review of 
existing child protection practices, to determine how child-safe and child-friendly the 
organisation is and to determine what additional strategies are required to minimise and 
prevent the risk of harm to children because of the action of an employee, volunteer or another 
person. 

 
7.1.2 Develop Codes of Conduct for Adults and Children 

 
The Club will ensure that the organisation has codes of conduct that specify standards of 
conduct and care when dealing and interacting with children, particularly those in the 
organisation’s care. The organisation will also implement a code of conduct to address 
appropriate behaviour between children. 

 
The code(s) of conduct will set out professional boundaries, ethical behaviour and 
unacceptable behaviour. 

 
7.1.3 Choose Suitable Employees and Volunteers 

 
The Club will ensure that the organisation takes all reasonable steps to ensure that it engages 
the most suitable and appropriate people to work with children especially those in positions 
that involve regular unsupervised contact with children (in prescribed positions). 

 
This may be achieved using a range of screening measures. Such measures will aim to 
minimise the likelihood of engaging (or retaining) people who are unsuitable to work with 
children. 

 
The Club will ensure that working with children checks/criminal history assessments are 
conducted for employees and volunteers working with children, where an assessment is 
required by law and/or requested by the Essendon Hockey Board. 

 
If a criminal history report is obtained as part of their screening process, the Club will ensure 
that the criminal history information is dealt with in accordance with relevant state 
requirements. 

 
7.1.4  Support, Train, Supervise and Enhance Performance 

 
The Club will ensure that volunteers and employees who work with children or their records 
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have ongoing supervision, support and training, such that their performance is developed and 
enhanced to promote the establishment and maintenance of a child-safe environment. 

 
7.1.5 Empower and Promote the Participation of Children in Decision-Making and 
Service Development 

 
The Club will promote the involvement and participation of children and young people in 
developing and maintaining child-safe environments. 
 
7.1.6 Report and Respond Appropriately To Suspected Abuse and Neglect 

 
The Club will ensure that volunteers and employees are able to identify and respond to 
children at risk of harm. 
 
The Club will make all volunteers and employees aware of their responsibilities under 
respective state laws if they have suspicion on reasonable grounds that a child has been or is 
being abused or neglected. 

 
In addition to any legal obligation, if any person feels another person or organisation bound by 
this policy is acting inappropriately towards a child or is breaching the code(s) of practice set 
out in this policy, they may make an internal complaint.  Please refer to our complaints 
procedure outlined in attachment 5 of this policy.  This will explain what to do about the 
behaviour and how the Club will deal with the concerns raised. 
 
Any person who believes a child is in immediate danger or in a life threatening situation should 
contact the Police immediately. 

 

 
7.2 Supervision 

 

Children under the age of 18 must be supervised at all times by a volunteer or employee whilst 
participating in Club activities.  The Club will provide a level of supervision adequate and relative 
to the child’s age, maturity, capabilities, level of experience, nature of activity and nature of 
venue. If a member finds a child under the age of 18 is unsupervised, they should assume 
responsibility for the child’s safety until the child’s parent/guardian or supervisor can be found. 

 

Parents must turn up on time to collect their child for reasons of courtesy and safety. If it 
appears a member will be left alone at the end of a training session with just one child, they will 
ask another member to stay until the child is collected. 

 

 
7.3 Transportation 

 

Parents/guardians are responsible for transporting their children to and from Club activities (e.g. 
training and games) or for making other appropriate arrangements for transportation. 

 

 
7.4 Taking Images of Children 

 

Images of children must be used appropriately or legally.  The Club requires that members, 
wherever possible, obtain permission from a child’s parent/guardian before taking an image of a 
child that is not their own and ensure that the parent knows the way the image will be used. We 
also require the privacy of others to be respected and disallow the use of camera phones, videos 
and cameras inside changing areas, showers and toilets. 

 
If the Club uses an image of a child, it will avoid naming or identifying the child or it will, wherever 
possible, avoid using both the first name and surname. We will not display personal information 
such as residential address, email address or telephone numbers, without gaining consent from 
the parent/guardian. We will not display information about hobbies, likes/dislikes, school, etc. as 
this information can be used as grooming tools by paedophiles or other persons. We will only 
use appropriate images of a child, relevant to our sport and ensure that the child is suitably 
clothed in a manner that promotes the sport, displays its successes, etc. 

