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Administration – Finance, Insurance and 
Property 
1 DEFINED TERMS 

Please refer to the Glossary to TOPS for definitions of key terms and concepts used 

throughout this document. Terms in italics are defined in the Glossary. 

2 FINANCE 

2.1 Accountability 

All funds held at all levels on behalf of Scouts Tasmania is 'Trust' monies and requires 

full accountability. The Xero accounting platform must be used by all Scout Groups and 

formations within Scouts Tasmania to ensure appropriate financial governance for 

Scouts Tasmania as required by auditors and other legal requirements. 

Scout Groups and formations cannot have an ABN or be registered for GST. 

Please note the following requirements for bank accounts: 

• All bank accounts opened must be in the name of ‘Scouts Australia, 

Tasmanian Branch …..…(Name of formation)…..Account: 

• All funds relating to a State Appointment are to be attached to the Tasmanian 

Branch. 

• Scouts Tasmania has an arrangement with Westpac to enable the State Office 

Manager to support formations. Therefore, Westpac is the preferred option for 

new accounts.  

• For access to Westpac accounts, there is no ongoing requirement for account 

authorities. Each person with access to the account only needs to identify 

themselves (100-point check) and obtain a Customer number. 

This number must be advised to the State Office Manager who will provide 

access to the account. 

• Where practical, existing accounts with other institutions should be transferred to 

Westpac. 

• All accounts must be on-line banking only by 31st December 2029. 

• At least three signatories for cheques (any 2 to sign) and three available for 

authorising (any 2 to authorise) are required for an EFT debit transaction. 

To ensure proper financial management and accountability, the following guidelines 

must be adhered to regarding the appointment and role of Treasurers within each 

formation: 

• Each formation must appoint a Treasurer who ensures that proper records of 

account are kept in accordance with accepted accounting practice. 

• If a Scout Group is unable to provide a Treasurer, the District Treasurer will 

manage the Scout Group finances until a Treasurer is appointed. 

• No Leader from a Scout Group is to serve as Treasurer on the Group Support 

Committee. 

• For a District or Branch Treasurer position, it is preferable that the Treasurer be a 

non-uniformed member.  

https://tas.scouts.com.au/tops/Glossary.pdf


Scouts Tasmania                                           Tasmanian Organisation and Procedures 

 

Page 3   Administration – Finance, Insurance and Property  Version 1  1 July 2025 

• A uniformed member must have a separation of at least one formation. For 

example: 

o a Leader in a section can be District Treasurer; 

o a Group Leader or Leader in a section can be State Treasurer. 

The Association's financial year ends on 31 December. At the end of each financial year 

all formations must provide the following to the State Office: 

• Where Xero is used: 

o Verified Financial Statement (link) – by Group Leader & Treasurer. 

o Balance Sheet. 

o Profit & Loss Statement. 

o Asset Register if MyScout Asset Register is not used. 

Sectional accounts must be presented to and verified by the Group Leader or 

Group Treasurer. 

Copies of the above are to be provided to the relevant District Commissioner. 

• While transitioning to Xero: 

o Verified Financial Statement (link) – by Group Leader & Treasurer. 

o Verified Balance Sheet. 

o Verified Income & Expenditure statement. 

o Asset Register – Not required if MyScout Asset Register is used. 

Sectional accounts must be presented to and verified by the Group Leader or 

Group Treasurer. 

Copies of the above are to be provided to the relevant District Commissioner. 

• A Formation can save GST on purchases over $500. To do this you must: 

o Send the Invoice to the State Office (office@tas.scouts.com.au); AND 

o Forward remittance for Invoice (less GST amount) to Branch Operating 

Account. (Your Invoice will not be paid until you remit the funds) 

3 FUNDRAISING (REFER TO FUNDRAISING GRANTS & 

SPONSORSHIP) 

4 BRANCH ANNUAL REGISTRATION FEE 

The State Executive Committee (SEC) sets the Branch registration fee following a 

recommendation from the Business and Finance Committee. This fee applies for the 

upcoming financial year, beginning 1st January.  

Scout Groups are notified after SEC approval, and invoices are generated on the 

anniversary of membership, payable within 30 days. 

Scout Groups set their Annual Fee dependent on Group requirements. 

It should be noted that any member NOT registered with Scouts Tasmania is NOT 

covered by Branch insurance for accidents occurring whilst on scouting activities. See 

the Adult Membership policy for more information about membership. 

mailto:office@tas.scouts.com.au
https://tas.scouts.com.au/tops/Fundraising-Grants-Sponsorship.pdf
https://tas.scouts.com.au/tops/Fundraising-Grants-Sponsorship.pdf
https://tas.scouts.com.au/tops/Adult-Membership.pdf
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5 DONATIONS GIFTS & BEQUESTS 

5.1 Donations 

Donations to the Scout Association of $2.00 and over are tax deductible. An 

appropriate receipt must be issued for each donation, and proper records must be kept 

for scrutiny by the Australian Taxation Office if so required. Branch and Scout Group 

levies or charges are not donations and are therefore NOT tax deductible. 

