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Mission Statement
Dookie United Football Netball Club Inc. recognises it is a unique organisation combining the community of the University of Melbourne and the community of Dookie.

We aim to create a friendly, safe and family orientated sporting and social environment for all participants.

OBJECTIVES

· To encourage a healthy active lifestyle through participation in sport.

· Encourage and help our participants to develop life long desirable values and character traits.

· Facilitate and foster communication between the local community and the University of Melbourne.

· To maintain a level of management of the club that allows for its continued financial stability and future growth.

· Take a proactive and responsible role in the promotion of the district, its facilities and services.

TEAM RULES

· All players are expected to attend the Club’s Social Rooms after Thursday night training until the announcement of the Teams unless the Coach/Team Manager has approved their non-attendance.

· Players are not to enter any Hotel on Tuesday or Thursday nights unless they have attended training.

· Any player that doesn’t train on Thursday night and does notify the coach before training does not play on Saturday.

· If a player can not train on Thursday due to injury, that player can not play on Saturday.

· Players are discouraged from consuming alcohol on Friday nights.  Any player who drinks to excess on Friday night and is rendered unfit to play to their full ability on Saturday will disciplined by the Club.

· All players must attend the Club Social Rooms after Home games until awards have been distributed.  Those not in attendance become ineligible for awards unless their Coach/Team Manager has approved their non-attendance.

· Players are encouraged to attend the opposition Social Rooms after games and socialise with the opposition Club players and supporters.

· The Club will not tolerate swearing, offensive language or offensive behaviour.  Players must behave in a manner that is acceptable to the Club
Code of Conduct
For a sporting Club to be respected and perform at its best, it is vital that its members and players enjoy themselves and personally develop through their involvement with the Club.

We take pride in the unique nature of our Club, combining the community of Dookie and the community of the University of Melbourne.  We want our Club to remain a safe environment – a place where all people can socialise and enjoy themselves in comfort and safety.  It is therefore important that the Dookie United Football & Netball Club (the Club) documents, and when necessary, enforces the commitment and behavioural expectation it has of its members, players and visitors, both on and off the field.

BEHAVIOUR

· All members, players and visitors will conduct themselves in a responsible and respectful manner and not do or cause to be done anything that would bring the Club or its personnel into disrepute.

· Verbal threats or acts of physical violence towards other people or property will not be tolerated.

· Offensive, indecent or inappropriate language or behaviour will not be tolerated, both on and off the ground.

· The Club has a Responsible Service of Alcohol Policy.  Members will, at all times, observe the objectives set out in the policy.

· Player aggression is to be controlled within the rules of the game.  Negative criticism or verbal/physical abuse of teammates, Club coaching staff, committee or supporters is destructive and not acceptable.

· Penalties applying for breaches of the above will be determined by the Club committee and may include suspension or expulsion from the Club, game suspensions, fines or cleaning duties at the Clubrooms.

· The Club Committee may suspend a member, player or visitor from playing games or from the Club if that person refuses to accept or comply with a penalty issued against him by the Committee.

MEMBERSHIP

All players must be Club members by the third round of the season or they may not be able to play any further games until membership is paid.

INSURANCE

All players are expected to have private medical and health cover insurance and ambulance membership.  Players should also consider loss of wages insurance.  The Club is not responsible for player injury/loss of wages costs. 



Alcohol Policy
Players and members are reminded that Alcohol and Drugs are dangerous substances that can impair judgment and cause health and social problems.

The Club requires that all players and members over 18 years of age:

· Drink alcohol in moderation and not make a nuisance of themselves,

· Not drink and drive above the legal limit,

· Avoid all illegal and illicit drugs,

· Not provide alcohol to underage persons at the Club.

It is a legal requirement that all players under 18 years of age:

· Not drink at the Clubrooms or at any Club game or function unless and only if in the company of and supplied with liquor by a parent whilst having a meal,

· Avoid all illegal and illicit drugs.



Smoke free Policy
The Dookie United Football-Netball Club Inc. is a club affiliated with the Picola & District Football League (and through them with the VCFL and the VNA) using facilities under the control of the City of Greater Shepparton.  These organization have adopted smoke free policies.  I keeping with these bodies the Dookie United Football-& Netball Club Inc. have instigated a Smoke free Policy.
Rationale

The Dookie United Football Netball Club Inc. recognises that exposure of non-smokers to environmental tobacco smoke (passive smoking) is hazardous to health and that non-smokers should be protected.  Passive smoking can lead to serious illnesses in adults such as bronchitis, lung cancer, and cardiovascular disease.  Children can also develop chest illnesses and asthma from exposure to tobacco smoke.  Accordingly, the following policy has been developed by Dookie United Football Netball Club to protect the health of all concerned.

The move to go smoke free also complements the Dookie United Football & Netball Club’s desire to create a healthy family and community friendly environment.  The Dookie United Football & Netball Club believes that such an environment and image will be advantageous in attracting new members as well as positively promoting the club in the community.

