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  Smart Clubs - What’s it all About? 
  
 This checklist is a resource developed by the DSR as part of the Club Development 
Scheme (CDS), modified for use by the City of Bayswater and the City of Swan and its program 
titled Smart Clubs. The CDS helps clubs to deliver better quality services to their members and 
participants. It also helps Clubs be more viable and sustainable in an ever-changing sport and 
recreation industry.  
 
 Smart Clubs is an initiative by the Department of Sport and Recreation (DSR) and run by 
the Club Development Officers (CDO’s) employed in certain (Local Government Authority) 
LGA’s.  The purpose of this program is to provide  recreational clubs in general with a generic 
tool by which they can use to gain a real understanding of their clubs overall position and obtain 
knowledge required to further develop their clubs. The CDO in your LGA will be trying to        
develop positive and open relationships with your and all recreational entities in the area. By 
liaising with Councils, Associations and Peak Bodies your  local CDO will look to assist Clubs in 
ensuring that the facilities and the Clubs that manage these facilities are sustainable and      
successful.  
 
 
 
Club Development Scheme 
 
 The CDS provides resources, training and online assistance to sport and recreation clubs 
and volunteers across Western Australia and is delivered in partnership with local government, 
State sporting association and peak recreation bodies. CDS seminars will be organised by the 
Club Development Officer and club officials will be advised of the frequency in the coming 
months. 
 
 With significant annual turnovers, facility maintenance requirements, liquor licences,     
volunteers etc, Clubs often face complex management and governance issues. This checklist is 
designed to provide quality assurance guidance to Clubs managing and/or utilising facilities on 
Council premises, to avoid potential management and financial pitfalls that may otherwise lead 
to an unexpected and unwanted debt.  
 

 The details gathered will also be incorporated into Council’s future planning, including the         
allocation of funds to community sport and recreation people, places and networks through   
municipal funding programs and grants. This checklist is considered relevant to all Clubs       
including single entities with an exclusive lease/licence and or a Club or Clubs using Council 
change/clubroom premises as part of the seasonal ground  allocation process. 
  
 For more information contact the Club Development Officer (CDO) for the Cities of    
Bayswater and Swan (Leigh Cover) on 0448 973 358 or via email at 
leigh.cover@swan.wa.gov.au or alternatively you can contact the Department of Sport and   
Recreation on 9387 9700 and/or visit the CLUBS section at www.dsr.wa.gov.au. 
 
 Your consideration and participation in this initiative is greatly appreciated and we look 
forward to progressing with you, the management and planned development of sustainable,   
accessible “better, safer, smarter” sport & recreation people, places and networks for the health 
& well being of our community. 
 
 
 
 
Disclaimer: 
This resource contains comments of a general nature only and is not intended to be relied upon as a substitute for professional advice.                  
No responsibility will be accepted by the City of Bayswater, City of Swan and/or Department of Sport and Recreation or the authors for loss       
occasioned to any person doing anything as a result of any material in this resource. 
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Club DetailsClub DetailsClub DetailsClub Details    

 Club Name: 
 
 Address: 
 
 Postal Address: 
 
 Facilities/Clubrooms/Grounds which area Used: 
 
 
 Facility Usage Frequency: 
 
 Type of  Recreational activity (e.g. AFL, Netball, Soccer): 
 
 Are you affiliated to your State Association/Governing Body i.e. Tennis West, WACA,WAAFL,  
 Swan Districts Netball Association?     Yes / No  
  
 -Please State Which Association: 
  
 Number of Members: 
     Junior: Male:    Senior: Male: 
       Female:      Female:  
 
 Number of Teams with in club:  
 
 Contacts: 
  President:  Name: 
     Phone: 
     Email: 
 
  Vice President:  Name: 
     Phone: 
     Email: 
 
  Treasurer:  Name: 
     Phone: 
     Email: 
 
  Secretary:  Name: 
     Phone: 
     Email: 
 
  Other   Website: 
     Club Email: 
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List three (3) areas that are working well in your club? 
 
1) 
 
 
 
 
 
 
2) 
 
 
 
 
 
 
3) 
 
 
 
 
 
 
 
 
List three (3) areas that are not working well in your club? 
 
1) 
 
 
 
 
 
 
2) 
 
 
 
 
 
 
3) 
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• Are you incorporated under State law?  

• Has your constitution been updated in the last 2 seasons?  

• Do you have a current set of by-laws/rules/regulations?  

• Does your management committee follow agreed meeting proce-

dures?  

• Does someone record minutes at meetings and make them available 

easily available for members?  

• Are you aware of the legal requirements resulting from incorporation?  

• Do you have job descriptions or duty statements for your volunteers, 

committee members and/or personnel?  

• Do you actively recruit new committee members?  

• Are your rules and regulations made easily available for members to 

peruse? 

• Do you understand what is meant by “Corporate Governance” ? 

 1 - ADMINISTRATION             YES  NO  IN 
                  PROGRESS 
  

While not a comprehensive list, have you considered guidelines for 

your club/group on: 

• Anti-harassment (racial, sexual, cultural, religious etc.) 