 
8. Anti-harassment, Discrimination and Bullying 

 

Our Club is committed to providing an environment in which people are treated fairly and 
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equitability and that is, as far as practicable, free of all forms of harassment, discrimination and 
bullying. 
 
We recognise that people may not be able to enjoy themselves or perform at their best if they are 
treated unfairly, discriminated against, harassed or bullied. 
 
8.1 Discrimination 

 
 Unlawful discrimination involves the less favourable treatment of a person on the basis of one or 

more of the personal characteristics protected by State or Federal anti-discrimination laws. 
 

Discrimination includes both direct and indirect discrimination: 
 

 Direct discrimination occurs if a person treats, or proposes to treat, a person with a 
protected personal characteristic unfavourably because of that personal characteristic. 
 

 Indirect discrimination occurs if a person imposes, or proposes to impose, a requirement, 
condition or practice that will disadvantage a person with a protected personal characteristic 
and that requirement, condition or practice is not reasonable. 

 
For the purposes of determining discrimination, the offender’s awareness and motive are 
irrelevant. 

 
8.2 Harassment 

 
Harassment is any unwelcome conduct, verbal or physical, that intimidates, offends or humiliates 
another person and which happens because a person has a certain personal characteristic 
protected by State or Federal anti-discrimination legislation.  
 
The offensive behaviour does not have to take place a number of times, a single incident can 
constitute harassment.  
 
Sexual harassment is one type of harassment. Sexual harassment involves unwelcome conduct, 
remarks or innuendo of a sexual nature. It covers a wide range of behaviours and can be verbal, 
written, visual or physical. Sexual harassment is not limited to members of the opposite sex. 
 
Every person is covered by the anti-discrimination laws that apply in their State as well as Federal 
anti-discrimination laws. 

 
The following is a list of all the personal characteristics that apply throughout Australia: 

 gender; 

 race, colour, descent, national or ethnic origin, nationality, ethno-religious origin, 
immigration; 

 national extraction or social origin; 

 marital status, relationship status, identity of spouse or domestic partner;  

 pregnancy, potential pregnancy, breastfeeding;  

 family or carer responsibilities, status as a parent or carer;  

 age;  

 religion, religious beliefs or activities;  

 political beliefs or activities;  

 lawful sexual activity;  

 sexual orientation and gender identity;  

 profession, trade, occupation or calling;  

 irrelevant criminal record, spent convictions; 

 irrelevant medical record;  

 member of association or organisation of employees or employers, industrial activity, trade 
union activity;  

 physical features;  

 disability, mental or physical impairment;  
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 defence service; and  

 personal association with someone who has, or is assumed to have, any of these personal 
characteristics.  

 
Legislation also prohibits: 

 racial, religious, homosexual, transgender and HIV/AIDS vilification; and 

 victimisation resulting from a complaint. 
 

8.3 Bullying 
 
Our Club is committed to providing an environment that is free from bullying. We understand that 
bullying has the potential to result in significant negative consequences for an individual’s health 
and wellbeing, and we regard bullying in all forms as unacceptable at our Club.  
 
Bullying is characterised by repeated, unreasonable behaviour directed at a person, or group of 
persons, that creates a risk to health and safety.  Bullying behaviour is that which a reasonable 
person in the circumstances would expect to victimise, humiliate, undermine, threaten, degrade, 
offend or intimidate a person.  Bullying behaviour can include actions of an individual or group.  
 
Whilst generally characterised by repeated behaviours, one off instances can amount to bullying. 
 
The following types of behaviour, where repeated or occurring as part of a pattern of behaviour, 
would be considered bullying: 

 verbal abuse including shouting, swearing, teasing, making belittling remarks or persistent 
unjustified criticism;  

 excluding or isolating a group or person;  

 spreading malicious rumours; or 

 psychological harassment such as intimidation. 
 

Bullying includes cyber-bulling which occurs through the use of technology. New technologies and 
communication tools, such as smart phones and social networking websites, have greatly 
increased the potential for people to be bullied though unwanted and inappropriate comments. We 
will not tolerate abusive, discriminatory, intimidating or offensive statements being made online.  
 