Legislation and the legal duty of care also provide clear reasons to have a smoke free club.  Under common law the Dookie United Football & Netball Club has a legal duty of care to ensure that volunteers, members, players and officials are not exposed to potentially harmful situations.  The Occupational Health and Safety Act stipulate that employees and working volunteers must have a sate environment to work in.  Victorian legislation also states that enclosed dining areas must be smoke free.

Who is Affected by the Policy

This policy applies to all members, administrators, officials, coaches, players, visitors and volunteers of the Dookie United Football & Netball Club.

Timing
This policy is effective from 1st Janurary 2002

Designated Smoke Free Areas

The Dookie United Football & Netball Club requires the following areas to be smoke free:

· club and social rooms.

· administration and office areas.

· changing rooms.

· toilet blocks.

· indoor spectator viewing areas.

· playing areas.

· eating areas.

· near open windows (ten metre radius around open windows).

· near entries and exits of buildings, facilities, and the ground (ten metre radius).

Smoke free Policy
Behavioural Expectations

The Dookie United Football & Netball Club recognises that role modelling can have a significant impact upon the junior members of the club.  Hence, the following individuals and groups are to refrain from smoking while they are acting in an official capacity for the club or while in club uniform:

· Coaches (when coaching, representing the club or while in club uniform).

· Trainers (when training players or while in club uniform).

· Officials (when officiating for the club or while in club uniform).

· Volunteers (when working for the club or while in club uniform).

· Players (when representing the club or while in club uniform).

Coaches and trainers will also speak to junior players about the effects of smoking on performance and health.

Non-Compliance Strategy
The following five step non-compliance strategy will be followed if anyone breaches the Dookie United Football & Netball Club's smoke free policy.

1.
Assume that the person is unaware of the smoke free policy.

2.
A club representative will approach the person breaching the policy and politely ask them to refrain from smoking and remind them about the smoke free policy.

3.
If the offence continues, then the most senior staff member or most senior club representative will verbally warn them again and hand over a formally written letter.  The offending patron must also be made aware that if they don't stop smoking then they will be required to leave the club's facility.  The letter will outline the Dookie United Football & Netball Club policy on smoking and state that if the patron continues to breach the policy then he/she will be asked to leave.  The club's management committee will sign off on the letter.  This letter will be prewritten and kept both behind the bar and in the club secretary's office so that copies are readily available.

4.
If the offence does continue, then the patron will be escorted out of the facility by staff and or a senior club representative.

5.
Under no circumstances should the Dookie United Football & Netball Club's smoke free policy be breached.

Sale of Tobacco Products
The Dookie United Football & Netball Club will refrain from selling tobacco products.

Adapted from the Smokefree policy of Quitnet Victoria


Player Code of Conduct
RATIONALE

For a sporting club to be respected and perform at its best, it is vital that its players enjoy themselves and learn and personally develop through their involvement with thee club.

It is important therefore that the Dookie United Football Netball Club (the club) documents and when necessary enforces the behavioural expectation it has of its players, both on and off the field.

Negative criticism or verbal/physical abuse of teammates, club coaching staff, committee or supporters is destructive, shows lack of control and is not acceptable.  All reported/witnessed incidents of negative criticism or abuse will be investigated by the coach and president.  Serious acts of negative criticism or verbal abuse will be dealt with by the committee.

Players will conduct themselves in a responsible and respectful manner and not do or cause to be done, anything that would bring the club or its personnel into disrepute.  In particular, this includes offensive language and unwanted physical contact.
Players will conduct themselves in accordance with the Team Rules, outlined in the Dookie United Football Netball Club Mission Statement and abide by all Club Policies and Codes of Conduct.
Trainers Code of Conduct

RATIONALE

For a sporting club to be respected and perform at its best, it is vital that its players who require medical, physical or sports massage, feel comfortable and professionally looked after by the Training Staff involved or employed by the club.

It is important therefore that the Dookie United Football Netball Club (the club) documents and when necessary enforces the behavioural expectation it has of its training staff at all times.

In order to ensure that a high standard of professionalism, integrity and service is being observed and upheld, all training staff, working with football and netball players are expected to adhere to the following Code Of Conduct at all times :

1. Provide quality and professional training, fitness and medical attention to all players.

2. If required, screen health, exercise and nutrition history by having all clients complete a Health and Medical questionnaire form and, if necessary, complete a pre-exercise testing and/or doctor's physical ( for one-on-one personal fitness services )  This information is to be kept in accordance with privacy legislation and remain confidential at all times.  This information if stored will be kept locked at the DUFNC office.

3. Apply logic and objectivity, not emotion and subjectivity to all sports medical procedures.

4. Be knowledgeable and competent in CPR and emergency procedures while providing and maintaining a safe and effective training environment.

5. Encourage commitment to quality nutrition and fitness as a lifelong goal by following a regular exercise program and proper dietary habits.

6. Respect the confidentiality of the clientele, never to disclose to any person any personal information acquired by a client unless authorized, in writing, by the client, unless a risk of health or death becomes an issue.

7. Avoid sensual or sexual touching and maintain professional touching in cases of technical spotting, sports massage, correcting technique or posture, or when conducting necessary assessments.

8. Uphold a professional image by dressing appropriately, refraining from unhealthy practices and maintaining a positive attitude.  Wearing the appropriate DUFNC Sports Trainer uniform.