• Child protection  

• Health related issues (i.e. anti-smoking, sun protection, 

alcohol and drug awareness)  

• Financial processes  

• Complaints handling  

• Committee members’ duties and responsibilities  

• Codes of conduct for athletes, participants, coaches  

• Volunteer management  

 2 - POLICIES AND GUIDELINES       YES    NO   IN 
                   PROGRESS 
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• Do you spend time planning for future development and funding  

opportunities? 

• Do you have a budget beyond the current year? 

• Do you have a yearly plan that sets out what you will do and how 

you are going to do it? 

• If so, do you regularly assess the progress of your plan? 

• Do you have a planning checklist for major events? 

• Do you currently have an active Business Plan in place? 

• Are you constantly monitoring and review Key Result Areas in your 

Plan? 

 3 - PLANNING                YES    NO      IN 
                      PROGRESS 
  

• Do you have public liability insurance? 

• Do you have adequate building and/or equipment insurance 

to cover all potential risks (i.e. theft, fire, weather damage)? 

• Do you have insurance to protect the professional conduct 

of directors, coaches, officials and other key volunteers/personnel? 

• Do you have injury insurance for players, instructors and officials? 

• Do your insurance policies cover both regular activities 

and special events? 

 4 - INSURANCE               YES   NO     IN 
                      PROGRESS 

• Do you have first aid resources available at all facilities/events? 

• Do you encourage and support the training of volunteer members 

in first aid, sports training, etc? 

• Have you nominated one or more accredited First Aid Officers 

or sports trainers? 

• Do you regularly conduct risk/safety checks on facilities 

and equipment? 

 5 - SAFETY               YES   NO     IN 
                      PROGRESS 
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• Do you have a set policy for the training of volunteer members 

and/or personnel? 

• Do you encourage the accreditation of instructors, coaches, 

and officials through various accrediting bodies? 

• Do you encourage the training of committee members, volunteers 

and/or personnel in specific areas of development such as: 

– financial management 

– conducting meetings 

– volunteer management 

– planning 

– sponsorship and fundraising 

– event management 

– marketing and promotion 

– legal issues and risk management 

– committee management 

– use of technology 

 6 - EDUCATION AND TRAINING           YES            NO     IN 
                     PROGRESS  

• Do you use mechanisms to monitor and control spending, 

such as: 

– spending limits for various personnel? 

– at least two signatures for payment transactions? 

– purchase orders for all expenditures? 

• Do you: 

– keep an accurate set of accounting books or have a computer 

accounting system? 

– revise the budget, as required, throughout the financial year? 

– present and interpret regular financial reports to the committee? 

• Do you have a good knowledge of relevant government 

funding available? 

• Do you have a sponsorship policy? 

 7 - FINANCE                YES             NO                IN 
                       PROGRESS 
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What’s Next ??? 

• Are your members/clients aware of the services you offer? 

• Do you target special interest groups – i.e. people with  

disabilities, Indigenous people, women, seniors, regional 

members/clients? 

• Do your members/clients know your committee members 

and/or key personnel? 

• Do you have a website and/or email facilities? 

• Do you have a database for sourcing and using membership 

client information? 

•Do you have an active Marketing/Promotion Plan? 

 

 8 - MEMBER/CLIENT FOCUS             YES         NO           IN 
                   PROGRESS  

Complete this section if you have regular access to, or manage, 

a facility. 

• Are your facilities and equipment checked regularly and  

maintained to a safety standard? (see Safety) 

• Do you have an up-to-date asset register? 

• If leasing your facility, have you considered provisions beyond 

your lease agreement? 

• Do you have a management plan for your facility that includes 

a detailed asset maintenance schedule? 

• Can your facility achieve long-term sustainability via high use 

and financial returns? 

• Are you aware of the Community Sporting and Recreation  

Facilities Fund (CSRFF)? 

• Do You Feel Your Club Can Accommodate More Members In The 

Next 5 Years?      Adult Members 

        Junior Members 

 9 - FACILITY MANAGEMENT                       YES          NO         IN 
                  PROGRESS 
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The area in which you feel 
you feel you need to improve. 

How? 
How do you plan on improving 
in this area. What actions will 
you take? 

Who? 
Who is responsible for achieving 
this goal? 

When? 
Set some dates for goals to be 
completed by. 

Any other comments. 
Include where you might find 
help about improving in this 
area. 

     

     

     

     

     

Action Plan 
Use this section to identify areas which you can improve on. State who is going to be responsible for achieving this goal, how they are going to 
achieve it, and when they will achieve it by. It is a good idea to draw up a separate time line for each goal, this will make it easier to monitor the 
progress. Please the write down the top FIVE (5) areas in which your club could most benefit from, as a result of completing this audit.  
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General Comments 
 
Is there any extra comments you would like to make, regarding either this             
development package, the cities relationship with your club, or your club in general? 
If you require additional writing space, please feel free to attach extra paper. 

 
Do you give permission for your clubs contact details to be placed on a club directory which 
would be available to the public and other recreational groups in the Bayswater/Swan area? 
 

 
     YES          NO 
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Has your club applied for a grant or funding with in the last 5 years?     YES    NO 
 
If so, please state the name of the grant/fund or the organization you applied through: 


