DANCES WITH DOGS CLUB, QUEENSLAND

PROTOCOLS RELATING TO COMMITTEE AND CLUB OPERATION

1st November 2010

Operation of the Dances with Dogs Club, Queensland (DWDCQ) is subject to the Club Constitution, and the rules and guidelines of Dogs Queensland.  The following protocols include a summary of some of the requirements contained in those documents, together with operational guidelines to facilitate the smooth functioning of the Club.  In the event of any conflict between the protocols set out in this document and the Club Constitution or any Dogs Queensland rules or requirements, the latter take precedence over the protocols.

 1  Meetings

Under the constitution of the DWDCQ, general/committee  meetings are required to be held at least once in every two calendar months.  A Committee member who does not attend three consecutive Committee meetings without leave of the Committee ceases to be a member of the Committee and, if an office bearer, also ceases to hold that office.

No business can be conducted without a quorum being formed – a quorum is a simple majority of the elected Committee members.  Where a quorum is not present, urgent essential actions may be taken by the Office Bearers but any such action needs to be ratified at the next meeting.  Normally voting, where required, is by a show of hands and the matter is determined by the majority of votes of the members voting on the matter at the meeting.  

(Note:  This will alter after incorporation when a Committee of Management will be established.)

The principal business of the Club will normally be dealt with at its scheduled general/ committee meetings.  Where matters arise between meetings, they may be dealt with by email exchange between all members of the Committee, facilitated through the President and/or Secretary.  If the majority of the Committee indicates agreement, the matter may proceed, and will be reported in the agenda for the next meeting.  If the majority of the Committee does not indicate agreement/does not respond, the matter will be listed for consideration at the next general/Committee meeting.

 2  Agendas for meetings


The Dogs Queensland rules for Club Administration provide that the Secretary will prepare meeting agendas in consultation with the President.  The Secretary will circulate the agenda to all Club members by email normally at least five days in advance of the meeting date.

 3  Minutes of meetings


The minutes of meetings will be prepared by the Secretary and a draft provided to the President for review.  The draft minutes as endorsed by the President will be circulated by the Secretary to all members of the Committee by email, normally within fourteen days of the meeting date.

The minutes will be circulated to all Club members via the next monthly Club Newsletter (The Beat).

The draft minutes will be subject to confirmation at the next regular meeting of the Committee.  
The President (as Chair) must sign the minutes of each meeting, certifying their accuracy.  This occurs after the minutes have been confirmed at the next regular meeting (or AGM for AGM minutes).


 4  Communications


 4.1  Correspondence

All official correspondence on behalf of the Club should be issued by the Secretary. Other members may prepare correspondence relevant to the portfolio of the position they hold, persons authorised to correspond on behalf of the Club and the matters on which they are authorised to so correspond are as follows: 


 4.1.1  President and Secretary:  Any matter arising in relation to the business or operation of the Club, where relevant in execution of Committee decisions/discussions or after consultation with members of the Committee.  A copy of any such correspondence sent by the President should be provided (in electronic or hard copy) to the Secretary. 


 4.1.2  Treasurer:  Any matter arising in relation to the financial transactions of the Club. A copy of any such correspondence should be provided (in electronic or hard copy) to the Secretary. 


 4.1.3  Competition Secretary:  Any matter arising in relation to the conduct of or reporting on any competition conducted by the Club.  Subject to item 4.5 below, this includes judges’ contracts, venue bookings, ordering of trophies and provision of required reports and documentation to Dogs Queensland.  A copy of any such correspondence, including judges’ contracts, should be provided (in electronic or hard copy) to the Secretary. 


 4.1.4  Publicity Officer:  Any matter relating to publicity, including arrangements for demonstrations.  A copy of any such correspondence should be provided (in electronic or hard copy) to the Secretary.


 4.1.5  Other members:  Other members may prepare correspondence on behalf of the Club only with the specific prior authorisation of a general/committee meeting.  A copy of any such correspondence should be provided (in electronic or hard copy) to the Secretary.

The Secretary will read all correspondence (inwards and outwards) at the next general/Committee meeting and/or will have a copy of correspondence occurring since the last meeting available for perusal at the meeting, if required.


 4.2  Emails to Club members


The Club email address ( dwdcq@live.com.au ) should normally be used for all email correspondence related to Club matters.

All broadcast emails to the Club’s membership should be circulated by the Secretary or, in the case of arrangements for demonstrations, by the Publicity Officer.  The ‘blind copy’ facility should be used to protect the identity and address of recipients.