9. Accurately representing one's qualifications, and accept responsibility in one's actions and fitness recommendations.

10. Remain current on theoretical and practical information within the field through continuing education activities or by investigating quality information.

11. Never discriminate on the basis of sex, race, age or mental and/or physical limitations, and strive to provide equal and fair treatment to all individuals.

12. Negative criticism or verbal/physical abuse of players, club coaching staff, committee or supporters is destructive, shows lack of control and is not acceptable.  All reported/witnessed incidents of negative criticism or abuse will be investigated by the coach and president.  Serious acts of negative criticism or verbal abuse will be dealt with by the committee.

13. Trainers will conduct themselves in a responsible and respectful manner and not do or cause to be done, anything that would bring the club or its personnel into disrepute.  In particular, this includes offensive language and unwanted physical contact.

14. Trainers will conduct themselves in accordance with the outlined points in the Dookie United Football Netball Club Mission Statement and Code of Conduct.

15. Training/Medical staff with little or no training shall be under the direct guidance of a more senior or qualified Trainer and may be directed to start their training program with the netballers or juniors before progressing into the more strenuous and demanding football environment.

16. All training/medical staff are accountable to the Head Trainer.


Racial & Religious Tolerance Policy
Section 1 Commitment

1.1. The Dookie United Football Netball Club is committed to an environment which promotes racial and religious tolerance by prohibiting certain conduct and providing a means of redress for victims of racial and religious vilification and/or racial discrimination.

1.2. The Club is bound by the Racial and Religious Tolerance Act 2001 (Vic), the Racial Discrimination Act 1975 (Cth), and the Equal Opportunity Act 1995 (Vic) (the legislation).  This Policy is consistent with the legislation and the Australian Football League's Rule 30 and the Victorian Football League's Rule 7.3.  This Policy is not in substitution of the legislation. 

1.3 The Club will ensure that this Policy is communicated to spectators and participants of the Club.  It will also ensure that participants of the Club receive anti-racial and religious vilification and racial discrimination training on an annual basis.

1.4 Nothing in this Policy prevents a person lodging a complaint in relation to racial and religious vilification and/or racial discrimination under the legislation. In the event a complaint is made under this policy the Club shall ensure that the parties are informed of their rights.

Section 2 Definitions

In this Policy-

"complaints process" means the procedure outlined in sections 6, 7 and 8 of this Policy.

"Club" means the Dookie United Football Netball Club.
“engage in conduct” includes use of the internet or email to publish or transmit statements or other material.

"League" means the Picola & District Football League.

"detriment" includes humiliation and denigration.

"discrimination" means for the purpose of this Policy, conduct based on a person's race, religion, colour, descent or national or ethnic origin. Discrimination may be direct or indirect.  Direct discrimination means treating or proposing to treat another person less favourably on the basis of a person’s race, religion, colour, descent or national or ethnic origin.  Indirect discrimination means imposing or intending to impose a requirement that a person of a particular race, religion, colour, descent or national or ethnic origin cannot comply with, but which a higher proportion of people without that attribute (or with a different attribute) can, when it is not reasonable in the circumstances to do so.

"participant" includes a player, director, officer, employee, volunteer to and agent of a Football Club that participates in the League.

"spectator" is a person that attends a football game or event conducted by a Club or the League.

Section 3  Prohibited Conduct
3.1
Racial and Religious Vilification

No person in his/her capacity as a spectator or participant in the League in the course of carrying out his/her duties or functions as or incidental to being a participant in the League shall engage in conduct that offends, humiliates, intimidates, contempts, ridicules, incites, threatens, disparages, vilifies or insults another person on the basis of that person's race, religion, colour, descent or national or ethnic origin.

3.2 Serious Racial and Religious Vilification

No person in his/her capacity as a spectator or participant in the Club in the course of carrying out his/her duties of functions as or incidental to being a participant in the Club shall intentionally engage in conduct that he/she knows Is likely to incite hatred against another person, or threaten physical harm or incite hatred in others to cause physical harm to a person or to a person's property because of that person's race, religion, colour, descent or national or ethnic origin.

3.3
Racial and Religious discrimination

No person in his/her capacity as a spectator or participant in the Club in the course of carrying out his/her duties or functions as or incidental to being a participant in the Club shall engage in conduct that discriminates, directly or indirectly against another person on the basis of that person's race, religion, colour, descent or national or ethnic origin.
3.4
Victimisation

3.4.1
No person in his/her capacity as a spectator or participant in the Club in the course of carrying out his/her duties or functions as or incidental to being a participant in the Club shall victimise another person.

3.4.2
A person will victimise another person (the victim) if:

(a)
the person subjects or threatens to subject the victim to any detriment because the victim (or a person associated with the victim) intends to or has lodged a complaint in contravention of this Policy; or

(b)
the person assists, requests, induces, encourages or authorises another person to subject the victim to any detriment because the victim (or a person associated with the victim) intends to or has lodged a complaint in contravention of this Policy.

Section 4 Authorised Persons

4.1
The Club will appoint a Complaints Officer (the Club’s Complaints Officer) to ensure that any breach of this Policy is responded to in an equitable and prompt manner.

