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Introduction
The Underwater Explorers’ Club of Western Australia (Incorporated), hereinafter referred to as
“the UECWA”, “the UEC”” or “the Club”, has been in existence as a Club since 1954 and
incorporated in 1957.
The Club is governed by a Constitution revised in accordance with the Associations Incorporation
Act 2015 (“the Act”) in June 2019. The Constitution, the rules of the Club, regulates the overall
management of the Club as an incorporated association. The Constitution includes the minimum
matters that need to be dealt with, as prescribed under the Act, and provides for matters such
as management committee elections, meetings and financial records, amongst others.
Significantly, the Constitution may only be amended by means of a special resolution of the
members.
The Club has additional requirements for rules specific to the day-to-day operation and
management of the Club that are not included in the revised Constitution, and typically such
additional rules are included in a club’s By-laws.
In line with other sporting associations, we have developed this document, the By-Laws of
UECWA, to allow for flexibility, efficiency and manageability of our additional rules. The By-Laws
expand on and support the Constitution.

Purpose
The By-Laws of the UECWA expand upon the Constitution and provide clearly articulated rules
for the safe, equitable and diligent operations of the Club.
These By-Laws are consistent with the Act, the regulations and the Club’s Constitution. The
UECWA’s Constitution binds the Club and its members as an enforceable contract between them.
While these By-laws do not have that status, the by-laws support the Constitution and provide
clarity on procedural and administrative matters.

Status of By-laws
1.

The UECWA may, by resolution at a General Meeting or a Committee Meeting, make, amend
or revoke by-laws. Unlike the Constitution, these By-Laws may be revised or added to upon
by the Committee without reference to the general membership.

2.

By-laws may –
a) provide for the rights and obligations that apply to any classes of associate membership
(including junior membership, senior membership, honorary membership and life
membership) approved under Constitution rule 8(2); and
b) impose restrictions on the Committee’s powers, including the power to dispose of the
association’s assets; and
c) impose requirements relating to the financial reporting and financial accountability of
the association and the auditing of the association’s accounts; and
d) provide for any other matter the association considers necessary or convenient to be
dealt with in the By-laws.
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3. A By-law is of no effect to the extent that it is inconsistent with the Act, the regulations or the
rules of the UECWA Constitution.
4. Without limiting the intent of sub rule 3 (above), a by-law made for the purposes of sub rule
2(c) (above), pertaining to financial reporting and accountability, may only impose
requirements on the UECWA that are additional to, and do not restrict, a requirement
imposed on the UECWA under Part 5 of the Act.
5. At the request of a member, the UECWA must make a copy of the By-laws available for
inspection by the member.

Terms used
Appendix 1 contains a glossary of terms used within this document of By-laws.

The By-Laws of UECWA
The By-laws of the Underwater Explorers Club of Western Australia (UECWA) documents the
additional requirements and rules specific to the day-to-day operation and management of the
Club that are not included in the revised Constitution.
The By-laws are provided in two parts:
•

Part 1 – Addendum to the Club Constitution
The format will follow the same basic structure as the Model Rules of Associations as
adopted by the UECWA as the Constitution, 7th edition dated June 2019.

•

Part 2 – Additional Rules of the Club – Operational By-Laws (this document)
This part will contain the additional Rules of the Club that are not addressed in the
Constitution or Part 1 of these By-laws.

The By-Laws Part 1 and Part 2 will be merged to a single document in a future revision.
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PART 2 – Additional Rules of the Club – Operational By-Laws
1. Club Vessel - Crew Selection & Qualification
1.1 Club Skippers
a. Club Skippers have been trained by the Boat Officer, other skilled Club Skippers and
members of the Boating Sub-Committee in accordance with the Club’s training
procedures in force at the time.
b. Club Skippers, were, upon completion of training, recommended by the Boat Officer to
the Committee of Management for endorsement as Club Skippers.
c. Club Skippers must hold a Recreational Skippers’ Ticket (RST) as a minimum.
d. Club Skippers must hold a current Provide First Aid Certificate as a minimum.
e. It is desirable for a Club Skipper to hold a current Administer O2 Certificate.
f. To become a Club Skipper, a Member must be a qualified Club Dive Officer, and be
endorsed by the Boating Sub-Committee as being of suitable skill, character and
demeanour to perform the duties of Club Skipper.
g. To become a Club Skipper a member with the necessary prerequisites must successfully
complete the Trainee Skipper requirements, see 1.3 Trainee Skippers, below.

