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1  NAME  

The name of the section shall be known as the “Dandenong Club Bowls Section” herein-
after described as the “bowls section” and shall, notwithstanding anything which may 
appear to the contrary herein conform with the constitution, policy, by-laws and 
sporting guidelines of the Dandenong Club.  
 

2  OBJECTIVE  

The activities of the Dandenong Club Bowls Section are dedicated to the management of 
pennant bowls, to support and encourage participation of the bowls section members 
and to affiliate with Bowls Victoria or any other such controlling body.  
 
Activities such as facility management, bowls office, retail operations, non-pennant, 
competitions, barefoot bowls, corporate bowls staffing, coaching, bowls promotions and 
the conduct of major tournaments are not specifically part of the bowls section 
responsibilities.  
 

3  INTERPRETATION OF TERMINOLOGY  

In these rules, unless the contrary intention appears:  

• “Board” means the board holding office for the time being in accordance with the 
constitution being the board of directors of the club.  

• “Bowls Section” means the sporting section made up of members of the 
Dandenong Club. 

• “By-Laws” means the by-laws of the club made pursuant to the provisions of the 
constitution.  

• “Committee” means the Committee of Management of the Dandenong Club bowls 
section.  

• “Committee of Management” means a committee of ten (10) members consisting 
of the chairman, vice chairman pennant operations, bowls administration 
manager, bowls administration support manager, facility manager and five (5) 
managers of, mid-week pennant bowls, Saturday pennant bowls , social, welfare 
support and championships, respectively.  

• “Controlling Body” wherever appearing, refers to Bowls Australia (BA) Bowls 
Victoria (BV), or any other approved bowls body.  

• “Executive Committee” means the chairman, vice chairman, bowls 
administration manager, bowls administration support manager, facility manager 
and any member of the committee (as required from time to time) of the 
Dandenong Club bowls section.  

• “Ex officio” wherever appearing has the same rights as other committee 
members.  
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• Financial Year” means the year commencing the 1st July and ending the 30th June 
the following year.  

• “Gender” these rules are not gender specific.  Words importing the masculine 
gender only, shall include the feminine gender and vice versa.  
 

• “Hearing” means the special disciplinary hearing appointed by the executive 
committee to hear disciplinary issues against members of the bowls section.  

• “Member” has the meaning ascribed by clause 5 of the club’s constitution.  Any 
reference to a “member” means an unrestricted club member who has paid the 
appropriate bowls sports facility fee, or is a junior member, and affiliated with 
the Dandenong Club bowls section.  

• “Dandenong Club” means the Dandenong Club, parent club of the Dandenong 
Club bowls section or short titled the “club’   

• “Dandenong Club Bowls Section” means the sporting section appointed by the 
club and short titled the “bowls section”.  

• “Words” signifying the singular number only, shall include the plural and vice 
versa.  
 

4  INTERPRETATION OF THE RULES  

In the event of any difficulty arising as to the meaning of any rule or rules, the 
executive committee shall have the power to pronounce a decision, which shall be final.  
If any case arises which is not, or in the opinion of the executive committee is not, 
provided for in these rules it shall be determined by the executive committee.  
 

5  MEMBERSHIP  

Membership of the bowls section shall consist of persons who have been accepted as 
members of the club in accordance with the constitution and have paid their bowls 
sports section fees.  All members shall be entitled to all the rights and privileges of the 
bowls section as described in appendix 3, subject to these rules and the bylaws and 
constitution of the club.  
 

6  LIFE MEMBERS  

 
6.1 Any member who shall have rendered special service or services over a period in 

excess of 10 (ten) years shall on the unanimous recommendation of the 
Committee of management be nominated for election of Life Membership at any 
Annual or Special General Meeting with full privileges and full voting rights 
without payment of the bowls section fees. 
 

6.2 Not more than two life members shall be elected at the annual general meeting 
or any special general meeting in any one year. 
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6.3 A Life member shall not be relieved of any financial obligations other than the 
annual bowls section fee. 

 
7  LAWS OF THE SPORT OF BOWLS  

Bowls Australia’s Laws of the Sport of Bowls Australia’s Domestic Regulations and Bowls 
Victoria’s Rules for Competition shall apply to all games played under the control of the 
bowls section except when specifically stated otherwise.  Failure to observe any such 
laws will render the offending player(s) liable to disqualification from the competition 
or match.  
 

8  COMMITTEE OF MANAGEMENT  

8.1 The Management of the bowls section shall be vested in a Committee of 
Management of equal gender where possible and shall consist of an Executive 
Committee of five (5), and five other Committee Members.  

8.2 The Executive Committee shall comprise the Chairman, Vice Chairman, bowls 
administration manager, bowls administration support manager, facility manager 
and any member of the committee (as required from time to time) of the 
Dandenong Club bowls section.  

8.3 Of the five (5) other committee members they will be elected as managers of 
Saturday pennant bowls, midweek pennant bowls, championships, social, welfare, 
sub-sections, respectively.  

8.4 The officers of the Committee of Management of the bowls section shall hold 
office for a period of two (2) years from when elected  
 
Half the officers shall automatically retire each year at the end of their two (2) 
year term, while the remaining members will retire in the alternate year. 
 
