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Organisation Information

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

2. Tasmanian Branch Organisation

The Tasmanian Branch of Scouts Australia is incorporated under the Boy Scouts
Association Act 1954.

Scouts Australia, Tasmanian Branch is authorised by the National Council of the Scout
Association of Australia to administer and promote the welfare of the Movement within the
State of Tasmania in accordance with the Aims, Principles, Method, Policies and Rules of
the national body.

For the structure of Scouts Tasmania, see Appendix A.

3. Constitution
All members of Scouts Tasmania must comply with:

Constitution of Scouts Tasmania;

Reqgulations of Scouts Tasmania;

Scouts Australia Policy and Rules; and
Tasmanian Organisation and Procedures (TOPSs).

4. Incorporation

e Scouts Tasmania is an incorporated body established under the Boy Scouts
Association Act 1954.

¢ No individual group, formation or committee may apply for separate incorporated
status.

5. Annual General Meeting dates

Annual General Meetings must be held for a calendar year before the following dates in
the next calendar year:

e Groups & associated sections - 315 March

o Scout Group reports to District by 7" April
e Districts & associated Committees — 15" April

o District reports forwarded to the State Office by 30" April
e State — 30" June

6. Duties of the State Council

The State Council (also known as the Branch Council) oversees the general management
of the Branch. (See the Constitution, Clause 4.2)

7. Duties of the State Executive Committee

The State Executive Committee shall oversee the day-to-day management of the
Branch.(See the Constitution, Clause 5.2)
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8. Chief Commissioner of Scouts Tasmania

The Chief Commissioner, Tasmanian Branch, is the principal uniformed Leader of the
Movement in Tasmania and is the manager responsible for the delivery of Scouting to
young people and for adult members in the Tasmanian Branch.

The position is a voluntary one and involves working mainly with volunteers. (See the
Constitution, Clause 4.3)

9. Deputy Chief Commissioner

The Deputy Chief Commissioner (DCC) is appointed by the Chief Commissioner (See the
Constitution, Clause 4.4).

10. Assistant Chief Commissioners

Scouts Tasmania has three Assistant Chief Commissioners (ACCs), appointed by the
Chief Commissioner, each responsible for a designated support area. These support
areas are:

e Program Support
e Training & Adult Support
e Administration Support

Each ACC reports directly to the Chief Commissioner and is a member of the State
Operations Committee (SOC).

Assistant Chief Commissioners are responsible for overseeing the performance and
outcomes of roles within their support area (see Appendix A). They also develop and
provide recommendations to the State Operations Committee regarding matters related to
their area of responsibility.

11. State Office

11.1 Address

The State Office is situated at The Lea Scout Centre 330 Proctors Road, Kingston, 7050.
11.2 Contact Details

State Office Manager

The Lea Scout Centre

330 Proctors Road

Kingston TAS 7050

Ph: 03 6229 9385

E-mail: office@tas.scouts.com.au
11.3 State Office Manager

The State Office Manager shall be appointed by the State Executive Committee. (See
Regulation 15.1). The State Office Manager is responsible to the State President and the
State Treasurer and must work closely with the Chief Commissioner for the delivery of
support to all members. (See Regulation 15.2)
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12. Districts
12.1  District organisation

o District boundaries and their names will be defined by the State Executive
Committee (SEC ) on the recommendation of the SOC. A District badge, to be worn
on the right sleeve of all uniformed members in the District, will be of a design
approved by the Chief Commissioner. Contact the District team to obtain this badge.

e District Commissioners will wear the Branch scarf and all other adult Leaders
holding District positions will wear a dark green scarf with the District badge on the
peak.

o A District shall form a District Association, in accordance with Policy and Rules (Rule
3.3), and/or it may form a District Executive Committee, in accordance with Policy
and Rules (Rule 3.4), to carry out the functions and the day-to-day management of
the District.

12.2  District Commissioner (DC)

The District Commissioner shall be appointed by the Chief Commissioner on the
recommendation of the ACC Admin Support and the Deputy Chief Commissioner.

The functions of the District Commissioner are those set out in Policy and Rules (Rule 3).

12.3  District Association
The District Association comprises the following persons:

Leaders;

District Office Bearers;

members of each Group Support Committee;

two representatives of each Rover Crew;

other members of the community at the discretion of the DC.

The District Association shall hold a District Annual General Meeting no later than 15 April
each year, and reports forwarded to the State Office by 30 April.

The business of the AGM will be:

o Election of office-bearers.
e Presentation of the following reports:
o District Commissioner;
o District Chairperson;
o A Verified District financial statement;
o Sectional Reports;
o Other reports as requested by the District Executive Committee.

The following individuals and organisations should be invited to attend this meeting:

e The President of the Branch;
e The Chief Commissioner.

A verified report is one that has been checked by a person not responsible in any way for
the preparation of those statements (i.e. a parent/local person etc.). This person should
have some financial knowledge to enable them to verify the statement. There is no need
for this person to be a CA or CPA (Chartered Accountant or a Certified Practising
Accountant). They merely need to sign a statement to the effect that they have checked
the bank records, cheque butts, electronic banking authorisations and receipts etc and
then verify that the statement is an accurate representation of that information.

A verifier should be appointed/approved by the Scout Group/section/District/Formation

A Group using Xero is required to supply two Xero reports.
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e Balance Sheet
e Profit and Loss

12.4 District Executive Committee

The functions of the District Executive Committee shall be those set out in Policy and
Rules (Rule 3.4).