4.2 The President of the Club (the President) is the senior decision-maker in the Club's Complaints Process.  Therefore, should the President be absent for a significant period, he/she must nominate a person to act on his/her behalf should the process need to be enacted. 
4.3 Section 5 Confidentiality and Records

5.1 Confidentiality must be maintained throughout the complaints process. All parties to a complaint, the President (or Delegate), the Club’s Complaints Officer, any witnesses and the Conciliator must all agree, in writing, to the maintenance of confidentiality.  No person involved in the complaints process shall publicly comment on any aspect of the complaints process without the prior written agreement of all parties.

5.2
The Club shall ensure that any documents relating to a complaint shall remain confidential and be retained for 7 years from the date that the complaint is made.

Section 6 Inter club Breach of the Policy

In the event that it is alleged that a spectator or participant from another Club has contravened this Policy:

6.1
an Umpire, spectator or participant of the Club may by 5.00pm on the first working day following the day on which the contravention is alleged to have occurred, lodge a complaint in writing with Complaint’s Officer of the Club;

6.2
the Complaint's Officer of the Club where the complaint was made shall, by 5.00pm on the next working day following the day that the complaint was lodged with the Club, lodge the complaint with the League's Complaints Officer;

6.3
the Club's Complaints Officer will take no further action once the complaint has been lodged with the League unless otherwise instructed by the League's Complaints Officer.

Section 7 Intra Club Breach of the Policy

In the event that it is alleged that a participant of the Club has contravened this Policy an umpire, spectator or participant may by 5.00pm on the first working day following the day on which the contravention is alleged to have occurred, lodge a complaint in writing with the  Club's Complaints Officer.

Section 8 Management of Intra Club Complaints
The Club's Complaints Officer shall:

8.1
make every effort to ensure that:

8.1.1 confidentiality is maintained at all times during the complaints process and that the outcome of the complaints process remains confidential;

8.1.2 any breach of confidentiality is referred to the Picola & District Football League’s Tribunal no later than 5pm on the next working day following the day that the breach was discovered;

8.2
inform the person alleged to have contravened the Policy (the respondent) of the complaint and provide the respondent with an opportunity to respond to it;

8.3
inform only the President of the Club or Nominee, that a Complaint has been received by the Complaints Officer;

8.4
obtain written statements from any witnesses identified by both parties to the complaint;

8.5
where available, obtain any other evidence;

8.6
arrange for the complaint to be conciliated, by an independent conciliator agreed upon by both parties;

8.7 take all steps necessary for the complaint to be conciliated within 5 working days from the day on which the incident is alleged to have occurred;

8.8
refer the complaint to the League's Tribunal:

8.8.1
when the complainant informs the Complaints Officer that the matter has not been resolved through conciliation. The Complaints Officer will if requested by the complainant, take all steps necessary for the complaint to be referred to League's Tribunal within 5 working days from when the conciliation failed;

8.8.2
directly when a respondent has previously taken part in conciliation as a respondent of a complaint;

8.8.3
when both the Club's Complaints Officer and President have determined that the complaint was lacking in substance and was made vexatiously;

8.8.4
when both the Club's Complaints Officer and President determine that under sections 24 or 25 of the Racial and Religious Tolerance Act 2001 (Vic) the complaint could be considered as "serious", he/she will take all steps necessary for the complaint to be referred to the League's Tribunal within 5 working days from the day on which the incident is alleged to have occurred;

8.9
ensure that any time limit referred to in this Policy may be extended by the Club if in the opinion of the President of the Club it is just and equitable to do so;

8.10 ensure that where a matter is resolved by conciliation the only public statement that shall be made shall be agreed to by both parties to the complaint and the Club's President and that the terms of any settlement are finalised to the satisfaction of the complainant and respondent and signed by the parties and the conciliator.
Section 9 Club's Liability

The Club may be vicariously liable for conduct engaged in by a participant which if found to have contravened this Policy, if the Club is unable to establish that it took reasonable precautions to prevent the participant from engaging in that conduct. 

Section 10 Monitoring and Review of the Policy
The Policy will be monitored on an ongoing basis by the Club's Committee.

Section 11 Policy Commencement
This Policy was passed by the Dookie United Football Committee Meeting on 7th March 2006 and will take effect from 7th March 2006.


Pre-Season Preparation
1. Confirmation of Teams for Season
· Before the beginning of the Season the Executive should confirm with the PDFL & PDNL its ability to compete with a full numbers of football and netball sides.  That full number being in the Picola and District Football Netball League:
· Senior Football Team
· Reserves Football Team
· Under 17 - Thirds Football Team
· Under 14 - Fourths Football Team
· A Grade Netball
· B Grade Netball
· C Grade Netball
· C Reserve Netball
· Under 17’s Netball
· Under 15’s Netball
· Under 13’ Netball
· Under 11’s Netball (Mini’s)
2. Appointment of Coaches

Advertising

· Towards the end of the current season and at the beginning of the preseason for the next year, the President and Executive will advertise all Coaching positions that are vacant.  This should occur between September and November.