Cycle 1: Chairman, bowls administration support manager, facilities manager, 
Saturday pennant, social 
 
Cycle 2: Vice chairman, administration manager, midweek pennant, welfare, 
championships 
  
All such periods of office being subject to resignation or removal from office 
under clause 39 of the constitution of the club.  

Position descriptions for each committee role shall be as described in appendix 
(a) of the Dandenong Club Bowls Section Rules.  The Committee of Management 
shall have power to amend position descriptions at any time. 
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8.5 Any member of the Committee of Management, at the completion of their term of 
office as defined in clause 7.4, shall be permitted to re-nominate for a position 
on the Committee of Management, notwithstanding that the position was 
previously held by them, and if elected by the membership as per clause 10, will 
resume office for a further two years.  

8.6 The Executive may act for and on behalf of the committee in any matter of an 
urgent nature arising between meetings of the committee and shall report 
thereon to the next committee meeting.  

8.7 The Committee of Management shall have the power to revoke any appointment 
at any time.  

8.8 The managers of the five (5) sub-sections defined in rule 7.3 shall within two (2) 
months succeeding the Annual General Meeting advertise on the bowls notice 
board and bowls electronic media sites expression of interest notification, listing 
all vacant positions within each sub-section.  Interested bowls and sub-committee 
members may nominate for those positions.  Nominating members will be 
appointed to those positions by the managers to help and assist them with the 
operation and managing their elected positions.  Managers have the power to 
appoint members to those vacant positions as it sees fit.  Upon their subsequent 
appointments, the managers will within one (1) month from those appointments, 
provide written documentation to the committee showing the successful members 
name and their appointed positions.  
  
The committee may make amendments to rule 8.8 without further recourse to 
the general membership.  

8.9 The committee shall have the power to declare vacant the position of any 
committee member who, without explanation, is absent from three (3) 
consecutive scheduled meetings.  

8.10 The committee shall have the power to appoint sub-committees with such 
powers, as it shall deem necessary in the interests of the bowls section.  The 
committee shall also have the power to revoke any such appointments at any 
time.  

8.11 The committee shall have the power to do all such things as are conducive to, and 
incidental to, the attainment of the objectives of the bowls section and the 
observance of the club’s constitution, by-laws and rules of the bowls section.  

8.12 The committee shall meet at least on ten (10) occasions in each year, at such 
times, as it shall appoint for the transaction of the business and affairs of the 
bowls section.    

8.13 The Chairman, or in the Chairman’s absence the vice Chairman or any three (3) 
committee members shall have the power to call a special meeting of the 
committee by instructing the bowls administration manager to do so, stating the 
object of such special meeting.  
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8.14 The Chairman shall preside as chairperson of all meetings at which he/she is 
present unless otherwise determined.  

8.15 The Chairman, or in the Chairman’s absence the Vice Chairman, shall be ex 
officio member of all sub-committees of the bowls section except the pennant 
selection sub-committees.  

8.16 At all meetings of the committee, six (6) members including at least two (2) 
executive committee members personally present, shall constitute a quorum and 
no meeting shall be held unless a quorum is present.    

8.17 A quorum of the committee shall have the power to fill any vacancy in their 
number, which occurs between annual general meetings.  
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9 SUB-COMMITTEES AND SPECIAL APPOINTMENTS  

9.1 The operational needs of the bowls section shall be vested in subcommittees 
and other special appointments all (including the Chairman of each sub-
committee) shall be appointed by the committee who may require that such 
Chairman and special appointees report in person or in writing to each 
committee meeting.  Such sub-committees and special appointments will 
include Saturday and Midweek Pennant Selection, Night Pennant Selection, 
Region Delegates to the controlling bodies. 
The club coach will be a board appointment, overseen by the club Chairman, 
General Manager and Chairman of the bowls section.  

9.2  Terms of office for sub committees and special appointments - The incumbent 
members of the aforementioned sub-committees and special appointees will 
hold office for a period of two (2) years commencing from the date of their 
appointment by the committee unless they resign or are removed from office 
under clause 39 of the constitution of the club.    
 

10  ELECTION OF THE COMMITTEE OF MANAGEMENT  
10.1 
 

Any two (2) members of the bowls section will be at liberty to nominate and 
second any member to serve as an officer of the committee of the bowls 
section.  A member will be permitted to nominate for more than one (1) 
position as an officer of the committee as previously mentioned but will not be 
eligible to hold more than one (1) position at any one time.  
 

10.2 The nominations must be in writing on bowls section nomination form (appendix 
a) signed by the proposer and seconder and by the nominee, giving consent to 
his or her nomination and must be delivered to the bowls administration 
manager at least fourteen (14) days before the date of the annual general 
meeting.  
  