1.2 Club Dive Officers
a. Club Dive Officers are informally qualified by existing Club Skippers and Club Dive Officers
and endorsed by the Committee of Management.
b. To become a Club Dive Officer, a Member must have been in the club long enough to be
familiar with club diving operations, and be endorsed by the Training Officer as being of
suitable skill, character and demeanour to perform the duties of Club Dive Officer.
c. To become a Club Dive Officer, a member with the necessary prerequisites must
successfully complete the Trainee Dive Officer requirements, see 1.4 Trainee Dive
Officers, below.
d. A Club Dive Officer must hold a Provide First Aid Certificate (as a minimum).
e. It is desirable for a Club Dive Officer to hold an Administer O2 Certificate.
f. It is desirable for a Club Dive Officer to also hold a Recreational Skippers’ Ticket (RST).

1.3 Trainee Skippers
a. Qualified Club Dive Officers may be selected by the Boat Sub-Committee or self-nominate
to be trained as a Club Skipper. Commencement of training must be approved by the club
Committee of Management.
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b. A Trainee Skipper must be a full Ordinary, Social or Student Member of the Club to
undertake the training. Junior, Country Interstate Overseas, and Affiliate Members are
not eligible to train as a Club Skipper.
c. Trainee Club Skippers are trained under the supervision of existing Club Skippers and the
Boat Sub-Committee. The training is through a process of acquiring, practicing and
demonstrating proficiency in the requisite theory and hands on skippering skills.
d. The Club Skipper Training requirements require documenting and are not available
currently.
e. When the Trainee Skipper has achieved a level of competency deemed suitable by the
Club Skippers, the Boat Officer, and the Boat Sub-committee (if one exists), and has
achieved a Recreational Skippers Ticket, the Trainee Skipper will undertake three (3) trips
as the Skipper of the Day under the supervision of different Club Skippers.
g. Once the Trainee Skipper is deemed competent to Skipper the vessel unsupervised and
has also achieved a Provide First Aid certificate (as a minimum); the Boat Officer will bring
a recommendation to the Committee of Management to seek endorsement of the person
as a Club Skipper.
f. The new Club Skipper will then be added to the crew roster and crew email distribution
list and will be eligible for any privileges of the role of Skipper.

1.4 Trainee Dive Officers
a. Full Ordinary, Social and Student Members of the Club wishing to train as a Dive Officer
may self-nominate to undergo training. Junior, Country Interstate Overseas, and Affiliate
Members are not eligible to train as a Dive Officer.
b. Applications to train as a Dive Officer will only be accepted from Members who have been
in the club long enough to be familiar with club diving operations, and who display the
traits of being of suitable skill, character and demeanour to carry out the duties of a Dive
Officer. Commencement of training must be approved by the club Committee of
Management.
h. Training of Trainee Dive Officers is through the process of acquiring, practicing, and
demonstrating the requisite hands-on skills and theory outlined in the Trainee Dive
Officer booklet, under the supervision of existing Club Dive Officers and Club Skippers.
The Dive Officer Training book is 2016-10 REVISED UEC DO Trainee Workbook and can
be found on the club cloud under Training.
i.

As the Trainee Dive Officer demonstrates knowledge and proficiency in a required skill to
a supervising Skipper or Dive Officer, the Trainee should seek sign-off for that aspect of
the training in their Training booklet.

j.