12.5 District Leaders

The District Commissioner, after consultation with the appropriate State Sectional
Commissioner, may appoint Leaders to the following positions:

Assistant District Commissioner;
District Activity Leader;

District Leader Training.

District Sectional Leaders.

District Leaders are to:

Carry out organisational functions as required by the District Commissioner.

e Where appropriate, they should keep Group Leaders informed.
As required, liaise with the appropriate Sectional Commissioner on matters of planning
and policy formation.

e Providing support to Groups and sections within their District as needed.

¢ Facilitating communication between and to Leaders in the relevant Section and, where
needed, organising leader get-togethers for coordination and planning of events.

13. GROUPS

13.1 Registrations and Authorisations

A Scout Group consists of one or more of the five Sections. All Groups must be
registered with and authorised by the State Office.

13.2 New Groups
New Groups are to be:

Initiated and fostered at a District level.

Approved using a Form Top 11 (New Group Form).
Supported by SOC.

Approved by SEC.

The Group Scarf & Badge are to be approved by the Chief Commissioner.
13.3 Group Leader
A Group Leader is essential to the wellbeing of a Scout Group.

This appointment must be the priority of all District Commissioners and Group Support
Committees. (See Policy and Rules: Rule 4.4)

13.4 New Section

Approval must be obtained (TOP 12 New Section Form) from the Chief Commissioner for
new Sections formed within an existing Group.

The Chief Commissioner is to consider the recommendation of the relevant District
Commissioner.
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13.5 Group Council

Each Scout Group shall have a Group Council that consists of all the Leaders of a Group,
which should meet at least once per School Term.

13.6 Group Support Committee

Each Group shall have a Group Support-Committee to assist in providing such support
and resources as the Group may require. (See Policy and Rules (Rule 4.7)).

The Group Leader is usually the only uniformed member of this Committee and provides
liaison between it and the Group Council.

13.7 Scouts Tasmania Verified Financial Statement for Calendar year

Where Xero is
used Please finalise and send to State Office

Verified Statement - signed by Group Leader and
Treasurer

Balance Sheet for Financial Year
Profit and Loss
Updated Asset Register to be uploaded in MyScout

Section Accounts must be presented and verified by the
Group Leader and Treasurer

Copies of above provided to District Commissioner

While
transitioning to
Xero Please finalise and send to State Office

Verified Statement - signed by Group Leader and
Treasurer

Audited Balance Sheet
Audited Income and Expenditure Statement

Updated Asset Register to be uploading in
MyScout

Section Accounts must be presented and
verified by the Group Leader and Treasurer

Copies of above provided to District
Commissioner

For further information on the running of Groups, please refer to Policy and Rules (Rule
4), Scouts Tasmania’s Group Leader Handbook and Scouts Australia’s Committee
Handbook/ Treasurer Handbook/ Group Secretary Handbook/ Group Chairperson
Handbook.
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14. SPECIAL PURPOSE FORMATIONS

Special Purpose Formations (SPF) such as Service Crews may be formed by District or
Branch. Special Purpose Formations will have a designated Chairperson/Leader who will
be appointed by the appropriate District Commissioner or Chief Commissioner or
delegate.

Where an SPF has responsibility for funds it will have a Secretary and Treasurer (the two
positions may be combined) and use the normal reporting functions required of Groups
and Districts. See Administration - Finance, Insurance and Property

15. Inventory/Assets
All assets must be held in the name of Scouts Tasmania.

Each Group or Committee is responsible for ensuring the proper maintenance and
upkeep of all Group assets, as well as any other Scouts Tasmania assets under their
management. If they are unable to fulfill this responsibility, the State Office must be
notified immediately. Additionally, the State Office must be informed of all Group assets
through the annual inventory.

Each Group is to keep an updated equipment inventory/asset register.

At the end of each Scout financial year (31 December), the equipment inventory must be
entered into MyScout (asset tab). This must include:

e the value of each item, and the total of all items;

e where it is stored and show;

¢ Insurance detalils (if held by Group) purchase date and price, replacement value
and estimated life.

Where State Office pays the cost of items such as registration of trailers or insurances
related to Group assets, Groups will be invoiced, and reimbursement should be made a
priority by the Group.

Related policies and resources:

Scouts Australia Policy and Rules

Scouts Tasmania Constitution

Scouts Tasmania Regulations

Scouts Australia Child Protection Policy

Child Safe Policy and Procedures

Accommodation Policy

Administration - Finance, Insurance and Property
Adult Membership

Consent and Approval for Conduct of Youth Activities
Youth Membership and Sectional Information
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Appendix A

State Structure

State Council

. State Executive . ,
Statle Premdlent and Committee Chief Deputy Chief
Vice President Commissioner Commissioner
|
State Sub Committees
ACC= ,
Assistant Chief [ State CIDEII'E'(IOHS
.. . . Committee
Commissioner. Business & Finance, Property,
VET = Vocational Lea Board of Management
education & Marketing, IT I
training. |
AA = Adventurous i___h_____l______]______]__
Activities. yXol® Yoo
TBRC = State Office l ACC o ,
Tasmanian | o Youth Program Administration TBRC
Office Manager Training & Adult Support. Support.
Branch Rover i -
Council | Support. VET, Sectional Fellowship,
DC = District Training, AA, Commissioners, Heritage, Risk _
Commissioner | Diversity & International, Management, Districts,
GL=G | Inclusion, Child Events, JOTA/QOTI Incident Groups
=Group Employees Safe, Awards Youth Reporting, Leader ’
Leader | Empowerment Build Youth