10.3 If there are more nominations than vacancies for any position on the committee, 
balloting lists will be prepared by the bowls administration manager and/or 
member of committee containing the name of candidates the order of which 
will be decided by lot for each vacancy on the committee.  
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10.4 At every general or committee meeting, all voting on motions to be decided by 
a show of hands unless a majority of members present demand a ballot or a 
division.  If two or more candidates nominated for any position on the 
Committee of Management obtain an equal number of votes, a result will be 
obtained by placing the names of the tied candidates into a “hat” after-which 
an independent member from the meeting to draw out a single name.  The first 
name drawn from the “hat” will be the successful candidate.  

10.5 In the case of insufficient nominations of candidates, the executive committee 
may fill the remaining vacancies or vacancy with any member of the bowls 
section it considers suitable and who consents to the appointment.  

10.6 An absentee voting form for the election of the committee may be obtained 
from the bowls administration manager at the close of nominations and 
returned to the bowls administration manager no later than two (2) days prior 
to the Annual General Meeting. 

10.7 A list of names of the candidates shall be posted on the bowls section notice 
boards within forty-eight (48) hours after being lodged and a consolidated list 
posted within twenty-four (24) hours after the closing of nominations 

11 ANNUAL GENERAL MEETING  
11.1 No person other than a full financially affiliated member of the bowls section 

shall be permitted to vote or be appointed to any office or position at an annual 
general meeting.  

11.2 All full financially affiliated members upon arrival at the appointed place for such 
annual general meeting shall sign the attendance register for the purpose.  

11.3 The Annual General Meeting of members of the bowls section shall be held 
between 1 April and 31 May of each year.  At least twenty-eight days’ notice shall 
be given to all members of the time, date and place appointed by the committee 
for such a meeting, and a copy of the notice posted on the notice board.  

11.4 The business to be conducted at such meeting shall be:   

a) Apologies,  

b) To confirm the minutes of the previous annual general meeting,  

c) To receive and confirm the Chairman’s report,  

d) To receive and confirm all the other sub-committees and sub sections annual 
reports,  

e) To elect members of the bowls section committee,  
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f) To consider other business of which twenty-eight (28) days’ notice in writing 
has been given.    

g) To consider any special business brought forward by a member who has given 
in writing twenty-eight (28) days’ notice prior to the date of the meeting,  

h) To consider, and if desired, make any recommendation to the incoming 
committee of any matter raised by members at the meeting.  

11.5 If within half an hour from the time appointed for the Annual General Meeting a 
quorum is not present, the meeting shall stand adjourned to the same day in the 
next week at the same time and place and if at such adjourned meeting a quorum 
is not present, those members who are present shall be a quorum and may 
transact business for which the meeting was called.  

11.6 A quorum for the Annual General Meeting shall be 25% of the total number of full 
bowls section members at the time of the meeting.  
 

12  SPECIAL GENERAL MEETINGS  

12.1 The bowls administration manager, when requested by the committee, shall call a 
special general meeting of the bowls section whenever it has a matter under 
consideration upon which it may be deemed necessary or desirable to obtain the 
approval of members.  

12.2 The bowls administration manager at the written request of not less than one 
tenth of the total of all voting members of the bowls section, shall within 
fourteen (14) days call a special general meeting of the bowls section provided 
that the object of such meeting is expressed in the requisition, signed by the 
proposer and seconder who shall be voting members of the bowls section.  

12.3 At least fourteen (14) days prior to the date of such meeting, the bowls 
administration manager shall place on the bowls section notice board and 
electronic media details of the special general meeting, its objectives and the 
terms of any proposed motion.  

12.4 The Chairman at a special general meeting shall not accept any motion which, in 
the Chairman’s opinion, substantially departs from the words, meaning or intent 
of the motion of which notice has been given.  

12.5 If within half an hour from the time appointed for a special general meeting, a 
quorum is not present, the meeting shall be abandoned and the business (as per 
notice paper) shall be dealt with by the committee.  

12.6 A quorum at a special general meeting shall be 25% of all full members at the 
time.  
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13  GENERAL MEETINGS  

 
13.1  

All discussions at general meetings requiring resolution shall be subject to the 
ordinary rules of debate and all matters arising shall be decided by a majority 
vote.  Where a no majority vote is given, the Chairman will have a second or 
casting vote.  

13.2  The chair of a general meeting may with the consent of the meeting adjourn the 
same from time to time and from place to place but no business shall be 
transacted at any adjourned meeting other than the business left unfinished at the 
meeting from which the adjournment took place.  

13.3  The chair of the general meeting shall report all activities of the meeting to the 
committee at the next committee meeting following the general meeting.  

14 COMPLAINTS  

 
All complaints to be in writing and forwarded through the bowls administration manager 
in order for the committee to hear the complaint.  There will be no need for the 
complainant to attend, unless a request by the committee to do so.   
  

15  DISPUTES AND MEDIATION  

 

15.1 The grievance procedures set out in this rule applies to disputes under the rules 
of the bowls section between a member and another member or a member and 
the bowls section.  

15.2 All disputes must in the first instance, be referred to the committee in writing, 
must be duly signed and clearly set out the precise nature of the dispute.  

15.3 The parties to the dispute, must meet and discuss the matter in dispute, and, if 
possible, resolve the dispute within fourteen (14) days after the dispute comes to 
the attention of all parties.  

