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INTRODUCTION

This Manual specifies  the By-Laws applied to the control and general functioning of the Bromeliad Society of Queensland Incorporated.   It is intended that the By-Laws be additional but not to override  the requirements of the  current Incorporated Associations Act.  
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1.     Meetings.

General Meetings.  Unless decided otherwise by the Committee all General Meetings shall be held on the 3rd Thursday of each month(except December) at the Uniting Church Hall at 52 Merthyr Rd, New Farm, Brisbane commencing at 7.30pm. the beginners classes will commence 30minutes prior   constitution para. 25

Committee Meetings.  Meetings shall be held on the second Wednesday of the month at a venue decided by the members of the committee.   The committee may change time and venue but must meet at least once per month during the active period.

Annual General Meetings.  These meetings shall be held in February each year and in addition to the normal meeting agenda the election of office bearers shall take place.   Refer constitution para. 22 – 27 inclusive. 

Special General Meetings.  Refer constitution para  24.

2.     Membership

Application for  membership shall be in the approved form (Reference appendix “A”) and per the requirements of para 6 of the Constitution.

Classes

(a)  Ordinary Member  --  refers to a single person

(b)  Family Member  --  usually refers to husband and wife / couples and immediate members of their family below the age of 16

(c )  Associate Members  --  refers to fellow societies which share journals.

(d)  Honorary Members  --  are appointed annually and reserved for individuals or companies who contribute to the society but do not always attend meetings.

(e)  Life Members  --  proposed by members, subject to restrictions outlined in para 5  (3)  of the constitution and selection criteria  nominated by the committee

(f)  Patron  --  A noted member of the society appointed to the position by the Committee.

Membership entitles a member access to the society Library, one of each society magazine produced during the annual subscription period , the opportunity to offer plants for sale and,  purchase of sales plants from the sales table. 

2. (continued)
Conduct of Members.  
Members are obligated to behave in a manner that is both civil and courteous and to comply with any conditions which may apply during participation in particular society activities.
Members are obligated not to distribute letters, posters or other printed material relating to the business of the society without prior approval of either the meeting, the management committee, or the President and Secretary

Members who contravene these standards of behaviour can face disciplinary action in the form of a reprimand from the management committee or general meeting or in serious cases, termination of membership 
3.     Subscriptions

Cost of Subscription shall be decided by the members at a general meeting.

Fees are payable on joining and are due for renewal in October of each year.

New Members joining after 30th June are required to pay half the applicable yearly fees.

The Patron, Life , Honorary and Associate members are exempt from subscriptions fees. 

Current Fees are as follows:

Single Member  --  $15.00

Family Member  --  $20.00

4.     Sales

All sales of goods or plants shall take place within the confines of the meeting hall or the allocated sales area within the Show facility.  The Society shall receive 10 % Commission, calculated on the sale price on all goods or plants being sold at all society functions other than the Shows open to the general public where 20% commission will apply.  The sale of goods and plants at monthly meetings shall commence one hour prior to the commencement of general proceedings and cease at the completion of the mid-evening break.  Sales are not to take place while the meeting is in progress. Only financial members can offer goods or plants for sale at society functions
Plants:  The plant sales convenor is responsible for the control of plants and the sales area at monthly meetings and the Show facilities.  All plants offered for sale must be free from pests, disease and water. Sale plants must be clearly identified by a plant tag and also display the owners name or initials and price being asked on a medium approved by the committee i.e.  sales tag

Books;  The librarian is responsible for offering books relevant to the aims of the society for purchase by members at general meetings and the general public at Show facilities. All books shall be offered for sale within the confines of the meeting venue or Show facility.

Goods;  The goods sales co-ordinator is responsible for procuring goods relevant to the aims of the society and offering them for purchase by members at a value agreed by the committee.  All goods shall be offered for sale in the allotted area within the confines of the meeting venue or Show facility.
5.     Library

The Librarian and the assistant are responsible for presentation of library items for loan and books for sale at general meetings.  All items offered for loan must be clearly identified as property of the society  (rubber stamp as below)

All items must be registered in the card catalogue system with a unique alpha numeric identifier e.g.  A 25.

Each card within the card system must have provision and display

(a) the alpha numeric identifier

(b) the title

(c ) the author

(d)  date taken out e.g. 8/03 (month / year)

(e)  date returned

(f)  borrower (printed name)

(g)  signature

(h)  Telephone number

Journals and newsletters from other societies which are received by the Secretary are passed on when convenient and registered in the card system.  

Some items are retained as reference materials only for a period determined by the committee.  These items must be available at general meetings for reference but can be lent out on special occasions with  approval from the society president.

5 (cont)

Guidelines for Lending.