· If a Coach has been appointed is signed for more than one year on a contract, that position will not be advertised.  If the Executive has filled the Coaching role in the current season, that position will not be advertised.

· Advertising will occur in the Shepparton News, internal DUFNC Email Contact List, Newsletter, Major Saddleback News and the DUFNC website.

Appointment of Coach & Assistant Coach

· Appointments to the positions of Coach and Assistant Coach are to be made by the Executive.  Such positions are entitled to reimbursement for their services; however a condition of reimbursement is the signing of a contract with the Club.  Such a contract will specify full details of the appointment.  The fee for reimbursement is to be decided upon by the President and Executive.

3. Recruiting of Players

· The Executive will select a Recruiting Committee to work with the President, Senior Coach and Senior Football Operations Manager to work in the pre-season to recruit players for the next season.

· It will be the discretion of the Recruiting Sub-Committee, President and Senior Football Operations Manager to offer a capped payment to any appropriate senior player.

· Recruiting will continue until the Coach, President and Senior Football Operations Manager as satisfied the team has sufficient numbers and experience for the season ahead.

4. Appointment of Captain & Vice Captain

· Prior to the first premiership match in each season, the Committee shall, at an ordinary Committee meeting elect a Captain and Vice Captain for the ensuing season.

· In the event of the Captain or the Vice Captain resigning during the season or being prevented owing to injury or any other circumstance from taking his place in the selected team, the Committee shall, as early as practicable, appoint alternatively a successor, or a deputy for the time being whichever is deemed advisable to fill any such vacancy or to act for the necessary period.

· If for any reason during the progress of the playing season the Committee considers it desirable in the interests of the Club to vary or rescind the appointments of either the Captain or the Vice-Captain, the Committee is empowered at any Executive Committee meeting at which such action is contemplated, and providing always that at least ten members of the Committee are present there at when and if any vote is taken, and the result of such a vote discloses a majority in favour of effecting such a change, to take action accordingly. 

5. Appointment of Selection Committee

· The Executive, President and Senior Football Operations Manager will be responsible for the composition of the Selection Committee, which at a minimum consists of the Chairman of Selectors, Senior Football Coach, Assistant Coach, Reserves Coach, and Senior Football Coach.
· All players to play in matches shall be chosen by the Selection Committee.  In the event of any member chosen to play in a match being absent, the Captain shall act on the advice of all members of the Selection Committee present at the ground to fill the vacancy thus created.  In the event of no member of the Selection Committee being present at the ground the Captain and the Vice-Captain shall act on their own judgment.
· The Selection Committee is responsible for the composition of a Senior Leadership Group, to consider of no more than 6 senior players.  The Senior Leadership Group is to work together for the benefit and betterment of the senior football team and to lead by example and be consulted on matters of misconduct or breaches of the Players Conduct of Conduct and breaches of Team Rules.

6. DUFNC Contact List
· After the AGM and appointment of all Executive, Committee of Management and Coaches the Secretary will produce a DUFNC Contact List for the current year.  This list will be distributed to all Executive, Committee of Management members and Coaches to keep in contact.

· A copy of these contact details will be placed on the DUFNC website.

7. Pre-Season Training Schedule
· The Senior Coach, President and Senior Football Operations Manager along with the Netball Operations Manager and Junior Development Manager will produce a Pre-Season Training Schedule to be distributed to players and members of the club.

· This Schedule will include pre-season social functions, occurring before a Season Social Calendar has been produced.

· A copy of these contact details will be placed on the DUFNC website and included in the Newsletter.

8. Membership

· The membership subscription of the Club shall be determined by the Executive from year to year at a properly constituted meeting of the Committee and shall be binding on all members of the Dookie United Football Netball Club.

· The memberships will cover gate entry and for players will cover their VNA Netball Insurance and VCFL Player Insurance as well as other set club administrative fees, as determined by the Executive.

9. Re-registration of players, Clearances & transfers - Football
· The Secretary, Game Day Manager, together with the Football Team Manager will ensure all current players sign their re-registration forms.  The Secretary will enter these re-registrations on the VCFL system.
· New registrations will be processed, signed and faxed to the PDFL Secretary for processing.
· Clearances for new players signing with the club open on the 1st February of each year and close on 30th June of each year.  The Football Operations Manager along with the Club Secretary and Game Day Manager are responsible for ensuring that all incoming players fill in all the required details on this form and sign the form.  The Football Operations Manager is to ensure the forms are faxed to the PDFL Secretary.
· Notifications of clearances in and out of the club will be sent to the DUFNC club email address: dufnc@bigpond.com.  Either the Secretary or Game Day Manager will be responsible for the maintenance of these clearances.
10. Re-registration of players, Clearances & transfers - Netball