All donations must be managed through the State Office Manager if requiring a receipt 

for tax-deduction purposes. 

5.2 Gifts – In-kind 

In-kind donations must be processed through the State Office, and a receipt will be 

provided that complies with tax legislation for deductibility. For tax deductions on in-kind 

donations, the following conditions must be met: 

1. The gift must be voluntary, with no expectation of anything in return. 

2. Donating time and expertise is not tax-deductible. 

3. Paying expenses on behalf of Scouts Tasmania may be considered a gift of money. 

4. A donation of items is considered at the market value of those items. In particular: 

a. Land or property requires an ATO valuation certificate to receive tax 

deductibility unless purchased less than 12 months ago. 

b. Trading stock (market value less GST credits). 

5.3 Bequests 

All Funds bequeathed to Scouts Tasmania or formations must be received and 

receipted via the State Office. These funds will then be managed by the State Office 

Manager on behalf of the beneficiary to ensure the conditions of the bequest are met. 

6 INSURANCE 

• State Office arranges insurance cover on behalf of Scouts Tasmania’s members and 

staff.  

• This includes Personal Accident & Public Liability Insurance. 

• Formations are invoiced for their portion of the premiums as required. 

• To ensure insurance coverage Leaders running activities need to follow the 

approval procedures for the activity. See the Consent and Approval for 

Scouting Activities policy for approval procedures 

• Where an activity is not listed as an approved activity it may be necessary to take 

out and pay for additional cover. This must be organised through the State Office 

Manager. 

• Where the insurance is held under Scouts Tasmania’s policies then any claims must 

be made through State Office.  

• Note that all policies must be in the name of Scouts Australia – Tasmania Branch, 

even where managed within the Scout Group. 

6.1 Scout properties 

Scout-owned properties MUST be insured.  

Leased properties must be insured in accordance with the Lease Agreement. 

If the building/s are not insured through Scouts Tasmania’s policy, then State Office 

MUST be advised of the policy cover, policy number and insurer and currency of the 

cover. 

https://tas.scouts.com.au/tops/Consent-Approval-Activities.pdf
https://tas.scouts.com.au/tops/Consent-Approval-Activities.pdf
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6.2 Insurance for other assets 

• Boats/Trailers & Kayaks 

o If these are listed on the Annual Inspection Form supplied to the State Office, 

and you asked for insurance, they are covered under the State Policy. An invoice 

will be sent to your Group 

• Other Contents: 

o Scout Group and formations contents will be insured under the State Policy to 

the value advised, only if asked for. 

o MyScout Asset Register can be used to determine this. 

If an insurance policy is organised by the Scout Group, State Office must be notified of 

all details relating to the insurance cover.  

7 PROPERTY 

7.1 Titles and leases 

All Scout owned or leased property in Tasmania must be registered in the name of 

'Scouts Australia, Tasmanian Branch' and all title or lease documents are 

managed through the State Office Manager. 

7.2 Management of properties 

• The State Property Committee (SPC) is established with suitably qualified persons 

and is a sub-committee of State Executive Committee. 

• The function of the SPC is to examine all proposals for leasing, buying, selling, 

building or alterations to property to be used for scouting purposes and to ensure 

that all buildings are soundly constructed and suitable for scouting purposes. 

• Note: Alterations include any changes to the land or buildings, which require any 

council, State, Commonwealth or statutory authority approval. 

7.3 Approval of proposals 

If a Scout Group or other formation wishes to undertake any leasing, buying, selling, or 

alterations to property or buildings, it must first place a fully documented proposal before 

the District Executive Committee for endorsement. 

The endorsed proposal is then forwarded to the State Office for submission to the SPC. 

Proposals must be submitted to and approved by the SPC prior to any application for 

statutory approval. 

Note: Districts may find it beneficial to establish their own Property Committees for the 

initial examination of proposals, but all final decisions rest with the State Executive 

Committee. 

7.3.1 Procedures and documentation at the preliminary stage prior to statutory approvals 

The following documentation is required for consideration by the State Property 

Committee prior to statutory approvals: 

1. Sketch plans of proposed building or works and site plans of a standard suitable 

for Council planning approval. 

2. Financial proposal that demonstrates capacity to fund the works, including the 

group’s last 3 financial year statements. 