If any person believes they are being, or have been, bullied by another person or organisation 
bound by this policy, he or she may make a complaint. (Refer to Item 10 of this policy.) 

 

9. Inclusive practices 
 

 Our Club is welcoming and we will seek to include members from all areas of our community. 
 

9.1 People with a disability 
 

Where possible we will include people with a disability in our teams and Club. We will make 
reasonable adaptations (e.g. modifications to equipment and rules) to enable participation. 

 
9. 2 People from diverse cultures 

 

We will support, respect and encourage people from diverse cultures and religions to participate in 
our Club and where possible will accommodate requests for flexibility (e.g. modifications to 
uniforms) in conjunction with Hockey Victoria. 

 
9.3 Sexual & Gender Identity 

 

All people, regardless of their sexuality or gender identity, are welcome at our Club. We strive to 
provide a safe and inclusive environment for participation and will not tolerate any form of 
discrimination or harassment because of a person’s sexuality or gender identity.  

 
9.4 Pregnancy 

 
Our Club is committed to treating pregnant women fairly and to removing any unreasonable 
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barriers to their full participation in our Club’s activities.  We will not tolerate any discrimination 
or harassment against pregnant women.   
 
We will take reasonable care to ensure the continuing safety, health and wellbeing of pregnant 
women.  We will advise pregnant women that there may be risks involved with their continuing 
participation in sport, and we will encourage them to obtain medical advice about those risks.  
Pregnant women should be aware that their own health and wellbeing, and that of their unborn 
children, should be of utmost importance in their decision making about the way they participate 
in our sport.  
 
We recommend all pregnant women to consult with their medical advisers, make themselves 
aware of the facts about pregnancy in sport, and ensure that they make informed decisions 
about participation in our sport. 
 
If a pregnant woman believes she is being, or has been, harassed or discriminated against by 
another person bound by this policy, she may make a complaint (see section 10). 
 
9.5 Girls playing in boys teams 
 
If there is not a separate sex competition, our Club will support girls playing in boys teams up 
until the age of 12 years (when federal sex discrimination law says if differences in strength, 
stamina and physique are relevant, then single sex competition is required). After this age our 
Club will consider each request on an individual basis including looking at the nature of our 
sport and other opportunities to compete. 

 
10. Responding to Complaints 

 

10.1 Complaints 
 

Our Club takes all complaints about on and off-field behaviour seriously. Our Club will handle 
complaints based on the principles of procedural fairness (natural justice), that is: 

▪ all complaints will be taken seriously; 
▪ both the person making the complaint (complainant) and the person the complaint is against 

(respondent) will be given full details of what is being said against them and have the 
opportunity to respond (give their side of the story); 

▪ irrelevant matters will not be taken into account; 
▪ decisions will be unbiased and fair; and 

▪ any penalties imposed will be fair and reasonable. 
 

More serious complaints may be escalated to Hockey Victoria. 
 

If the complaint relates to suspected child abuse, sexual assault or other criminal activity, then 
the Club will need to report the behaviour to the police and/or relevant government authority. 

 
10.2 Complaint Handling Process 

 
People are encouraged to first consider trying to resolve a complaint when and where it occurs, 
directly with the person(s) or volunteer/employee involved.  
 
If a complaint cannot be resolved, people should refer to the Member Protection Information 
Officer (MPIO) or President.  
 
When a complaint is received by our Club, the person receiving the complaint (e.g. President, 
Member Protection Information Officer) will: 

 listen carefully and ask questions to understand the nature and extent of the problem; 

 ask what the complainant would like to happen and if they need any support; 

 explain the different options available to help resolve the problem; 

 take notes; and 

 maintain confidentiality but not necessarily anonymity. 
 

Once the complainant decides on their preferred option for resolution, the Club will assist, where 
appropriate and necessary, with the resolution process. This may involve: 
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 supporting the person making the complaint to talk to the person being complained about; 

 bringing all the people involved in the complaint together to talk objectively through the 
problem (this could include external mediation); 

 gathering more information (e.g. from other people that may have seen the behaviour); 

 seeking advice from our district, regional, state and/or national body or from an external 
agency (e.g. State Department of Sport or anti-discrimination agency); 

 referring the complaint to the executive committee of the relevant Club section (i.e. Juniors 
Women’s, Men) or to the Club Board; 

 referring the complaint to Hockey Victoria; and/or 

 referring the complainant to an external agency such as a community mediation centre, 
police or anti-discrimination agency. 