Must complete two trip(s) as the DO of the Day

k. Once the Member’s training component is complete and signed off, and the Trainee has
achieved a Provide First Aid certificate (as a minimum) the Training Officer will bring a
recommendation to the Committee of Management to seek endorsement of the person
as a Club Dive Officer.
By Laws of the UECWA, 6th Edition Rev011221
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l.

The new Club Dive Officer will then be added to the crew roster and crew email
distribution list and will be eligible for any privileges of the role of Dive Officer.

1.5 Deckhands
a. The Club does not officially train or endorse Members to act as Deckhands on the Club
Vessel.
b. Deckhands for Member Use and Social Trips between Port Coogee Marina and the Swan
River may be selected by the Skipper of the Day, based on the Skipper’s opinion of
competency of the person to perform the duties required.
c. Deckhands for all ocean-going Member Use or Social Trips (excluding the route Port
Coogee to Swan River), must be qualified Dive Officers or Skippers, regardless of route or
anchoring requirements of the trip.

2. Crew Compensation for Duties Performed
2.1 Current Crew
All crew who are on the current roster may dive free of charge on any regular calendar club
boat dive. Special dive trips e.g. Rottnest week-end, Mindarie week, will be dealt with on an
ad hoc basis by the committee

2.2 Grandfather Clause
Some existing crew earned Dives in Lieu under the previous arrangements and these are
protected by agreement, and may be used after ceasing crew duties until they are either
forfeited or earnings exhausted

3.

Club Boat Crew Responsibilities

This section of the By-laws is applicable to all boat trips. This includes dive trips, social trips,
fishing trips, member use trips and maintenance trips.

3.1 Requirements of Crew for All Trips
a. All crew must be qualified UEC endorsed crew as detailed in section 1 – Club Boat Crew
Qualifications
b. Crew will adhere to the UEC Club Constitution, By-Laws, Safety Procedures and formal
directions of the Committee of Management.

By Laws of the UECWA, 6th Edition Rev011221
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4.

Club Boat Operations – All Trip Types

4.1 Duties - Pre-trip (standard maintenance preps)
See Crew Checklist Appendix 5

4.2 Safety Equipment
a. The safety Officer is responsible for ensuring all Safety Equipment on board is maintained
and ready for use
b. Fire extinguishers shall be serviced 12 monthly.
c. The Safety Officer shall maintain a list of all safety assets owned by the club including
service dates, expiry dates, etc.

4.3 Marina conditions
a. No gas appliance or gas cylinders to be stored on the club boat.
b. Fuel to be stored outside cabin.
c. No grinding tools.
d. No fuel decanting, etc.
e. Skippers must use appropriate speed while within the Port Coogee marina.
f. No unloading vehicles in the No Stopping Zone.
g. All trolleys must be returned to Trolley Bay and locked

4.4 Refuelling
a. The boat must be refuelled when the remaining fuel is less than or equal to 300L
b. It is polite to refuel the boat if fuel is nearing the lower limit of 300L

4.5 Loading and Unloading
a. Trolleys must never be left on the jetties. They must be returned to the trolley bay and
locked after use.
b. Loading and unloading time at the jetty should be kept to a maximum of 15 minutes.
c. Boat departure time is 8am. Divers should have their gear ready on the jetty 15 minutes
beforehand to prevent delay. It is at the Skippers discretion to wait for members who are
late.
d. Dive in Lieu’s (DIL’s) count as paying divers when minimum numbers are being assessed
for a boat dive to proceed.
e. The minimum number of divers required for a boat dive is determined by the distance to
the dive site as per the diagram below. The skipper may exercise a degree of discretion in
applying this, particularly where condition may impact safe diving operations.