· The Netball Operations Manager, together with the club Secretary and Netball Game Day Manager are responsible for ensuring all paid up players are registered for VNA with the club and this list is processed with the PDNL Secretary prior to the first game of the season.
· All netball players are required to fill in the appropriate paperwork for the internal use of the DUFNC and that which is required at the PDNL level.  The Netball Operations Manager is to ensure that all appropriate forms are forwarded to the PDNL secretary by the due date.
· Files will be stored in the Office at the Dookie Community Centre.
11. Social Calendar Preparation
· The Executive is responsible for selecting members of the club to be involved and members of the Social Committee.  These volunteers will become Social Co-ordinators and become part of the Committee of Management.
· The Social Co-ordinators are responsible to meet prior to the beginning of the season and no later than the 31st March to produce a Social Calendar for the year.
· This will be included in the DUFNC Newsletters and displayed on the website and in the club rooms on the appropriate notice boards.
12. Game Day Paperwork collation & organisation
· When the Game Day paperwork has been supplied by the PDFL & PDNL Secretaries (for both football and netball), it is the responsibility of the Game Day Managers to collate the information into packs for each individual teams as applicable for Football and Netball.
· The paperwork for football includes:
· Timekeepers Card
· Goal Umpire Score Card
· Goal Kickers & Best Players Card
· Spectator Best Player Award
· Umpire Votes (Home Game only)
· Interchange Card (Home Game only)
· The paperwork for netball includes:
· Umpire Votes (Home & Away Games)
· Opp Scorer Votes (Home & Away matches)
· Coaches Best Player Award – (weekly Sponsored award) 

· Team Sheet Book for each team.
· Updating players individual games tally
· New registrations as required.
· The Game Day Manager and / or Secretary will be required to produce envelopes & labels for each team for the Vote Cards for the DUFNC.  There needs to be 3 vote cards for each team for each round.
· The Vote Card for the Netball is 3, 2, 1 and the Vote Card for the football sides is 5, 4, 3, 2, and 1. 

· The Secretary is to arrange for printing of the Vote Cards for the season.

· If advised by the Awards Manager, the Game Day Manager and / or Secretary will be required to produce envelopes and labels for the incentives system and awards for all teams during the year, for netball and football.  There is an Awards Spreadsheet available to confirm what incentives and awards are required.  These are endorsed by the President and Executive.

13. Equipment, Jumpers & Training supply Stock take
· The Property Stewards in conjunction with the Head Trainer and Team Managers for football and netball are required to do an annual stock take of all equipment, training supplies and football jumpers, netball uniforms and advise the Executive of what supplies and equipment will need to be ordered.

· If there is lost or missing property belonging to the club, the Executive is to be notified immediately. A register of lost property will be kept on the noticeboard in the Football and Netball Changerooms.
14. Jumper & Netball Uniform Presentation

· Unless already included in the Social Calendar, the Executive is to ensure that the club holds a Junior and Senior Netball and Football Jumper / Netball Uniform Presentation Night or Day.  This is an opportunity for all players to be given a number for their football teams and for the members of the club to meet the players before the beginning of the season.
· Team Managers and Coaches are to ensure that their full Team Lists are prepared for this social event.
Season Operational Guidelines
1. Game Day Management

· The Game Day Manager and Secretary are to work together to ensure that all paperwork and VCFL IT results entry is completed on the Home Games.
· The manual for data entry on the IT System will be supplied by the PDFL Secretary.

· All paperwork for Home Games is to be collated and kept in the Game Day Management Folder in the office at the Dookie Community Centre.

· All paperwork for Away Games is to be collated and given to the Team Manager for their individual teams.
2. Executive & Committee of Management Meetings
· The President or another specified member of the Executive (in the absence of the President) shall take the chair at each General or Committee Meeting.  The chairman of any meeting, in addition to his ordinary vote, shall have a casting vote.
· The Secretary is to ensure that an Agenda is prepared for all meetings and distributed via email to all members of the Executive and Committee of Management.
· Special – General Meetings:  (a) The President, or Secretary, shall call a Special General Meeting on receiving a requisition setting forth the objects of the proposed meeting signed by ten members.  Seven days notice of such Special General Meeting shall be given to members either by a notice in the daily press or usual public place where Club notices are displayed.  Such a Special General Meeting shall be held within fourteen days from the date of such requisition, and at least twelve members shall be present to constitute a quorum at such a Special General Meeting.  At any meeting so requisitioned only the objects so set forth in the requisition shall be dealt with and no further debate on any matters of the Club will be allowed.  (b) The Executive shall have power to call a Special General Meeting of the Club whenever they have matters under consideration upon which it may be deemed necessary or desirable to obtain the opinions of the members.  The same notice shall be given in this as for a Special General Meeting called o the requisition of members.

· The Executive shall have the power to expel any member who shall be found guilty of such conduct as shall, in the opinion of the Executive render such member of the Club unfit to continue as member thereof.  Any person so expelled may, within three months from the date of such expulsion, appeal against the decisions of the Executive to a Special General Meeting of the Club to be called on as required.
· At all meetings of the Club financial members of the Club only shall be entitled to vote, for this purpose financial members shall be deemed to be registered holders of full Members Tickets.  The vote of every meeting excepting as elsewhere specified shall be determined by a show of hands unless a ballot is demanded by any two members.

· Any of the present rules or guidelines outlined in the Operations Manual may be altered or repealed or a new Rule introduced by a 3/5 majority of the members present at the meeting whether it be the Annual Meeting or a Special General Meeting.