3. Where a loan from Branch is to be sought for scouting purposes, the following 

guidelines apply: 
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a. Any loan is for capital purposes. 

b. Loans are generally restricted to relatively small amounts in the order of 

$10,000 to $15,000 but larger amounts may be approved. 

c. Repayments are based on 0.5% above interest received on investment. 

d. Demonstrated capacity to repay the loan. 

e. Where a loan from the State Office is to be sought for commercial 

enterprises the interest on the loan is to be at the current bank rate (to be 

approved at a Business and Finance Committee meeting).  

*See also clause 8. 

7.3.2 Procedures and documentation at the building approval stage 

• Any building work as defined in the Building Act 2016 must be approved by the 

SPC prior to seeking a building permit from their local Council. 

• Documentation for the proposed building work is to be prepared by an accredited 

building practitioner. 

• The documents submitted to the SPC are to be supported by: 

a) Endorsement from District or Branch, as appropriate, to the effect it has 

satisfied itself of the need for such works. 

b) An estimate of costs. These costs are to include supervision, certification, 

council costs, and GST. 

c) Consent from the landowners etc.  

d) A suggested time frame to complete the project. 

e) The proposed Accredited Building Practitioner or Project Manager. 

• The SPC assesses the plans and other submitted information with special 

consideration being given to: 

o the result being achievable. 

o the proposed works being warranted. 

o the proposed works being suitable for scouting purposes. 

• The SPC may either ask for more information, or advise the formation that the 

project is not to proceed, or give approval for the formation to move to the next 

step. 

• The formation lodges the building plans with the local council along with private 

certification if necessary. 

• Once a building permit is obtained the formation is to forward this to the SPC 

with: 

a) final estimates. 

b) advice as to how it is to be funded. 

c) confirmation of the Accredited Building Manager and/or Project Manager. 

d) insurance arrangements. 

• The SPC may, if it deems appropriate, give consent to the formation to proceed. 

• Once building commences, the formation shall provide bi-monthly reports to the 

SPC.  

• At the completion of the project, the formation shall forward to the SPC: 

o A copy of the certificate of completion of building work. 

o A copy of the certificate of completion of plumbing work. 

o A copy of the council occupancy certificate. 

It should be noted that generally no formation is able to be an “owner builder” as per the 

Building Act 2016.  This policy may be varied by the SPC for projects of major State 

significance.  

https://www.legislation.tas.gov.au/view/whole/html/inforce/current/act-2016-025
https://www.legislation.tas.gov.au/view/whole/html/inforce/current/act-2016-025
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7.4 Planning and development proposals affecting scouting property 

Where scouting-owned property is likely to be adversely affected by an adjoining 

change of use or development, and notification has been received from the Council, the 

State Office should be advised of this fact. As statutory time limits apply, this advice 

needs to be prompt. A Scout Group or District organisation must seek approval from the 

State Office prior to lodging a representation, notice of appeal, or becoming a party to 

any proceedings in the Resource Management and Planning Appeals Tribunal. 

Representations and appeals should be made in the name of Scouts Australia – 

Tasmanian Branch. 

Where scouting-owned property is likely to be adversely affected by a draft planning 

scheme or draft amendment to a planning scheme, the State Office should be advised 

of this fact. Representations should be made in the name of Scouts Australia – 

Tasmanian Branch. Appearance before a hearing of the Resource Planning and 

Development Commission must be with the prior approval of the State Office. 

7.5 Building regulations and scout-used buildings 

Group Leaders are required to ensure the Maintenance Log and the Hall Inspection 

Form are completed annually by the 30th of September each year. 

The Maintenance Log is the record of works undertaken on the Hall for the preceding 12 

months 

7.6 Hall inspection form 

The Hall Inspection Form specifies that essential maintenance has been carried out and 

the health and safety features of the building meet regulatory requirements.  

Both forms are to be lodged with the State Office Manager and a copy of the forms are 

available in MyScout – in the Group Archives. 

IF SCOUTS TASMANIA IS RESPONSIBLE FOR INSIDE MAINTENANCE of a hall 

belonging to another organisation, then the procedure in the paragraph above is to be 

followed. 

IF NEITHER OF THE ABOVE APPLY then the hall’s owners are responsible for the 

Maintenance Log and Hall Inspection.  

7.7 Registration as Place of Public Assembly 

In addition to compliance with the building regulations, Scout Groups who hire their hall 

may be required to have it registered as a Place of Public Assembly by their local 

council. Should registration be required the council may charge a registration fee and 

inspect the hall. Where halls are registered in this way, a copy of that registration is to 

be sent to the State Office Manager each year. 