By Laws of the UECWA, 6th Edition Rev011221
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4.6 Boat Brief
See Boat Briefing Appendix 3

4.7 Anchoring
The anchor will be deployed and retrieved by the Dive Officer (DO) or Deckhand under the
direction of the Skipper of the day. Suitably able divers or passengers may assist the DO in
these duties.
If difficulties are encountered when endeavouring to retrieve the anchor, the DO or Deckhand
will work under the direction of the Skipper.
(Note that during boat dive trips, the Skipper will nominate a diver to check the anchor during
the dive.)

4.8 Anchor Management
During boat diving trips the Skipper will have the opportunity to nominate a diver to check
the anchor during their dive.
a) Skipper must nominate a diver to check the anchor during the dive
By Laws of the UECWA, 6th Edition Rev011221
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b) If the anchor is stuck and requires diver intervention then there must also be a buddy

diver in the water who can maintain sight contact and help as necessary. Freeing the
anchor can be a difficult operation and the diver performing the operation should be
suitably experienced. While divers are in the water retrieving the anchor, the dive boat
motor should be in neutral or preferably turned off completely. If it is necessary to
manoeuvre the dive boat during retrieval operations extreme care should be taken and
observers should be positioned around the boat to advise the Skipper of divers location.
c) It is strongly recommended that a spare tank and a lift bag (min capacity 50Kg) be kept

on board at all times to assist in performing any anchor operations.

4.9 End of Trip Requirements
See End of Trip (Skipper) Checklist Appendix 6

4.10 Incidents
Incident Report
The purpose of an incident report is to record hazards or incidents for the purposes of
learning from these events; the club has a strict no blame policy. Names of those involved
can be included if it may assist the safety officer in investigating the root cause but it is not a
requirement. Names of injured parties should be included so the club can follow up on their
well-being.
Submit an incident report whenever there is an incident or near miss during a boat dive
trip. Where it is observed by the crew of the day, it is the responsibility of the crew to ensure
a report is submitted to the Safety Officer (and Committee - if you do not wish to remain
anonymous).
There is a link to the incident report form on our cloud and there will be a few copies in the
folder on the vessel. A copy can also be seen in Appendix 7. Please note you do not need to
use the form - just aim to include the content as listed in the appendix.
Incident Report
Definitions:

Hazard
A source or a situation with the potential for harm in terms of human injury or illhealth, damage to property, damage to the environment, or a combination of
these.
Incident
An unplanned event that results in or has the potential to result in injury, harm to
health, damage or loss to person (including members of the public), property or
the environment. This includes injury/illness, near miss, property damage

4.11 End of Trip Reporting
An end of trip report should be sent out by the Skipper to the crew email list after any boat
usage – dive trip, social trip, member use trip or maintenance run.
The purpose of a Boat Handover report is to provide a status of Cape Cruiser to the crew and
boat officer. This is just a simple email, but try to include the points in the guideline in
Appendix 2.
By Laws of the UECWA, 6th Edition Rev011221
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5.

Risk Register
The Risk Register is a recognised methodology of identifying and categorising risks so that the
appropriate mitigation measures can be taken to prevent the incident occurring, and in the
event an incident occurs, the appropriate actions can be taken to minimise the impact. A full
explanation of the process can be found on the club cloud here.
Each risk is then categorised based on the consequence and likelihood to come up with a risk
ranking. By doing this the club can focus on the highest risks to the club.

Frequent

Has occurred in
the club in the
last 10 years

2

Moderate

Has occurred in
Perth in the last
10 years

3

Occasional

Has occurred in
Perth in the last
10 to 30 years

4

Unlikely

Has occurred
globally in
recreational diving

5

Rare

Description

1

Decreasing Likelihood

UEC Risk Matrix
Has occurred in
the club in the
last year

5

4

3

2

1

6

5

4

3

2

7

6

5

4

3

8

7

6

5

4

9

8

7

6

5

Decreasing Consequence/Impact

Indices
5

4

3

2

1

Incidental

Minor

Moderate

Major

Severe

No injury or
damage

Results in minor
Results in serious Results in severe
injury or damage to injury or significant (life threatening)
equipment/boat
damage to
injury and/or
equipment/boat
permanent
disability.