15.4 If the parties are unable to resolve the dispute at the meeting, or if a party fails 
to attend the meeting, then the parties must, within ten (10) days, hold a 
meeting in the presence of a mediator.  

15.5 The mediator must be:  

a) A person chosen by agreement between the parties, or   

b) In the case of a dispute between a member and another member, a person 
appointed by the committee; or  
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15.6 A member of the club may be the mediator.  

15.7 The mediator cannot be a member who is a party to the dispute.  

15.8 The parties to the dispute must, in good faith, attempt to settle the dispute by 
mediation.  

15.9 The mediator, in conducting the mediation, must-  

a) Give the parties to the mediation process every opportunity to be heard; and  

b) Allow due consideration by all parties of any written statement submitted by 
any party; and  

c) Ensure that natural justice is accorded to the parties to the dispute 
throughout the mediation process.    

15.10 The mediator must not determine the resolution of the dispute.  

15.11 If the mediation process does not result in the dispute being resolved, the matter 
will be referred to the board of the Dandenong Club.  

15.12 A dispute is not to be interpreted as such, where a difference of opinion is related 
to pennant selection or the action of any pennant selector in his/her role as a 
pennant selector.  

15.13 In all matters concerning pennant selection, the pennant selection committee’s 
decision is final.  
 

16 DISCIPLINE  

 

16.1 The Committee has the power to enquire into any possible breach or non-
observance of the club’s constitution, by-laws, Bowls Australia’s Laws of the Sport 
of Bowls, Bowls Australia’s Domestic Regulations and Bowls Victoria’s Rules for 
Competition, which may be prejudicial to the well-being of the club, its members 
and employees and the bowls section.  

16.2 Every member of the Dandenong Club bowls section undertakes to be of good 
behaviour and at all times conduct themselves in a polite and sportsman like 
manner when attending the club’s premises, representing the club as either a 
player, team member/official or spectator anywhere in Australia.  

16.3 All complaints regarding the behaviour of any bowls section members shall be 
referred to the Executive Committee who may either deal with the issue 
themselves or appoint a special disciplinary committee (hereinafter referred to as 
the hearing) that may comprise of members of the committee and any other 
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appointed member(s) who are experienced in matters of the nature reported.  
The executive committee will appoint a Chairman to the “hearing”.  

16.4 Any infringement(s) of the club’s constitution, by-laws, bowls section rules, and 
the respective bowls controlling body can result in:   

a) A reprimand,  

b) A suspension from the sport of lawn bowls,  

c) Exclusion from a particular activity, event or events,  

d) Disqualification, for such period considered fit,  

e) A recommendation to the club’s Board of Directors for suspension from the 
Dandenong Club, or  

f) Any other penalty considered appropriate in the circumstances.  

16.5 Prior to the imposition of any such penalty or sanction, the committee must 
notify the defendant by notice in writing:  

a) Provide to the member, player, spectator, team involved (defendant) full 
details of the conduct or omission by which it is alleged that there has been 
such infringement including details of the specific law, rule or regulation said 
to have been infringed.  

b) Inform the Defendant of the following:  

(i) The date, time and place for hearing of the allegations by the bowls 
section, or the “hearing” which date shall not be earlier than two (2) 
days or later than twenty-eight (28) days after the date of the notice,  

(ii) That the defendant may appear at the “hearing” and make oral or 
written submissions at the defendant’s expense, call such evidence as 
may be permitted by the “hearing”.  

(iii) That a person, who is not legally trained or qualified, may assist the 
defendant at the “hearing”.    

c) At the hearing the “hearing” must:  

(i) Give the defendant an opportunity to be heard  

(ii) Give due consideration to all matters put before it   

(iii) Determine whether the defendant is guilty of the offence alleged, or 
any other offence, provided the defendant be given a reasonable 
opportunity to defend an allegation that the defendant has breached 



DANDENONG CLUB BOWLS SECTION RULES  

    

Version 5.2 
5/3/2020   Page 14 of 28  

a different law, rule or regulation than the one with which the 
defendant was charged.  

(iv) Determine what, if any, penalty or sanction is to be applied to the 
defendant.  

(v) At the conclusion of any hearing, report the details of the matter and 
the outcome to the board of the Dandenong Club and the respective 
controlling body.  

(vi) Inform the player concerned by notice in writing the decision of the 
disciplinary hearing or committee meeting and the player’s right of 
appeal against such decision to the Dandenong Club board of directors 
within fourteen (14) days of the receipt of such notice.  

  

 17  PENNANT SELECTION COMMITTEE  

 

17.1 The Committee will call for expressions of interest from eligible members of the 
bowls section one (1) month preceding the Annual General Meeting.  The 
committee will determine suitable members for appointment to the position of 
selector and appoint them by the 30th June. The Committee will not be bound by 
such nominations and will have the power to appoint other members as it sees fit.  

17.2 The Committee shall appoint separate selection sub-committees for each pennant 
competition in which the club has representative sides.  

17.3 Selection sub-committees will comprise an adequate number of members (not 
being less than five (5) or as required from time to time) one of whom shall be 
appointed Chairman.  The Chairman will be decided by the committee at the 
appointment of the selectors.  
  