7.8 Leasing of scout premises 

Scouts Tasmania’s insurance policy permits the hiring of scouting-owned property. Refer 

to the State Office Manager if you receive a request to hire property to obtain insurance 

conditions applicable to that hire. 

Scouts Tasmania insurance policy does not cover the hiring of scouting-owned property 

to third-party commercial business operators. 

https://tas-1.myscout.com.au/DocumentDisplay/525
https://tas-1.myscout.com.au/DocumentDisplay/524
https://tas-1.myscout.com.au/DocumentDisplay/524
https://tas-1.myscout.com.au/DocumentDisplay/524
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If a commercial operator has their own public liability Insurance, the hall may be hired, 

provided a copy of their insurance is obtained and kept on record. 

Scout Groups should check their own Lease to ensure they have the authority to sub-

lease. If sub-leasing is permitted, Scout Groups must ensure any applicable special 

terms and conditions are followed. 

7.9 Closure of Scout Groups 

• Authority to close a Scout Group lies with the District Commissioner after 

consultation with the Scout Group  and District teams. 

• Should a Scout Group close, the District Committee will become responsible for the 

management of the assets.  

• The District will complete an inventory of all assets (except monies held) in trust until 

the Scout Group is re-formed.  

• Should it be deemed that the reopening of the Scout Group is unlikely the District 

Committee, may re-allocate items to other Scout Groups in the State. A record of 

distribution is required and a copy provided to the State Office Manager. 

• Group financial assets will be transferred Scouts Tasmania to be held in trust. 

• These funds will remain available for approved District projects of a capital nature for 

a period of 10 years after which they will be consolidated for use of the Branch as a 

whole. 

• Where there is a merger of Scout Groups the District Commissioner will manage the 

allocation of assets in consultation with the Scout Groups and District.  

7.10 Sale of property when Scout Group is still operating 

Where it is identified that an existing scout-owned property is to be sold, the ongoing 

viability of the Scout Group will be considered to ensure that as much funding as 

possible from the sale proceeds is made available to assist in relocating the Scout 

Group to a suitable premises. This consultation will involve the Chief Commissioner, the 

State President and/or their nominees and the District Commissioner.  

8 LOANS TO GROUPS BY BRANCH 

Where a Scout Group requires a loan from Branch, a written request to the State 

Executive Committee via the Business and Finance Committee detailing: 

• Amount required 

• Purpose of the loan,  

• Business Plan for repayment of the loan, including fundraising activities to assist 

with repayment. 

• Where the loan is required as part of a grant application, the request must be to 

the Business and Finance Committee six weeks prior to the grant closing date. it 

is essential that approval is not implied with any grant provider until written advice 

has been received from the Business and Finance Committee through the State 

Office Manager.  

9 ATTENDANCE AT INTERSTATE MEETINGS 

There are occasions where Commissioners, Leaders or other members of Scouts 

Tasmania may be required to attend meetings interstate on behalf of Scouts Tasmania. 

In these circumstances the following requirements must be met: 
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• Where Scouts Tasmania expenditure is required, notification of the meeting and 

expected costs are to be advised to the State Office Manager prior to attendance. 

• The Chief Commissioner must be notified of, and approve of, all attendances at 

interstate meetings, or national meetings held in Tasmania. 

• If the Chief Commissioner requires information to assist with the approval process it 

must be provided in a timely manner. 

• If the interstate meeting falls under the responsibility of a particular formation, e.g. a 

Sectional meeting, and that formation has a designated budget, any expended in 

relation to attendance shall be borne by the relevant formation. In this case the 

formation is not obligated to approve the expense. 

• If the meeting does not fall under the responsibility of a particular formation, the 

Chief Commissioner may approve or deny any expenditure. In such instances, a 

minimum of six weeks’ notice must be given to enable the request to be considered 

and a decision made. 

For Youth Member interstate and overseas travel see the Overseas and Interstate Trips 

policy. 

10 EMPLOYMENT OF SCOUTS TASMANIA STAFF 

Any person employed for salary/wages must be employed by Scouts Tasmania as the 

legal entity.  

11 LEADERS' EXPENSES 

It is Scouts Tasmania policy that no member can be offered any financial inducement to 

become a Leader or a non-uniformed member of Scouts Tasmania. 

Leaders are expected to pay their own personal and individual expenses that arise from 

scouting activities and functions. In recognition of the additional cost involved in being a 

Leader, some Scout Groups, where they are financially able, offer a reduced annual fee 

for Leader’s children in partial recompense for such costs. 

Reimbursement of approved expenditure is limited to those expenses directly related to 

a scouting purpose. 

 

Related policies and resources: 

• Fundraising, Grants and Sponsorship Policy 

• Organisation Information 

• Overseas and Interstate Trips 
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