· In the event of any question not provided for by these Rules arising the General Committee shall have full power to act in the matter as it considers fit.

· The Executive shall have power to make such new rules or guidelines as may be deemed advisable for carrying out the objects of the Club and to vary or rescind such laws from time to time if necessary.  Provided always that such new rules or guidelines do not interfere with the operation of the club.
· The Executive shall have the sole management of the affairs and concerns of the Club, and shall have power to perform all such acts and deeds as shall appear to it desirable or essential for the proper management of the Club.  The whole of the assets and property of the Club shall be vested in the Executive Committee, or Independent Trustees, appointed by the Committee for a specified term.

· The Committee may from time to time appoint sub-committees for matters of special interest that may from time to time appoint sub-committees for matters of special interest that may require investigation, which sub-committee shall report the result of any such investigation to the full committee.

· The President and Secretary shall be ex-officio members of all sub-committees.

· Any member who may be elected to Committee, absenting himself from three Consecutive Committee meetings without forwarding a satisfactory explanation in writing shall be held to have vacated his office, and it shall be within the power of the Committee to fill any vacancy so created.  The Executive shall fill any other vacancy that may occur in the Committee of the Club during the currency of the season, any may grant leave of absence.

· The Treasurer will work with the Assistant Treasurer and shall receive all money and bank same as soon as possible, but preferably within seven days of receiving same, in an account in the name of the “Dookie United Football Club”.  The Treasurer / Financial Manager shall also keep a correct account of the income and expenditure, submit an extract to the Executive Committee as and when required so to do, and see to the payment of all amounts when passed by the Committee.  All cheques on the Club’s Bank Account must be signed by any two of the three officials named: President, Treasurer, Assistant Treasurer or Secretary.

· The Secretary shall attend and take minutes of General Committee Meetings, conduct correspondence under the direction of the committee, and generally carry out the policy and instructions of the Committee.  Any member of the Executive shall assist the Secretary as required in all the abovementioned duties.  The Secretary is to ensure that the minutes of all meetings are distributed to all members of the Executive and Committee of Management.
· The Committee shall appoint 2 Delegate’s to represent the Club on the Picola & District Football League or to such other body to which the Club may be affiliated.  Such delegates shall report to the full Committee.

· The Committee shall meet monthly during the football season and a meeting may be called at any intervening period as may be deemed necessary.  It is recommended that the Executive meet monthly during the 12 months of the year with an option to not have a meeting in January of the year.
· At all Committee meetings a quorum shall consist of two thirds of those members on the Committee at that time.

3. Player Uniform

· The uniform of the Club shall be as directed by the Committee, and it shall be compulsory on the part of the players to wear the prescribed uniform in both football and netball.  A helmet is compulsory for the fourths football team and will be supplied by the Club.
· Senior Player and Executive will be required, as set down by the Executive to wear an appropriate uniform to each Home and Away game.  This will consider of a standard DUFNC T-shirt and appropriate black pants.  Each player is encouraged to wear matching black shoes with this uniform.

4. Ground Maintenance

· The Executive, that a volunteer has been secured for the season to mark the ground before all Home Game matches and in the pre-season for practice matches.

· This volunteer will then be responsible to ensure they find an appropriate replacement if they are every away or unable to complete the marking of the ground.

· Ground watering is the responsibility of the Greater Shepparton City Council and Dookie Recreation Reserve Committee.
5. Newsletters

· The Publicity Officer is responsible for the preparation of 4 newsletters during the year:

a. Pre-Season Newsletter

b. Start of Season Newsletter

c. Mid Season
d. End of Season
· The Publicity Officer will set appropriate dates for final submission of content for the Newsletters and will act at the Editor for all Newsletter content.
· In conjunction with the Game Day Manager the Publicity Officer will ensure the weekly Notes for the Spectator are submitted in accordance with the PDFL guidelines.

6. Club Publications & Notices
· The Publicity Officer is responsible for the preparation of all club publications and notices distributed by the DUFNC.

· Anyone wanting to have a notice, notice of meeting; flyer or poster designed will send the content to the Publicity Officer who will produce a club endorsed publication.

· The Executive requires that all publications and documentation has the club logo and club contact details on the notice.

· The Publicity Officer will act as the Editor for all content on all club publications.

7. Game Day Rosters (including Canteen & Cleaning)
· The Executive will choose an appropriate member of the Committee of Management or volunteer to produce Game Day Rosters for Canteen, Cleaning, Gate and other duties required of the club during the day.
· In conjunction with these rosters the Team Managers are responsible for producing rosters for volunteers to assist with football and netball roles, such as timekeeping, scoring, goal umpiring, boundary umpires and water carriers.  There will be a whiteboard, which will be updated weekly by the Team Managers, used for this purpose.
8. Website Maintenance
· The Executive will choose an appropriate member of the Committee of Management or volunteer to be responsible for the updating and content on the Dookie United Football Netball Club Inc. website.  www.dookieunitedfc.vcfl.com.au
· The Website Maintenance Manager will work with the Publicity Officer to ensure all relevant updates are reproduced onto the website.
· The Website Manager and the Publicity Officer will act as the Editor for all content placed on the website.
· The Club Secretary is responsible for authorizing access to maintain the DUFNC Website.
9. Misconduct of Member

· The Executive may at any time upon complaint from anyone investigate such complaint, and if necessary suspend any officer or servant of the Club until its next meeting when such complaint will be considered and dealt with.