 
In situations where a complaint is referred to Hockey Victoria and an investigation is conducted, 
the Club will: 

 co-operate fully; 

 ensure the complainant and respondent are not victimised; 

 maintain confidentiality as appropriate 

 where applicable, ensure the complainant is not placed in an unsupervised situation with 
the respondent(s); and 

 act on Hockey Victoria’s recommendations. 
 

At any stage of the process, a person can seek advice from or lodge a complaint with an anti-
discrimination commission or other external agency. 

 
10.3 Disciplinary Measures 

 
Our Club will take disciplinary action against anyone found to have breached our Member 
Protection Policy or made false and malicious allegations. Any disciplinary measure imposed 
under our policy must: 

 be applied consistent with any contractual and employment rules and requirements; 

 be fair and reasonable; 

 be based on the evidence and information presented and the seriousness of the breach; 

 be determined in accordance with our Discipline Policy, Constitution, By Laws and the 
Hockey Victoria rules of the game. 

 
Possible measures that may be taken include: 

 a direction that an individual make a verbal and/or written apology; 

 counselling to address behaviour; 

 withdrawal of any awards, placings, records or achievements bestowed in any tournaments, 
activities or events held or sanctioned by our Club; 

 suspension or termination of membership, participation or engagement in a role or activity; 

 de-registration of accreditation for a period of time or permanently; 

 a fine; or 

 any other form of discipline that the Club considers reasonable and appropriate. 
 

10.4 Appeals 
 
The complainant or respondent may be entitled to lodge an appeal against decisions of or 
disciplinary measures imposed by our Club to Hockey Victoria. Appeals must be based on either 
a denial of natural justice, because of unjust or unreasonable disciplinary measure(s) being 
imposed, or on the grounds that the decision was not supported by the information/evidence 
presented and available to the decision maker/club. 
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Attachment 1: WORKING WITH CHILDREN CHECK REQUIREMENTS 
 
Working with Children Checks aim to create a child-safe environment and to protect children and young 
people involved in our sport from physical and sexual harm. 

 
They assess the suitability of people to work with children and young people and can involve: 

 criminal history checks 

 signed declarations 

 referee checks, and 

 other relevant background checks to assess a person’s suitability to work with children and 

young people. 
 
 
Working with Children Check requirements vary across Australia. Fact Sheets for each state and 
territory are available on the Play by the Rules website: www.playbytherules.net.au. 

 

Detailed information, including the forms required to complete a Working with Children Check, are 
available from the relevant agencies in each state and territory. 

 
Victoria 
Contact the Department of Justice 
Website: www.justice.vic.gov.au/workingwithchildren 
Phone: 1300 652 879 
 
Travelling to other states or territories 

 
It is important to remember that when travelling to other states or territories, representatives of sporting 
organisations must comply with the legislative requirements of that particular state or territory. 
 
In certain jurisdictions, temporary, time limited exemptions from working with children checks may be 
available for interstate visitors with a Working with Children Check in their home state. 
 
The laws providing interstate exemptions are not consistent across Australia. 
 
If an employee or volunteer for your club is travelling interstate to do work that would normally require a 
working for children check, you will need to check the relevant requirements of that state or territory. 
 

 
 

http://www.playbytherules.net.au/
http://www.justice.vic.gov.au/workingwithchildren
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Attachment 2: CODES OF BEHAVIOUR 
 
 

Player Code of Conduct (Seniors & Juniors) 
 
1. All hockey players have a responsibility to practise good sporting behaviour 
 
2. Play by the rules 

a. Know the rules 
b. Read the Official Rule Book every year. 
 

3. Play fairly and safely 
 
4. Abide by decisions, without argument or bad temper 
 
Incidents leading to players being sent off are to be reported by the Team Coach/Team Manager or 
Captain to the EHC Committee. Repeated offences will see that player or players report to the EHC 
Committee who will have the power to administer a penalty. 
 