:  new members must be financial for three months

:  books are on loan for one (1) month only

:  members are responsible for replacement of lost or damaged books

Sale of Books 
The librarian is responsible for offering books relative to the aims of the society for sale at a cost determined by the committee to the membership at general meetings and to the general public at Show facilities. Proceeds from the sales shall be forwarded to the treasurer with a list indicating the name, cost, and number of each book sold. A receipt must be issued by the treasurer for monies received. 
6.     Magazine

The magazine “Bromeliaceae” will be published six (6) times per year. The editor is responsible for producing the society magazine and material offered for inclusion shall be published at the discretion of the editor. 

7.     Setup and Cleanup

There is no specific roster for these activities however a notice designed to stimulate member participation in these tasks will appear in the society magazine.

8.     Show and Tell Plants
The  guest speaker co-ordinator is responsible for the control of plants presented for the Show and Tell table. All plants shall be free from excess water and unless presented to demonstrate a particular failing, disease and pest free.

9.     Health and Safety
Hazard analysis and risk assessment shall be carried out on all facilities and activities associated with the functioning of the society. Appropriate steps shall be taken to minimise all potential risks.

10.     Position descriptions
President

The president is the figure head of the society. While there is no one model for the successful attributes of a president some desirable ideals are described below;

The president should chair all society meetings.

The president is the representative of the society on all public occasions

The president is the host of all social functions

The president is responsible for maintaining a convivial atmosphere on all occasions

The president should promote team work among the members and use the attributes of the members to benefit the society.  He shall try to discover hidden talents of the members and encourage their development.

The president should keep harmony among the members and be unbiased in all his actions

Legal responsibilities

The president forms part of the management committee

The president presides at all meetings of the management committee and general meetings as chair person

The president maintains meeting order

Vice President
Secretary

The secretary is the key person in the success of the society, has written and unwritten obligations and must be a resident of Queensland or live within sixty five (65) kilometres of the border.

Legal obligations

The secretary is responsible for ensuring the change of records of any land owned by the society

Provide members with access to a copy of the Rules on request and payment of reasonable charges for same.

· Ensure the Rules are in a legible state

· Lodge financial statements to the Chief Executive

· Notify the Department of Change of Officers

· Notify the Department of Secretary’s change of address

· Notify the Chief Executive of the societies insurance

· Submit the secretary’s Statutory Declaration on amendment of the Rules

Legal Duties

Responsible for the minutes of the Society

May countersign the fixing of the society’s seal

Allow members to view the members register

Give fourteen (14) days notice of any special Management Committee meeting

Call and convene a special general meeting

Notice to be given for the convening of all general meetings and meetings to hear membership appeals

Customary duties

Before each meeting:

Prepare the agenda

Check the minutes of the last meeting for business arising

Confirm arrangements for visitors and guest speakers

Arrange for a committee member to meet and welcome guests and provide the president with a suitable introduction

Arrange a suitable vote of thanks and gift, if required, for guest speaker

Bring minute book, reports, documents, correspondence, a copy of the Associations Incorporation Act, a copy of the society rules and operation manual

Prepare attendance register

Paper and pencils for ballot if required

At each meeting

Maintain an attendance book

Read or report on minutes and correspondence

Keep the minutes of the meeting

Assist with vote counts

After each meeting

Write up the minutes

Do all tasks and write all letters as per the meeting

Update the membership register

Keep president and other committee members informed of correspondence that may need attention

Treasurer

Management committee is responsible for the financial recording and integrity of the society.  The committee delegates to the officer  designated as Treasurer, the task of attending to the financial recording and reporting.  The following records must be kept by the Treasurer:

· A cash book or statement of  all amounts  received and paid

· A duplicate receipt book

· A cheque book

· Bank Statements

· Bank deposit book

· Petty cash book and

· A register of assets.

The treasurer must ensure the following:

· All records are kept in English

· All records are kept correctly and explain the financial position

· Statements containing the following are maintained:

· Income and expenditure of the society for the financial year

· Assets and Liabilities of the society for the close of the said year

· The accounts and affairs can be conveniently audited

Accounting requirements

The treasurer must:

·   receive all amounts paid to the society and issue a receipt for the amounts

·    as soon as  practical deposit each amount received into an account with a 

          financial institution and enter the particulars of payments and receipts                                                          into the society cash book

Payments of less than one hundred dollars ($100.00) may be made from a petty cash account kept on the imprest system

Payments of one hundred dollars ($100.00)  or more must be made by cheque

Particulars of all payments from and reimbursements to must be recorded in the Petty Cash Book

The treasurer must ensure the society management committee:

· :  approves and ratifies  expenditure

· :  record the approvals in the committee minute book

The treasurer must ensure all expenditure is supported by adequate documentation filed in chronological order and kept in the cash book

All negotiable instruments  (cheques)  issued must be signed by any two of the  approved signatories 

The treasurer must on a monthly basis 

· balance the cash book

· make a reconciliation between the cash book and the balance of the society account with the financial institution

· prepare a statement of receipts and payments and,

· prepare floats as per the management committee requirements for plant and goods sales areas 

The treasurer must keep financial records in the state of Queensland and for a minimum of seven (7)  years.