Results in fatality

Results in loss of
boat.

The current club risk register can be found in Appendix 8 or on the club cloud here.

6.

Rescue Dinghy

6.1 Launching and Recovering the Rescue Dinghy
a. Ensure that there are at least two people assisting when launching and recovering the
dinghy off/onto the marlin board.
b. When the dinghy is on the marlin board, secure it with both ropes attached to inside of
dinghy, and the bow rope.
c. When the dinghy is in the water, secure it to the lee side of the main vessel, amidships.
Secure the rope such that the dinghy is accessibly from the side of the marlin board.
d. Depending upon the dive site and conditions, and if there is a possibility that the dinghy
may be required, the crew should launch the dinghy and run the motor either in the pen
at the start of the day, or before the first diver enters the water. This is to ensure the
dinghy is operational.
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e. Ensure that the procedure for getting divers in the dingy is discussed during the dive
briefing e.g. remove weight belt and BCD/Tank and place in the dingy but keep fins on.
No more than two divers should be rescued at one time. This is covered under t6he dive
briefing.

6.2 Operating the Rescue Dinghy
a. The dinghy should be operated by qualified crew only, except in an emergency where no
qualified crew are available. Qualified crew are Skippers and Dive Officers who have
completed the UEC Skipper or Dive Officer training.
b. It is not a legal requirement for a person operating the rescue dinghy to have a
Recreational Skippers Ticket (RST) as the outboard motor on the dinghy has a capacity of
6hp. (An RST is required to operate an outboard with a capacity in excess of 6hp).
c. Any person operating the dinghy must:
i. Wear the lifejacket/personal flotation device (PFD) provided for this purpose, or
any other lifejacket, and
ii. Attach the dead man’s switch (the red cord) to their person.

6.3 Recovering Divers Using the Rescue Dinghy
a. Approach the diver(s) on the surface from the down-wind/down-current side.
b. Slow to idle on approach and when coming alongside the diver(s) put the dinghy motor
into neutral.
c. While towing is not recommended, if diver(s) are to be towed during recovery they must
not be towed in the water by any means other than with the use of a towing bridle.
d. No more than two divers should be rescued at one time.
e. If not planning to tow the diver(s), the diver(s) must be brought into the dinghy or have
moved away from the dinghy before the engine is put back in gear. Note that in some
cases, the diver(s) will pass up their gear and then swim back to the main vessel.

6.4 Stowing the Rescue Dinghy
a. When the dinghy is not in use it should be washed down with fresh water and stored
under cover with the canvas cover over it
b. The fuel tank should be chained to the dinghy and both chained and locked to the seat
struts.
c. The engine should be flushed with fresh water and stored on the rack beside the head
and chained and locked.

7.

Diving with UEC

7.1 Club Boat Diving Requirements
a. Recreational No-Decompression Diving, Solo Diving and Technical Diving are permitted
with the appropriate certification and equipment. Typically, Technical Diving will occur
on specially scheduled Tec Dive trips.
By Laws of the UECWA, 6th Edition Rev011221
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b. While solo diving, solo certified divers MUST carry the appropriate equipment and have
a redundant air source.
c. To dive from the club boat divers MUST be either Life or fully paid-up members (Life,
Ordinary, Student, CIO) or conducting a nomination dive.
d. All divers must carry a Surface Marker Buoy (SMB) on every dive from the Club Boat.
Deployment is at the discretion of the diver unless otherwise directed by the boat crew.
e. It is mandatory that all divers carry a dive computer, or depth and pressure gauges and
dive tables.
f. In all cases, it is the diver’s responsibility to have the appropriate equipment and ensure
it is properly maintained and serviced.
g. If a diver initiates a dive without the appropriate or mandatory equipment, an incident
report will be lodged by the Dive Officer or the Skipper of the Day.
h. All Nomination divers are required to provide their dive certification for inspection by the
Dive Officer of the Day before undertaking their nomination dive.
i.