A further member may be appointed by the Committee to perform the role of a  
Pennant Administration Officer.  The tenure of this position will be for a twelve 
(12) month period.  This member will have no voting rights towards pennant 
selection.'  

17.4    Successful appointments to the selection sub-committees shall be for a period of 
two (2) years from the date of their appointment.  At the completion of their 
term they may re-apply for a further term of two years.  Half of the 
subcommittees shall automatically retire each year at the end of their two (2) 
year term, while the remaining members will retire in the alternate year.  
  
All periods of appointment will be subject to the resignation or removal from 
office under clause 39 of the constitution of the club.    
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17.5   The Committee shall endeavour that all Registered Pennant Sides are fairly 
represented by the appointment of appropriate members to the selection 
committee.  

17.6  The Committee reserves the right to remove from office any member appointed 
to either Selection Committee if it deems such removal is in the best interest of 
the Bowls Section.  

17.7  Any vacancy occurring in Selection Committees during the current pennant season 
shall be filled by the committee who shall have the power to appoint members to 
serve until the expiration of the current pennant season.  

17.8  The appointed Chairman of the Selection Committees shall be the sole 
spokesperson for the Selection Committee and the liaison officer between the 
Selection Committee and the committee.  

17.9  The duties of the Selection Committees shall be to select all sides for Pennant 
Matches, and in games held or authorized by their controlling bodies in which a 
player or side is representing the Bowls Section; and to determine eligibility of 
players.  

17.10 The Selection Committees shall cause to have posted on the Bowls Section Notice 
Board and electronic media a list of players selected to represent the club in the 
forthcoming Pennant Competition at the earliest opportunity.  

17.11 The Selection Committees shall appoint suitable members to the position of side 
managers for each respective side, notwithstanding that this appointment shall in 
no way prevent the members from being either promoted or relegated.  

17.12 It may be required from time to time for side managers to be invited by the 
Chairman to attend Selection Meetings in order to communicate their side’s 
performance or of any player’s comments or concerns.    

17.13 At the earliest opportunity after the appointment of the Selection Committees, 
the bowls administration manager shall place a list on the Bowls Section Notice 
Board and electronic media comprising the name of the Chairman and names of 
the Appointed Selectors.  

17.14 Any approach by a player to a selector regarding pennant issues shall be directed 
by the selector to arrange an appointment to meet with the selection committee 
to relay any concerns.  
 

18 UMPIRES  

18.1  The Selection Committees shall be responsible for allocating all umpires and 
measurers for pennant, ensuring all are offered (as far as possible) an equitable 
share of umpiring work.  
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18.2  The Championships Tournament Manager shall be responsible to allocate umpires 
for club tournaments 

19 NIGHT PENNANT  
19.1  The Administration of the Night Pennant Competition shall be vested in a Night 

Pennant Sub-Committee of three (3) members, one (1) of whom shall be appointed 
Chairman and shall consist of a selection sub-committee of three (3) members.  

19.2  Members of the Night Pennant Sub-Committee will hold office for a period of one 
(1) year commencing from the date of their appointment by the committee unless 
they resign or removed from office.  

20  CLUB CHAMPIONSHIPS /TOURNAMENTS AND COMPETITIONS  

20.1 The Manager of the Championships Committee shall be responsible to conduct all 
club championships, played at such times and on such conditions as shall be 
determined.  
  
The committee may amend Rule 20 at any time it sees fit and without further 
recourse to the general membership.  

21  DELEGATES  

21.1  Delegates as required by the relevant controlling body shall be appointed by the 
committee.  The delegates shall report verbally or in writing (if requested) to the 
committee of all meetings of the relevant controlling body.  

21.2  The Committee shall have the power to revoke any such appointments at any time. 

22  CASUAL VACANCIES  

 
The Executive Committee who shall have the power to appoint members to serve in any 
committee or sub-committee until the next Annual General Meeting shall fill any casual 
vacancy occurring in any of the positions of the committee or its sub-committees of the 
Bowls Section during the interval between annual general meetings.  
 

23  SMOKING ON THE GREEN  

 
The controlling body for the Sport of Bowls prohibits smoking on the greens at any time. 
Smoking shall be conducted only in the areas specified by the Dandenong Club. 
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24  ALCOHOL POLICY  

 
No Dandenong Bowls Club player shall consume alcohol during play, at any home and 
away Pennant Match. 

This policy does not preclude the reasonable consumption of alcoholic beverages before 
and after matches nor during any scheduled break in play. 

 
 
  

25 AMENDMENTS TO THE RULES  
These rules shall not be altered or added to unless:  

a) A notice shall be posted on the bowls section notice boards and the bowls 
section websites at least Fourteen (14) days prior to a special general meeting 
of the bowls section being called and setting out such proposed alterations, 
amendments or additions.  Furthermore, at such meeting there shall be at 
least 50% of financial members of the bowls section present personally.  For 
the resolution, alteration, amendment or addition to the rules to become 
valid, a simple majority of members present, and voting must pass such 
resolution.  

b) If within half an hour after the time appointed for the special general meeting 
a quorum is not present, the special general meeting, shall be abandoned and 
the business (as per notice paper) shall be dealt with by the committee.  