A player receiving a red card for a senior match will automatically be required to report to the EHC 
committee. The committee will be guided by the discipline policy in considering all cases. 
 
Captains have the right to approach an umpire during an interval or after the game for clarification of 
any rule. 
 
Approach the umpire in a courteous and polite manner. 
 
5. Co-operate with your coach, team mates and opponents 
 
Verbal abuse of officials or other players (opposition players or team mates), deliberate fouling or 
provoking an opponent, the use of foul language and throwing equipment is not acceptable or 
permitted. 
 
Treat all players as you would like to be treated. 
 
Ensure that on and off the field your behaviour is consistent with principles of good sportsmanship. 
 
Be a patient and enthusiastic supporter on the bench. 
 
6. Be a good sport 
 
Acknowledge good play, by your own team and opponents. 
 
Shake hands with opposing players at the end of the match. 
 
7. Be a responsible team member 
 
All players must be financial members of the Club by round three in the season. 
 
Always be on time. 
 
Encourage and assist your team mates. 
 
Attend all training. 
 
Make a contribution to your Club other than just playing. 
 
Ensure that you always bring the appropriate uniform and equipment to training and matches. (No 
mouthguard-no play) 
 
Players are to change in the change rooms. 
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The grounds and surrounding areas are to be kept clean. 
 
All rubbish shall be put in the bins provided. 
 
Look after your clubrooms. 
 
Respect other people’s property and take care of your own. (Do not leave valuables in the clubrooms 
as the Club will take no responsibility for anything lost or stolen) 
 
8. Do not engage in practices that affect your sporting performance (alcohol, smoking and 

drug use) 
 
9. Respect and acknowledge the contribution of those who create the opportunity for you to 

play 
 

Volunteers (coaches, team managers, scorers, ball boys, administrators) 
 
Your sponsors 

 

 

Parents & Supporters’ Code of Conduct 

 Remember that children participate in sport for their enjoyment, not yours. 

 Encourage children to participate, do not force them. 

 Focus on the child’s efforts and performance rather than winning or losing. 

 Encourage children always to play according to the rules and to settle disagreements without 
resorting to hostility or violence. 

 Never ridicule or yell at a child for making a mistake or losing a competition. 
 

 Show respect for opponents. 

 Remember that children learn best by example. Appreciate good performances and skillful plays 
by all participants. 

 Support all efforts to remove verbal and physical abuse from sporting activities. 
 

 Do not instruct the players while supporting - that is the coaches’ job. It is confusing and stressful 
for players to have their parents instructing them at the same time that they have to listen to their 
coach. 

 Respect officials’ decisions and teach children to do likewise. 

 Show appreciation for volunteer coaches, officials and administrators. Without them, your child 
could not participate. 

 Respect the rights, dignity and worth of every young person regardless of their gender, ability, 
cultural background or religion. 

Coaches Code of Conduct 

 Remember that young people participate for pleasure, and winning is only part of the fun.  

 Never ridicule or yell at a child for making a mistake or losing a competition.  

 Be reasonable in your demands on players’ time, energy and enthusiasm.  
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 Operate within the rules and spirit of hockey and teach your players to do the same.  

 Ensure that the time players spend with you is a positive experience. All young people are 

deserving of equal attention and opportunities.  

 Avoid overplaying the talented players; the ‘just average’ need and deserve equal time.  

 Help each person (player, official etc.) reach their potential - respect the talent, developmental 

stage and goals of each person and compliment and encourage with positive and supportive 

feedback.  

 Ensure that equipment and facilities meet safety standards and are appropriate to the age and 

ability of all players.  

 Display control, respect and professionalism to all involved with the sport. This includes 

opponents, coaches, officials, administrators, the media, parents and spectators. Encourage 

players to do the same.  

 Show concern and caution towards sick and injured players. Follow the advice of a physician when 

determining whether an injured player is ready to recommence training or competition.  

 Obtain appropriate qualifications and keep up to date with the latest coaching practices and the 

principles of growth and development of young people.  

 Any physical contact with a young person should be appropriate to the situation and necessary for 

the player’s skill development.  