All Nomination divers must be qualified to a minimum of Advanced Open Water
certification (rated to 30m depth).

j.

The Membership Officer will maintain a register of the membership status and
qualification of all Diving Members and provide this information to the Dive Coordinator
accordingly

k. All divers Crayfishing must abide by the legal requirements (size, bag limit, tar spot,
berries etc) and have a valid licence.
l.

Only Crayfish and Cuttlefish may be landed on the boat during a scheduled diving trip

f. No line fishing or spearfishing is allowed during a scheduled diving trip

7.1.1 Nomination Dive
a. The Nomination fee for any prospective new member shall be equal to the Club’s current
fee for one double dive trip fee.
g. Upon applying for Club membership, any person wishing to become a new member of
the Club shall be required to pay the nomination fee before conducting a dive from the
Club’s dive vessel.
h. The Nomination fee entitles the prospective new member to undertake a Nomination
dive as one boat dive trip (double dive or single dive) with the Club.
i.

Only one Nomination fee for one Nomination dive may be paid by any person before
becoming a member. Lapsed Members proposing to re-join and Members changing
Membership type are not entitled or required to conduct additional Nomination dives.

j.

All nominating divers must complete and sign the membership form, the liability form
and the medical declaration. These must be passed to the Membership Officer for
recording.

By Laws of the UECWA, 6th Edition Rev011221

Page 15 of 43

By-Laws of the UECWA
k. Junior divers aged twelve to fifteen must dive with their parent or legal guardian. Junior
divers sixteen and seventeen may dive with a nominated adult with the provision of a
Junior Diver Authorisation form signed by their parent or legal guardian for each dive.

7.1.2 Boat Brief for Dive Trips
The boat briefing must be given before departing the Marina.
See boat briefing in Appendix 3.

7.1.3 Dive Brief & Dive Site Brief
A Dive Brief (length of dive, safety stop, dingy pick-up procedure etc) is given by the Dive
Officer after the boat is anchored and readied for diving at the designated dive site. The Dive
Brief is attached in Appendix 4.
A dive site briefing may be given by anyone familiar with the specific site and should include
depth, points of interest, navigation tips, possible hazards such as currents, confined spaces
etc.

7.1.4 Crew Diving
A Skipper and Dive Officer must remain on the boat at all times. If there are other club trained
crew on board then the rostered Skipper and Dive Officer may dive during the surface
interval. They are discouraged from diving outside of the surface interval as this results in an
extended trip duration and may impact the comfort of the booked divers, particularly in
rough seas.
In special circumstances, such as the annual Rottnest trip or where a non-rostered crew has
stepped up at the last minute to cover for unavailability of the rostered crew then they may
do two dives but only if there is qualified crew onboard to cover for them.

8.

Other Trip Types

8.1 Boat Social Trips
8.2 Boat Fishing Trips
8.3 Member Use – Use of Club Boat by Members
a. UEC members may hire the boat for personal use. The person who books the boat must
be a club member, be on the boat and MUST pay for the hire at conclusion of the trip or
within 2 business days or by arrangement with the Treasurer. Payment cannot be made
by non-members under any circumstances.
b. Members must not make a personal gain through the use of the boat.
c. No SCUBA diving is permitted from the boat on private hire.
By Laws of the UECWA, 6th Edition Rev011221
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d. The boat must be crewed by a UEC Skipper and a UEC deckhand.
e. It is up to the Skipper to decide if the deckhand is competent to support boating activities
on the river (note this covers passage to and from Coogee marina to the harbour/river).
f. If the boat is to go into open water then the deck crew must be a qualified Dive Officer.
g. The member booking the boat is responsible for ensuring their guests behave in a manner
that does not endanger themselves, other guests or the boat. Any damage incurred will
be the cost of the member and disciplinary action may be taken against the member. The
Skipper is empowered to remove any person from the boat for unacceptable behaviour.
h. It is the member undertaking member use that is responsible for ensuring the vessel is
left in a clean and serviceable state in preparation for the next trip by the vessel. All litter
must be removed, galley and toilet cleaned, water tank filled and at least 300litres of fuel.
i.