  
End  
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Organisational Structure 
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APPENDIX  A   

 JOB DESCRIPTIONS AND RESPONSIBILITIES.    

1  Chairman:   
To provide leadership and responsibility for the running and organisation of the 
Bowls Section.  

Be a person who can develop good relationships internally and externally.  
Be forward thinking and committed to meeting the overall goals of the Bowls 
Section.  
Be a good listener and be able to work collaboratively with Committee Members and 
attuned to the interests of members of the bowls section.  
Be a good role model and a positive image for the bowls section in representing the 
committee in other forums.  
Have a working knowledge about bowls governing bodies.  
Have a good working knowledge of pennant selection, bowls section rules, sections 
guidelines and the various duties of committee and sub-section committees.  
Chair Committee meetings ensuring that they run efficiently and effectively.  
Regularly focus the Committee’s attention on matters of bowls section governance.  
Periodically consult with Committee members on their role, to see how they are 
going, and help them to optimize their contribution.  
Communicate and develop a working relationship with the club’s board, bowls 
members, club-sporting sections, and various other bowls associations.  
Serve as a spokesperson for the bowls section when required.  
Assist in the development with organisations that are relevant to the goals of the 
bowls section.  
Coordinate section planning to ensure appropriate strategies are developed, 
presented to and reviewed by the Committee, and enacted as required.  
The necessary skills represented on the committee and that a succession plan is in 
place to help find new Committee members when required.  
To garner support and to inspire the participation of bowls section members in the 
delivery of the club’s bowls programs 
Strategic plans developed in order to achieve the goals of the bowls section.  
Other Duties to include:  

1. Administration for the Club Coach, Coaching, and development.  

2. Sections meetings bowls representative.  

3. Responsibility for the direction of programmes associated with 
delivery of the strategic plan.  

4. Bowls sections contact in dealing with the club board and club 
general manager. 
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2        Vice Chairman- Pennant Operations 
The role of the Vice Chairman is to shadow the Chairman in providing leadership 
and responsibility for the organisation and the Committee.  
Be a person who can develop good relationships internally and externally.  
In the event of the Chairman being unable to fulfil his/her duties to step in for 
the Chairman where needed including chairing meetings ensuring that they run 
efficiently and effectively.  
Be well informed of all pennant activities and able to provide oversight to 
managers Saturday and mid-week pennant bowls. 
Have a good working knowledge of the bowls section rules, sections guidelines 
and duties of the executive committee and bowls managers.  
Represent the Committee in other forums.  
Be able to raise concerns with the Chairman where and when they arise.  
To assist the Chairman in deciding matters, which are dealt with by the 
committee and be delegated appropriately.  
Represent the bowls section at meetings and forums as agreed to by the 
Chairman.  
Other duties as nominated by the Chairman and / or Committee.  
Oversee the section’s pennant operations 
Submit to the bowls section committee recommendations for team nominations 
for each pennant season 
Develop a list of umpires and measurers capable of managing pennant and all 
tournament requirements. 
Ensure umpires and measurers are adequately trained and informed of rules and 
conditions of play. 
 

3  Facility Manager:  
The facility manager shall have full control and supervision of the playing area 
and power to prevent play at any time when it is considered the area may be 
damaged or dangerous to any player.  Notice posted by the Facility Manager shall 
be sufficient. 

Negotiate with the clubs Greenkeeper on the playing conditions of the clubs 
bowling and greens.  

In the absence of the Facility Manager and green keeper, the relevant selection 
committee will appoint the senior umpire to act as Facility Manager who shall 
have the power to prevent play at any time.  

No member or individual with the exception of the Bowls Section Committee, 
shall approach the Green Keeper on any matter pertaining to the greens; all such 
matters shall be directed to the Facility Manager.  

In all other aspects, the supervision and control of the playing area shall be 
administered by the committee who’s ruling thereon shall be final.  
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The Facility Manager shall liaise with the Bowls Section Committee and shall 
attend any committee meetings as required and submit a report to the Annual 
General Meeting of the bowls section.  

Identify areas that require maintenance around the green  

Establish and monitor an ongoing plan for facility improvements 

Bring to the attention of the club general manager works required and assist with 
the completion of works where appropriate. 

Assist the Chairperson of each Selection Committee that requirements for greens 
are discussed with Green Director/Green Keeper and are satisfactory for Pennant.  