 Wherever practical, avoid unaccompanied and unobserved one-on-one activity (when in a 

supervisory capacity or where a power imbalance will exist) with people under the age of 18 years.  

 Respect the rights, dignity and worth of all involved in hockey regardless of their age, gender, 

sexual orientation, ability, race, culture or religion.  

Hockey Victoria Codes of Behaviour Last Updated: 19/12/2013  

Officials Conduct of Conduct 

 Place the safety and welfare of the participants above all else.  

 Be consistent and impartial when making decisions.  

 Condemn unsporting behaviour and promote respect for all opponents.  

 Modify rules and regulations to match the skill levels and needs of young people.  

 Compliment and encourage all participants.  

 Be consistent, objective and courteous when making decisions.  

 Emphasise the spirit of the game rather than the errors.  

 Encourage and promote rule changes that will make participation more enjoyable.  

 Be a good sport yourself. Actions speak louder than words.  

 Keep up to date with the latest trends in officiating and the principles of growth and development of 

young people.  

 Remember, you set an example. Your behaviour and comments should be positive and 

supportive.  

 Wherever practical, avoid unaccompanied and unobserved one-on-one activity (when in a 

supervisory capacity or where a power imbalance will exist) with people under the age of 18 years.  



13 | E s s e n d o n  H o c k e y  I n c  –  M e m b e r  P r o t e c t i o n  P o l i c y  J u n e  2 0 1 7  
 

 Respect the rights, dignity and worth of all involved in hockey regardless of their age, gender, 

sexual orientation, ability, race, culture or religion.  

Hockey Victoria Codes of Behaviour Last Updated: 19/12/2013  
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Attachment 3: DUTY STATEMENTS 
 
3a. EHC Committee: Overview 
 
Members of the committee of Victorian incorporated associations have particular legal duties under the 
Victorian Associations Incorporation Reform Act 2012 (Vic) (AIR Act) and judge-made law, such as the 
duty of due care, skill and diligence, the duty to act in good faith and the duty to ensure that the association 
does not trade while insolvent. Consumer Affairs Victoria (CAV) is responsible for enforcing these laws.  
For Victorian incorporated associations, committee members’ functions under the AIR Act include:  

  ensuring an annual general meeting is held within five months of the end of the association’s 
financial year  

  submitting a financial statement that covers the full financial year, which gives a ‘true and fair’ 
view of the association’s financial affairs, to members at the annual general meeting  

  overseeing the association’s financial affairs. This includes making sure the association does 
not continue to operate if it is insolvent  

  appointing a new secretary within 14 days, if the position becomes vacant, and  

  returning all documents that belong to the association within 28 days of ceasing to be a 
committee member.  

 
The EHC Committee currently has 10 positions, including the Executive, (President, Vic-President and 
Secretary) Treasurer and committee members with various portfolio responsibilities. 
 
Portfolios include: Masters, Juniors, Metro, Club Captain (Premier League and Reserves, Pennant grades) 
Equipment, Member Protection and Fund-raising and Sponsorship. 

 

 

3b. President 
 
The role of the President is to provide the principal leadership and responsibility for the  
organisation and the Committee.  
 
Desirable Attributes: 
 
The President should: 

 be well informed of all organisation activities and able to provide oversight  

 be a person who can develop good relationships internally and externally 

 be forward thinking and committed to meeting the overall goals of the Club  

 have a good working knowledge of the Committee Constitution, rules and duties of office bearers  

 be able to work collaboratively with other Committee Members  

 be a good listener and attuned to the interests of members and other interest groups  

 be a good role model and a positive image for the Club in representing the Committee in other 
forums  (e.g. Hockey Victoria delegate meetings) 

 be a competent public speaker  

Specific duties include but are not limited to: 

 Chair Committee meetings ensuring that they are run efficiently and effectively 

 Act as a signatory for the Club in all legal purposes and financial purposes 

 Regularly focus the Committee’s attention on matters of Club governance that relate to its own 
structure, role and relationship to members 

 Periodically consult with Committee members on their role, to see how they are going and help 
them to optimize their contribution    

 Work with the Committee to ensure: 

1. The necessary skills are represented on the Committee and that a succession plan is in 
place to help find new Committee members when required 

2. Goals and relevant strategic and business plans are developed in order to achieve the 
goals of the Club. 
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 Serve as a spokesperson for the Club when required    

 Communicate regularly and systematically with the Presidents of other hockey Clubs, and  Hockey 
Victoria 

 Assist in the development of partnerships with sponsors, funding agencies, local and state 
government, shared facility users and organisations that are relevant to the goals of the Club.  