Editor
The editor is responsible for producing the club magazine namely                          ” BROMELIACEAE” which will be published six (6)  times per year.   

All material used in the magazine shall be at the discretion of the editor.

The editor is to ensure material used does not breach any copyright and contravene any other publishing legal issues.

Plant Sales Convenor
The plant sales convenor responsible for the control of plants and allocation of table space in the sales area at monthly meetings and organized society functions. The convenor is also responsible for the distribution of the proceeds from plant sales at monthly meetings and forwarding onto the treasurer the plant sales commission plus float.

Goods Sales Co-ordinator

The goods sales co-ordinator is responsible for the control of goods and the sales area.   The co-ordinator is also responsible for the procurement of items relevant to the charter of the society that will be offered for resale to members at prices predetermined by the management committee.

Accurate records of sales must be maintained.  A float prepared by the treasurer shall be obtained prior to the meeting and returned to the treasurer with a complete list of sales at the completion of trading.

Librarian

The librarian is responsible for the maintenance and security of all the items contained in the library register.   The librarian is also responsible for seeking out new material, reviews of new acquisitions and, an annual stock take and valuation of the library contents.   A card register system as described in Section 5 must be maintained.

The librarian must also ensure that archived material is stored in a way that will ensure the integrity of the material is maintained

Guest Speaker Co-ordinator

The guest speaker co-ordinator is responsible for securing the services of guest speakers and notifying the committee so that appropriate arrangements regarding programming and gratuity if required can be made.

The Hostess

The hostess is responsible for greeting people as they arrive and facilitating their smooth transition into the Society. The hostess is also responsible for ensuring all personnel sign the Attendance Book.

Refreshment Supervisor

The supervisor is responsible for ensuring refreshments in the form of non- alcoholic drinks and snacks are made available and ready at a time agreed to by the committee.   The supervisor is also responsible for ensuring the catering facilities are left clean and tidy and all crockery and utensils are returned to their respective storage areas.    Reimbursement for costs associated with the supply of refreshments shall be through the society treasurer on presentation of receipts.

Publicity Officer 

The publicity officer when requested is responsible for liaising with public organizations and media outlets in order to promote the society bearing in mind the objectives of the society at all times. 

The Raffle Co-ordinator

The raffle co-ordinator is responsible for collecting the float and tickets from the treasurer.  The co-ordinator is also responsible for displaying the prizes and organising the draw.   All moneys including the float are returned to the treasurer who will issue a receipt for the proceeds.

Show Organizer
 The show organizer is responsible for co-ordinating displays at venues agreed to by the society. A theme, if considered necessary, shall be approved by the management committee. 

Assistant Show Organizer
The assistant is to deputise for the show organizer in his/her absence and shall assist in the co-ordination of displays agreed to by the society.

Seed Bank Co-ordinator

The seed bank co-ordinator is responsible for collecting and storing seed in a manner that will ensure integrity and viability is maintained. The co-ordinator shall ensure seed offered to the members of the society at monthly meetings is fresh and distributed equally among interested members. The co-ordinator is to review stocks regularly and discard seed which is considered no longer viable.     
Sales Area Steward 
The sales area steward is responsible for ensuring all members comply with the requirements outlined in Paragraph 4 (Sales-plants) In addition the sales area steward is responsible for ensuring all members comply with the legislative requirements regarding “Fire Ants”.   
Membership Secretary
Field Day Co-ordinator
The field day co-ordinator is responsible for organizing field days and bus trips to venues approved by the committee
Chief Competition Steward
The chief competition steward is responsible for the registration of plants and arrangements submitted for consideration by a judging panel in a competition associated with an approved society exhibition. The chief competition steward shall ensure that all exhibits are clearly and correctly named on a metal or plastic name tag in the approved format. The chief competition steward shall ensure that all exhibits are entered in the correct category/class and they are free of water, pests or disease. In addition the chief steward shall record the results of the competition and arrange the presentation of applicable awards.
Competition Steward
The competition steward shall assist the chief competition steward in his/her role, by organizing, the tables, covers, plastic saucers and class indicators. In addition assist the judging panel by moving plants at the request of the chief judge during the judging.
BSQ Webmaster
The web master is responsible for maintaining and updating the society web site.
  11.    Grievances
All complaints or grievances shall be submitted to the committee in writing, addressed to the president of the management committee and, signed by the person making the submission.

The management committee must address all complaints or grievances and reply in writing to the person or persons responsible for the submission. In addition, if requested and or deemed necessary by the management committee the issue and proposed solution will be made public by a committee representative at the next convenient general meeting.
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