  

4.  Bowls Administration Manager:  
Manage the general correspondence connected with the affairs of the bowls 
section to receive all inward and initiate all outward correspondence.  
Bring before the committee all matters, which should properly require its decision 
or action.  
Development of the agenda in consultation with other Committee members and 
distribute to committee members prior to meetings.  
Be responsible for ensuring that accurate and sufficient documentation exists.  
Maintain an up-to-date copy of the bowls sections rules and sections guidelines.  
Ensure that proper notification of Committee and Club meetings are as advertised 
in the rules.  
In conjunction with the Chairman take action that requires urgent attention 
between regular meetings of the committee and to follow up with necessary 
action to give effect of the decision of the committee.  
Be sufficiently familiar with all current Bowls Sections documents to note 
applicability during meetings.  
Receive and distribute to members relevant bowls information via the bowls 
sections website, electronic communications or on bowls noticeboards when the 
need arises.  
Other Duties to include:  

1. Coordinator and administrator for new and transferred bowlers.  
2. Coordinator for all meetings between the bowls section and bowls members.  
3. The nominated person to receive and file relevant Police check records or 

working with children documentation.  
4. Keep a register of all financial members of the bowls section and keep Bowls 

Victoria’s data bank up to date.  
5. Is responsible for the annual budget process and to ensure the section 

members fees are received annually. 
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5  Bowls Administration Support Manager:  
The duties shall be to assist the Bowls Administration Manager, and to act for the 
Bowls administration manager during temporary absence.    
Ensure that official records of members of the club and committee are 
maintained as required by the club’s constitution and are made available to an 
authorised person when required.  These records may include founding 
documents, lists of committee members, committee meeting minutes, reports, 
elections and other official records.  
To take or record and manage minutes of committee, annual general and special 
general meetings, and prepare them in a suitable format for presentation to the 
bowls committee, club board and to club members, if applicable as soon as 
possible after each meeting.  
Ensure copies of the final approved minutes are counter signed, and a copy of the 
minutes is distributed to the board and a committee copy is kept.  
Other duties to include:  

1. Coordinating and detailing the relevant information required to produce 
the bowls sections handbook.  

2. Coordinator between the bowls section, Bowls Victoria and Bowls Region by 
receiving notification and managing entry forms, and fees for those events.  

3. Coordinator and administrator for Club Umpires, Measurers, Markers and 
Coaches.  

4. Record the Meeting minutes and distribute to the Committee Of 
Management members 

6.      Manager Saturday Pennant Bowls:  
This Position is the liaison between the Management Committee and the Saturday 
Selectors.  
The responsibilities will include all matters relating to Pennant play and ensure 
that the Bowls Section members are represented professionally and 
competitively.  
Preferably, the Manager should have experience as a Selector and understand the 
requirements of the Selectors sub-committee procedures.  
The Manager has no authority in regard to the selection of sides that represent 
Dandenong Club.  
The Manager can appoint sub-committees, which must be ratified by the  
Committee to assist, perform the actions of this position.  Members of this 
Positions Sub-Committee must be Club and paid up bowls section members and 
participants advised to the Committee by June Committee meeting for the 
coming year.  (As detailed in bowls section rule 8.8) The duties/events will 
include:  

1. Ensuring the administrative requirements of the Selection Panels, such 
as folders, correspondence for side managers, duty managers, duty 
teams, duty rinks, various stationery items.  
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2. Obtain up to date copies of the BV Rules for Competition, Conditions of 
Play for Midweek and Saturday Pennants.  

3. Ensuring Selectors are aware of their responsibilities and duties.  
4. Ensure that the Selectors seek players interested in the various 

competitions for Saturday Pennant Sides.    
5. Ensure the umpire’s equipment is in good working order.  
6. Maintain up to date list of Umpires, measurers and markers.  
7. Maintain a list of Coaches.  
8. Encourage the club coach to organise practice and organise coaching as 

required for Pennant.  
9. Organise Duty rosters for lunch/afternoon tea breaks on Pennant days.  
10. Manage catering, i.e.  biscuits, coffee, tea etc.  
11. Manage the housekeeping, tea towels, mugs, teapots, cutlery, etc.; 

ensure member’s kitchen is tidy and clean during current bowls season.  
12. Have a working knowledge of sides data input from information 

obtained from pennants.  
13. Keep a record of all stocktakes arranged at beginning of season and 

order replacement items when required.  
14. Enter all pennant results in accordance with Bowls Victoria guidelines 

Bring before the Committee any matters that require its decision or action.  
Any further duties as required by the Committee.   

7        Manager Mid-Week Pennant Bowls:  
This Position is the liaison between the Management Committee and the Mid-week 
Pennant Selectors which may include day and night pennant 
The responsibilities will include all matters relating to Pennant and ensure that 
the Bowls Section members are represented professionally and competitively.  
Preferably, the Manager should have experience as a Selector and understand the 
requirements of the Selectors sub-committee procedures.  
The Manager has no authority in regard to the selection of sides that represent 
Dandenong CC.  
The Manager can appoint sub-committees, which must be ratified by the  
Committee to assist, perform the actions of this position.  Members of this 
Positions Sub-Committee must be Club and paid up bowls section members and 
participants advised to the Committee by June Committee meeting for the 
coming year.  (As detailed in bowls section rule 8.8) The duties/events will 
include:  

1. Ensuring the administrative requirements of the Selection Panels, such as 
folders, correspondence for side managers, duty managers, duty teams, 
duty rinks, various stationery items.  