If any Committee or Club member wishes any matter to be distributed/notified to Club members, he/she should provide the relevant material to the President for review and the President will, if appropriate, forward it to the Secretary for circulation.  If the President does not endorse its circulation, he/she will discuss the matter with the originator and, if the matter 

cannot be resolved, will refer the matter to the Committee for discussion at its next meeting.

The Secretary will keep an electronic as well as a hard copy of all such broadcast emails, as well as other emails sent formally on behalf of the Club and will report on same as correspondence at the next general/committee meeting.

 4.3  Judges and venues for competitions and their timing


Preliminary work in relation to the identification of possible judges and venues for competitions and the timing of competitions will be undertaken by the Competition Secretary. The Competition Secretary will provide a proposal for the year’s schedule (if possible) for endorsement by the Committee.  Any subsequent variation of that schedule also requires endorsement by the Committee before any judge’s contract is issued or venues are formally booked.


 5  Documents/guidelines relating to DWD


Any member who wishes to develop any document to assist the future development of DWD or to assist DWDCQ members in the pursuit of their sport, with the intention that such document be circulated to the membership and/or published on the website, should prepare a draft of the document and forward it to the President, for inclusion and consideration in the business of the next general/committee meeting.

 6  Treasurer’s report


The Treasurer is responsible for maintaining all financial and property records for the Club and preparing financial reports to each general/committee meeting.  The President must sight and sign the reconciled books of account, including bank statements, periodically.  

(This too will change with incorporation.)  All expenditure should be approved at the general/committee meeting (and be recorded in the minutes).  Any or all expenditure needs to be supported by appropriate confirmatory documentation, printouts, invoices etc which are then signed by the President once approved for payment by the meeting.

Petty Cash accounts maybe established under the imprest system where an advance is made and documentation confirming expenditure is lodged at each meeting to recoup expenses.

Any out-of-pocket expenses incurred on behalf of the Club by any member will only be reimbursed following documentary proof of expenditure and with the approval of members at a general/committee meeting.

 7  Demonstrations


If any member becomes aware of an approach by any person or body regarding a possible demonstration, he/she should notify the Secretary who will consult with the Publicity Officer regarding the proposal and, where relevant, will invite participation from members.   Unless otherwise authorised in writing, any formal correspondence regarding participation in demonstrations should be conducted by the Secretary.

This rule only applies for approaches to the DWDCQ.  Individual members approached as individuals may carry out a demonstration provided no reference to the DWDCQ is made.

 8  Booking of Venues


Booking of venues, following a proposal regarding the purpose, the venue and the cost, must be endorsed by the Committee prior to any booking being confirmed.  Receipts for all deposits and other hire payments must be furnished to the Treasurer.

 9  Newsletters


The Publicity Officer will provide a draft of all newsletters to the President and Secretary for sign-off before distribution to members by the Secretary.


 10  Acknowledgement of sponsors


Where known at the time of advertising, the advertising schedule/notice should acknowledge the major sponsor(s) (ie the provider(s) of trophies/prizes).  Any other significant donors/supporters for that particular competition, as well as the major sponsor(s), should be acknowledged in the catalogue.


 11      Website content


Any policy or procedures document must be submitted to and endorsed by the Committee prior to its being posted to the Club’s website.

 12  Annual reports


The Club is required to submit an annual report to Dogs Queensland which includes a report on activities as well as all required financial statements.  A copy of all materials constituting the annual report will be circulated to all members.

 13  Videotaping and photography at DWDCQ events


 13.1  Videotaping and photography at DWDCQ events may be undertaken in accordance with the guidelines below.


 13.2  Videotaping and photography may be undertaken by individual club members or other persons attending the event, for their own personal use.


 13.3  The filming of video footage or photographs with a primary purpose of sale may be approved by the Committee either in general or for any particular event/activity.


 13.4  At competitions or other performances, any competitor/handler may request that his/her routine with his/her dog not be videoed (or photographed), either generally or by any particular person(s) taking videos at the event.  Any such request should be made as early as possible on the day of the competition/performance and in any event before commencement of the routine in question.  It would be preferable that any such request be made in writing.  In the absence of any such request, the person taking the video may film the routines of any/all competitors.


 13.5  Any competitor/handler may request that footage/photos of his/her routine with his/her dog be removed from any video/photos before its/their distribution (see item 13.6 below).