For the comfort and safety of all passengers and crew the boat is designated a No Smoking
& No Vaping zone

j.

Cost to hire the boat to go to Carnac/Herring Bay is $150. Cost to go to Rottnest is $350.
Other destinations will be on request. These fees will be reviewed and modified by the
Committee of Management from time to time and current prices should be confirmed
before accepting bookings.

k. Any fishing activities must have the appropriate licences and adhere to bag and boat
limits.

Fundraising and Social Events

9.

Ensure venue is adequately insured – if not being held on the boat

10. Financial
a. Committee Members (excluding the Boat Officer) are not permitted to spend more than
$100 on essential items on the clubs behalf without prior approval of the Executive
Committee (President, Vice President, Treasurer & Secretary). Any expenditure must be
declared to the committee with justification.
b. The Boat Officer, or his delegate, is not permitted to spend more than $200 on the clubs
behalf without prior approval of the Executive Committee.
c.

Members must pay for all outstanding dives before diving from the boat. They may
however book a dive, provided on the day of the dive they pay cash for the dive and
arrears owed.

d. Trainee crew are not on the roster and as such do not dive for free. Trainee crew may
dive during the surface interval only at no cost. If trainees do a double dive with the
regular divers then they pay a single dive rate.
e. Regular scheduled boat dives are free for Life Members. All other diving specials e.g.
Rottnest week, Night Dives etc are charged at the advertised rate.
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f. Crew on the regular calendar roster may dive on any regular scheduled boat dive for free.
No DIL’s are accrued or used.
g. DIL’s accumulated prior to the current system, where one DIL was acquired for each trip
crewed, have a nominal value of $1 for accounting purposes only. They cannot be
exchanged for cash or used for any other club fee e.g. annual membership
h. Cancellation of any club event (dive or social) within 24 hours of event start time will incur
a 50% cancellation fee. Appeal against a cancellation fee may be made to the committee
in writing and the fee may be waived where good reason is accepted by the committee
e.g. medical reasons or family emergency.
i.

Cancellation of any club event (dive or social) with no notice i.e. no show, will incur the
full event fee. Appeal against a cancellation fee may be made to the committee in writing
and the fee may be waived where good reason is accepted by the committee e.g. medical
reasons or family emergency.
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11. List of Appendices
Note that examples of briefings, checklists and registers contained in these appendices may
not necessarily be the most up to date version. Current versions may be found in the club
OneDrive file share.