2. Obtain up to date copies of the BV Rules for Competition, Conditions of 
Play for Midweek and Saturday Pennants.  

3. Ensuring Selectors are aware of their responsibilities and duties.  
4. Ensure that the Selectors seek players interested in the various 

competitions for Mid-week Pennant Sides.    
5. Ensure the umpire’s equipment is in good working order.  
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6. Maintain up to date list of Umpires, measurers and markers.  
7. Maintain a list of Coaches.  
8. Organise Duty rosters for lunch/afternoon tea breaks on Pennant days.  
9. Manage Catering, i.e.  biscuits, coffee, tea etc.  
10. Manage the housekeeping, tea towels, mugs, teapots, cutlery, etc.; insure 

member’s kitchen is tidy and clean during current bowls season.  
11. Have a working knowledge of sides data input from information obtained 

from pennants.  
12. Keep a record of all stocktakes arranged at beginning of season and order 

replacement items when required.  
Bring before the Committee any matters that require its decision or action.  
Any further duties as required by the Committee.  
 

8.       Manager Social:  
This position is an important part of the culture of Dandenong CC.  
The Manager can appoint sub-committees, to be ratified by the Committee to 
assist, perform the actions of this position.  Members of this Positions Sub 
Committee must be Club and paid up bowls section members and 
participants advised to the Committee by June Committee meeting for the 
coming year. (As detailed in bowls section rule 7.8) The duties/events will 
include:  

1. Organise and manage a calendar of social events for club members,
 partners and friends 

2. Organise and manage the opening and closure of the pennant season 

3. Organise teams of players to participate in the Dandenong Club
 annual sub club day 

4. Organise catering for after pennant play 

5. Write copy for newsletters that relate to the social fabric of the club 

6. Encourage members to volunteer their services in the support
 Dandenong Club bowls programs. 

7. Organise and manage catering and housekeeping for these events.  

8. Write and submit news and events for insertion in the Club
 newsletter.  

9. Contact and forward cards/letters of good wishes, condolences to
 bowling members.  

Any further duties as required by the Committee.  

9.       Manager Championships  
 
This position will be responsible to run club championship events as follows:  

1. Men’s Championship Singles.  

2. Ladies Championship Singles.  

3. Men’s Championship Pairs.  
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4. Ladies Championship Nominated Pairs.  

5. Open Novice Championship  

6. Open Drawn Pairs 

7. Mixed Pairs Championship 

Ensure “Club Championships & Tournament rules “are kept up to date.  
Any further duties as required by the Committee.  

Encourage club members to enter regional and state championships by ensuring 
entry forms are available to all members and closing dates are widely distributed 

10      Manager Support and Welfare  
 

The Manager will require a high degree of sensitivity and compassion. They will 
ensure where possible appropriate confidentialities maintained. 

 

1. Supporting the wellbeing of members suffering from various health issues.  

2. Seeking assistance for members suffering from financial stress. 

3. Outcomes might include 

3.1 securing affordable equipment for bowlers 

3.2 providing payment plans for fees, uniforms or equipment 

3.3 arranging visitations during periods of bereavement, hospitalisation 
or illness 

3.4  providing letters and cards of sympathy 
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APPENDIX B 

 

Nomination For Bowls Section Committee Of Management Position 

 

Position  

Name of Nominee First name  Surname  

Nominated by First  Surname 

Seconded by First  Surname 

I hereby accept the above nomination for the 
above position on the Dandenong Club Bowls 
Section Committee of Management 

Signature of nominee 

In accordance with rule 9.4, nominations forms 
are required to be delivered to the bowls 
administration manager at least 14 days before 
the date of the annual meeting 

Date 
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APPENDIX C MEMBERSHIP CLASSIFICATIONS 

 
Membership 
classification 

Eligibility Privileges 

Full Member Full financial member of 
Dandenong Club, 

Application accepted by 
committee of the Bowls 
section 

Has paid the bowls section 
annual subscription fee 

Eligible to vote at Bowls Section general 
meetings and hold office of the Bowls 
Section.   

Entry to club championships, 

Registered for club pennant play. Access 
to the Dandenong Club greens during 
times specified for practice purposes 

Life members  Has rendered special 
service or services over a 
period in excess of 10 years  

Eligible to vote at Bowls Section general 
meetings and hold office of the Bowls 
Section.   

Entry to club championships, registered 
for club pennant play. 

Access to the Dandenong Club greens 
during times specified for practice 
purposes 

Junior Members  Under 25 years of age on 
July 1 of the current 
financial year. On attaining 
the age of 18 years a junior 
member must be a full 
financial member of 
Dandenong Club 

Has paid the bowls section 
annual subscription fee. 

If over the age of 18 years, eligible to 
vote at Bowls Section general meetings 
and able to hold office of the Bowls 
Section.   

Entry to club championships. 

Registered for club pennant play.  

Access to the Dandenong Club greens 
during times specified for practice 
purposes 

Dual Members Full financial member of 
Dandenong Club 

A financial member of 
another Bowls Victoria 
affiliated club and has 
nominated that club for 
affiliation purposes. 

Eligible to play pennant bowls provided 
any required permit has been acquired 
from the players “nominated” club. 
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Has paid the bowls section 
annual subscription fee. 

 