End of Season Operations
1. Vote Count

· After the last round of the Season, it is the responsibility of the Team Manager for each grade to conduct a Vote Count for their team.  This can be done in conjunction with the Coach if appropriate.

· The results of the Vote Count are to be documented on an Excel Spreadsheet and kept confidential.  These results are to be given to the Secretary to arrange for printing of Trophies for the Award Winners.

· These results will then be reproduced onto PowerPoint slides by the Secretary or appointed helper to be used in the Club’s Presentation Day or Night as set by the Executive.

2. Club Presentation Night / Day

· The Executive is responsible for setting an appropriate date for the Presentation Day or Night, which is be held at the completion of the season (including finals).
· The club is to work around dates which suit all Coaches, who must be present at this presentation day or night.
· The club will hold a joint Presentation Day or Night with both senior and junior football and netball.
· The club will have a power point display of photos and the vote count results.
3. Annual General Meeting

· The Annual General Meeting of the Club shall be held no later than the 31st day of October each year (the date and place of the meeting to be decided by the Executive) for the purpose of receiving the Annual Report and Balance Sheet.  The election (by ballot if necessary) of the President, and the Executive and members of the Committee of Management.   The Annual Meeting shall also elect one Auditor and consider any other business submitted to the meeting in a proper manner and in accordance with the Constitution herewith.

· The Committee shall consist of 7 Executive Members and up to 30 Committee of Management positions.  The Executive include: President, Secretary, Financial Manager, /Treasurer, Secretary, Sponsorship & Marketing Manager, Senior Football Operations Manager, Netball Operations Manager and Junior Development Manager.  

· The Committee shall be empowered to elect for one season any person it may deem worthy to deserve Honorary Membership, and may recommend to the members at the Annual Meeting any person or persons (not more than 2 in number) they may deem fit for election as Honorary Life Members.  The right of Honorary Members and Honorary Life Members to exercise a vote shall be restricted to the occasion of Annual Meetings, Special Meetings or Extraordinary Meetings.

· Nominations as members of the Executive and Committee of Management must be lodged at the Annual Meeting of the Club.

· All candidates for office, together with the proposer and the seconder, must be full financial members at the time of nomination.

4. Preparation of Annual Report

· The Secretary, President, Game Day Secretary and Publicity Officer are to work together to produce an Annual Report, which is to be ready to present to members at the AGM.
· The content of the Annual Report include:
· Life Members

· Membership List

· DUFNC Committee and Coaches

· Sponsors List

· President’s Report

· Secretary’s Report

· Treasurer’s Report

· Netball President’s Report

· Football Coach’s Report

· Football Captain’s Report

· Netball Coach’s Report

· Netball Captain’s Report

· Canteen Report

· Social Committee Report

· Mentor Program Report

· Award Winners
· Players Milestone
· Premiership Player Profiles

· PDFNL League Vote Counts 

· Registered Players List
· Press Releases 
· Other relevant publications, information that occurred during the season.
5. Preparation of Club Accounts for Audit

· The accounts of the Club shall be audited by one Auditor and a statement of receipts and expenditure by the Treasurer duly audited shall be submitted with a report at the Annual Meeting of the Club.  The Club’s income and property where-so-ever derived shall be applied solely towards the promotion of its objects and that no member of its governing body shall be appointed to any salaried office or office of profit in the Club and that no remuneration or other benefit in money or moneys worth shall be given by the Club to any such member except the repayment of our of pocket expenses, interests or money lent or reasonable and proper rent for premises demised or let to the Club.  In the event of the Dookie United Football Club being disbanded all assets and property will be distributed to an established patriotic fund or to a fund exclusively for charitable purposes or to a non-professional sporting Club or association with similar objects.

· The financial year of the Club shall be deemed to commence on the 1st day of October and terminate on the 30th day of September of the subsequent year.  All members shall be deemed to be financial for the purpose of voting at the Annual Meeting, or for nomination purposes, if the Annual Subscription has been paid prior to the end of the financial year.


Appendix 1
Dookie United Football Netball Club Inc. Organisational Chart 2009


Appendix 2
Executive
· President

· Secretary

· Financial Operations Manager (Treasurer)

· Sponsorship / Marketing Manager

· Football Operations Manager

· Netball Operations Manager

· Junior Development Manager

Committee of Management

· Football Game Day Manager

· Football Team Manager

· Property Stewart

· Cleaning Manager

· Head Trainer

· Rec Reserve Liaison Manager

· Netball Game Day Manager

· Umpire Co-ordinator

· Bookkeeper (Assistant Treasurer)

· Canteen Manager

· Bar Manager

· Sustainable Revenue – Grant Application Manager

· Assistant Sponsorship Manager

· Award Manager

· Social Co-ordinator
· Assistant Social Co-ordinator

· Publicity Officer

· Mentor Program Manager

· Senior Coach Football

· Senior Coach Netball
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