 

 

3c. Vice President 
 
The role of the Vice President is to shadow the President in providing leadership and responsibility for the 
organisation and the Committee and to step into the President’s roles where needed. It is often considered 
that the Vice President will succeed the President and that this role is in preparation.  
 
Desirable Attributes: 
 
The Vice President should: 

 be well informed of all organisation activities and able to provide oversight  

 be a person who can develop good relationships internally and externally 

 be willing to step in for the President where needed including chairing meetings 

 be forward thinking and committed to meeting the overall goals of the Club  

 have a good working knowledge of the Committee Constitution, rules and duties of office bearers  

 be able to work collaboratively with other Committee Members  

 be a good listener and attuned to the interests of members and other interest groups  

 be a good role model and a positive image for the Club in representing the Committee in other 
forums  (e.g. Hockey Victoria delegate meetings) 

 be a competent public speaker 

 be able to raise concerns with the President where they arise  

Specific duties include but are not limited to: 
Specific duties include but are not limited to: 

1. In the event of the President being unable to fulfil his/her duties to step into that role 
2. In the absence of the President, chair Committee meetings ensuring that they are run efficiently 

and effectively 
3. Be an alternate signatory for the Club for legal purposes and financial purposes 
4. Assist the President in deciding which matters are dealt with by the Executive, the full Committee 

and delegated to Committee members 
5. Coordinate Club planning to ensure appropriate plans are developed, presented to and reviewed 

by the Committee, and enacted as required    
6. Represent the Club at meetings and forums as agreed with by the President 
7. Other duties as nominated by the President and / or Committee 

 

 

3d. Secretary/Finance Officer 
 
The EHC Secretary is part of the Executive (including the President and Vic-President) that has 
responsibility for the strategic planning for the club. In addition the role also includes the receipt of funds 
and the payment of accounts. The Treasurer oversees the financial reporting and reviews all financial 
documentation.  
 
Desirable Attributes: 
 
The Secretary should: 

 be organized  

 have computer skills 

 be a good communicator 
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 be able to keep confidential matters confidential. 

The more standard duties include: (previously Public Officer) 

(1) Notify Consumer Affairs of the Secretary appointment or a change of the Secretary’s details 

(2) Notify Consumer Affairs of a change of the association’s registered address by lodging a Change 
of Association Details form. No fee is required. 

(3) Within 1 month after the annual general meeting, lodge an Annual Statement and other required 
financial documents with the prescribed fee. 

3.1 Obtain from Treasurer Annual Income and Expenditure Statement and Assets and Liability 
Statement 

(4) Apply to Consumer Affairs for approval to alter club rules within 28 days after the alteration was 
passed by special resolution. An Application for Alteration of Rules or Purpose must be lodged 
with the prescribed fee.  

(5) Apply to the Registrar for approval of a name change within 1 month after passing a special 
resolution. An Application for Change of Association Name must be lodged with the prescribed fee. 

(6) Notify the Consumer Affairs of a special resolution in relation to wind up and distribution of the 
assets of the association.  

 
www.consumer.vic.gov.au for forms and details of fees etc. 
 
Administrative roles include: 

 Maintain committee and club records  

 Manage Minutes of Committee meetings, including either recording the Minutes or ensuring the 
Minutes Secretary does so 

 Develop meeting agendas in consultation with other Committee members and distribute prior to 
the meeting  

 Be familiar with all current Club documents  

 Be responsible for ensuring that accurate and sufficient documentation exists to meet legal 
requirements  

 Enable and authorise people to help with the Committee's business.  This includes signing a copy 
of the final approved Minutes and ensuring that the signed copy is maintained   

 Ensure that the records of the Club are maintained as required by law and made available when 
required by authorised persons.  These records may include founding documents, lists of 
Committee members, Committee meeting Minutes, financial reports, and other official records   

 Ensure that official records are maintained of members of the Club and Committee.  He / she 
ensures that these records are available when required for reports, elections, referenda, other 
votes, etc.   