 13.6  In the case of DVDs to be sold/distributed, where any competitor has requested that footage of his/her routine with his/her dog be removed before distribution of the DVD, there will be two types of DVD produced –


a)
a complete DVD including all routines videoed at that competition/event (ie all routines excluding any in which the competitor/handler/owner has requested that the routine not be videoed);  any such DVD may be sold/distributed only to competitors/handlers/ owners of dogs competing in that competition (including Rookie class) and judges officiating at that competition;

b)
an edited DVD from which the routine of any handler and dog, in respect of which the competitor/handler/owner has requested removal of the footage in accordance with Section 13.5 above, has been removed;  any such DVD may be sold/distributed to other persons in accordance with these protocols.

 13.7  A summary note of the above will be included on all DWDCQ competition catalogues.

 13.8  There will be no payment made to any competitor/handler/owner whose dog/routine is included on any such DVD prepared for sale/distribution.

 13.9  The actual sale price of DVDs and photographs will be determined by the person(s) producing/compiling/selling them;  in the case of DVDs, this will be dependent on the number of competitors and hence the duration of the competition/video and number of DVDs in the set.


 13.10  The person producing/compiling the DVD/photographs will notify competitors /handlers (through DWDCQ if necessary) of the availability and cost of the DVD(s)/photographs and procedures for ordering a copy (which will be direct to the sellers, and not conducted through DWDCQ).


 13.11  The person producing the DVDs will include a statement that they are not for re-sale but it is recognised that this cannot be policed.


 13.12  DVDs/photographs of DWDCQ competitions/events will not be sold/distributed overseas without the prior specific written permission of every handler whose dog(s)/routine(s) appear on the DVD or of the persons/dogs featured in any photographs. 

 14  Management of Dogs at DWDCQ events


 14.1  Competitions and other events


 14.1.1  It is the responsibility of every competitor/handler/owner at every DWDCQ competition, training or other activity, to ensure the safety of their dog and that it in no way interferes with or behaves in a way which could potentially impact negatively on any other person or dog.  This may include the need to crate the dog at a distance from where other people and dogs are gathered.


 14.1.2  All competitors/handlers/owners must exercise caution in the movement of their dog in and out of the crate and within the environment with other people/dogs.


 14.1.3  Competitors/handlers/owners whose dogs are aggressive or reactive should ensure that others are alerted regarding their dog’s potential behaviour.  As a common strategy, competitors/handlers/owners of such dogs are requested to put a large yellow ribbon or similar both on the dog’s crate and on the dog’s collar (other than when in the competition ring).  Competitors/handlers/owners of other dogs who want their dog left undisturbed for any other reason can adopt a similar strategy.


 14.1.4  Final responsibility always lies with the competitor/handler/owner to ensure that both the correct procedures and common sense are followed for their own dog and in respect to other competitors/handlers/owners and their dogs.

 14.2  Competitions

 14.2.1  At any DWDCQ competition venue, sufficient space must be available for dogs to be crated in such a manner as to allow the safe entry and egress of the dog from the crate.  Particular care should be taken where crates are set up in facing/opposing rows in close proximity, and in corners.


 14.2.2  The Competition Manager can direct any competitor/handler/owner to relocate their dog/crate if in his/her opinion the dog’s behaviour is causing (or there are reasonable grounds for apprehension that it may cause) interference to or impact negatively on any other competitor/handler/owner or dog.


 14.2.3  Vetting should be conducted in an area which enables the free movement of dogs without undue crowding


 14.2.4  Not only the assembly area but also access to the assembly area must be clear of dogs/handlers.  If the ‘main’ area adjoining the assembly area is occupied with people, dogs, crates and/or other gear, an alternative, clear route to the assembly area must be available.


 14.2.5  Access to and exit from the ring, through the assembly area, must be managed in such a way as to avoid the exiting and entering dogs interacting.  Where feasible, separate entry and exit gates should be considered.


 14.2.6  Any person who has any concern regarding matters pertaining to the competition or competition environment should approach the Competition Manager who will take such action as he/she deems appropriate.


 14.3  Training and other events


 14.3.1  At any DWDCQ activities at which dogs are in attendance, sufficient space must be available for dogs to be crated in such a manner as to allow the safe entry and egress of the dog from the crate.  Particular care should be taken where crates are set up in facing/opposing rows in close proximity, and in corners.


 14.3.2  The President, Secretary or event organiser can direct any handler/owner to relocate their dog/crate if in his/her opinion the dog’s behaviour is causing (or there are reasonable grounds for apprehension that it may cause) interference to or impact negatively on any other handler/owner or dog.


Any person who has any concern regarding matters pertaining to the event/activity or associated environment should approach the President, Secretary or event organiser who will take such action as he/she deems appropriate.