 Provide an up-to-date copy of the Constitution and bylaws at all meetings. 

 Ensure that proper notification is given of Committee and Club meetings as specified in the rules   

 Manage the general correspondence of the Committee except for such correspondence assigned 
to others   

 Help and lead the Committee in providing systematic communication from the Committee to Club 
members and other relevant stakeholders 

 Provide a summary of Committee Minutes for distribution to all Club members via website and 
noticeboards 

 The Secretary may also be the nominated person to receive and file relevant Police Check records 
or Working with Children documentation. 

 Receipt of all incoming monies 

 Bank all monies received 

 Pay all accounts 

 Maintain accurate records of all income and expenditure 

 Ensure that all receipts and payments concur with bank deposits and withdrawals 

 Arrange and despatch invoices for periodical payment  

 Issue yearly or ½ yearly membership fee 

 Keep accurate record of all membership payments 

 Be a signatory on club account 

 Draft financial reports for the Treasurer to review and approve for submission to the committee 

http://www.consumer.vic.gov.au/
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 Prepare applications for funding and acquittal of grants received. 

 

 

3e. Treasurer 
 
The role of the Treasurer is to be responsible for the financial supervision of the Club to allow the 
Committee to provide good governance. The Treasurer is responsible to regularly report on the Club‘s 
financial status to both the Committee and the Club members. EHC uses the Xero software to manage the 
bookkeeping for the club and the Treasurer oversees the Secretary/Finance Officer in the day to day 
bookkeeping for the club. 
 
Desirable Attributes: 
 

 Good Organisational Skills 

 Has some financial expertise 

 Ability to maintain accurate records 

 Dedicated Club Person 

 Honest/Trustworthy 

 Computer skills 

 Good communication skills 
 
Specific duties include but are not limited to: 

 Provide advice to the Committee in their management of the Club finances  

 Oversee all financial affairs of the Club 

 Lead the annual budget process and ensure an appropriate annual budget is provided to the 
Committee for approval 

 Ensure development and Committee review of financial policies and procedures 

 Support any required auditing processes 

 Monthly financial reports – present at monthly committee meetings 

 Annual financial reports-present to AGM. 
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Attachment 4: COMPLAINT REPORTING FORM 
 
RECORD OF COMPLAINT 

 
 

Name of person 
receiving complaint 

  
Date:  

 
Complainant’s name 

         Under 18 

        Over 18 

 

Complainant’s contact 
details 

 

Phone: 

Email: 

 

Complainant’s role/ 
status in Club 

Administrator (volunteer) 

Athlete / Player 

Coach / Assistant Coach 

Employee (paid) 

Official / Umpire 

Parent 

Spectator 

Support Personnel  

Other 

 

Name of person 
complained about 

Under 18 

Over 18 

 
Person 
complained about 
role/status in 
Club 

Administrator (volunteer) 

Athlete / Player 

Coach / Assistant Coach 

Employee (paid) 

Official / Umpire 

Parent  

Spectator 

Support Personnel  

Other 

 
Location/event of 
alleged issue 

 

 
Description of  
alleged issue 

 

 
Nature of 
complaint 
(category/basis/ 
grounds) 

 
 
Can tick more than 
one box 

 Harassment  

 Discrimination 

 Bullying   

 Race 

 Religion 

 Disability 

 Sexuality 

 Pregnancy 

 Victimisation 

 

 

 Personality clash 

 Sexual/sexist  

 Selection dispute 

 Coaching methods 

 Verbal abuse 

 Physical abuse 

 Child abuse   

 Unfair decision 

 Other……………………………… 
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What they want to 
happen to fix issue 

 

 
Information provided 
to them 

 

 
Resolution and/or 
action taken 

 

 
Follow-up action 
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Attachment 5: COMPLAINT PROCEDURE 
 

 
 
Source: Play by the Rules Club Toolkit, http://www.playbytherules.net.au/toolkits/club-toolkit 
 

http://www.playbytherules.net.au/toolkits/club-toolkit