1

Glossary

2

Boat reports

3

Boat Briefing

4

Dive Briefing

5

Crew Checklist

6

End of Trip Checklist

7

Incident Reports

8

Risk Register
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Appendix 1 – Glossary
In these By-laws, unless the contrary intention appears —
Act means the Associations Incorporation Act 2015;
associate member means a member with the rights referred to in rule 8(6);
Association means the incorporated association to which these rules apply, also referred to
as the Club;
books, of the Association, includes the following —
(a) a register;
(b) financial records, financial statements or financial reports, however compiled,
recorded or stored;
(c) a document;
(d) any other record of information;
by laws means by-laws made by the Association under rule 64;
chairperson means the Committee member holding office as the chairperson of the
Association;
Club means the incorporated association to which these rules apply, also referred to as the
Association
Commissioner means the person for the time being designated as the Commissioner under
section 153 of the Act;
committee means the management committee of the Association;
committee meeting means a meeting of the committee;
committee member means a member of the committee;
deputy chairperson means the Committee member holding office as the deputy chairperson
of the Association;
financial records include —
(a) invoices, receipts, orders for the payment of money, bills of exchange, cheques,
promissory notes and vouchers; and
(b) documents of prime entry; and
(c) working papers and other documents needed to explain —
(i)
the methods by which financial statements are prepared; and
(ii)
adjustments to be made in preparing financial statements;
financial statements means the financial statements in relation to the Association required
under Part 5 Division 3 of the Act;
financial year, of the Association, has the meaning given in rule 2;
general meeting, of the Association, means a meeting of the Association that all members are
entitled to receive notice of and to attend;
member means a person (including a body corporate) who is an ordinary member or an
associate member of the Association;
ordinary committee member means a committee member who is not an office holder of the
Association under rule 27(3);
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ordinary member means a member with the rights referred to in rule 8(5);
register of members means the register of members referred to in section 53 of the Act;
rules mean these rules of the Association, as in force for the time being;
Secretary means the committee member holding office as the secretary of the Association;
special general meeting means a general meeting of the Association other than the annual
general meeting;
special resolution means a resolution passed by the members at a general meeting in
accordance with section 51 of the Act;
subcommittee means a subcommittee appointed by the committee under rule 48(1)(a);
Treasurer means the committee member holding office as the treasurer of the Association.

Chairperson means- (a) in relation to the proceedings at a Committee meeting or general
meeting, the president presiding at the Committee meeting or general meeting in accordance
with rule 11; or (b) otherwise than in relation to the proceedings referred to in paragraph (a),
the President as referred to in sub-rule 10.(1).(a) or, if that person is unable to perform his or
her functions, the Vice President as referred to in sub-rule 10.(1).(b);
President means the President referred to in sub-rule 10.(1).(a);
Vice-President means the Vice-President referred to in sub-rule 10.(1).(b).
Membership Secretary means the Membership Secretary referred to in subrule 10.(1).(e);
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Appendix 2 – Boat Reports
To clarify the process for boat handover reports and trip reports.
Boat Handover Report
Report by / Skipper of the Day
Responsibility:
To:

Crew and Boat Officer

Purpose:

To provide a status of Cape Cruiser to the crew and boat officer

Format:
Email
Include these - fuel remaining / refuel
points:
- oil status / top up
- coolant status
- running temperature
Comments, as necessary,
about
-

how the vessel ran
the dinghy and outboard
winch and anchoring
maintenance matters

Trip Report
Report by / Dive Officer of the Day (or Skipper, if so agreed)
Responsibility:
To:

Committee

Purpose:

To provide a report of how the day went

Format:
Email
Include these - divers on board
points:
- the day’s diving (conditions, diver comments, crays, etc)
- events of note
- incidents (if occurred)
Comments, as - conditions of vessel upon arrival
necessary,
- management of the day
about
- issues encountered throughout the day (eg: problems with
equipment; divers)
- maintenance matters
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Appendix 3 – Boat Briefing
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Appendix 4 – Dive Briefing
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Appendix 5 – Crew Checklist
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Appendix 6 – End of Trip Checklist
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Appendix 7 – Incident Reports
To clarify the process particularly around who should be notified of an incident, when it should
be discussed and when findings/recommendations should be made to crew and committee.
Report by / Skipper or Dive Officer or Diver or Passenger (anyone – and can be
Responsibility: anonymous)
Where an event is observed by the crew of the day, it is the responsibility
of the crew to ensure an Incident Report is submitted
To:

Safety Officer and Committee

Purpose:

To record hazards or incidents for the purposes of learning from these
events; no blame approach

Format:

Use the Incident Report Form or free form email
The Incident Report Form is preferred as it provides prompts for report
content
Include these When it occurred (date, time)
points:
Where it occurred
What occurred
Anyone hurt / almost hurt
Anything damaged / almost damaged
Why it occurred
Actions taken to address the hazard or incident (if appropriate)
Any observations or recommendations
(Be mindful of protecting privacy in reports and in club e-mails.)
Definitions:

Hazard
A source or a situation with the potential for harm in terms of human
injury or ill-health, damage to property, damage to the environment, or a
combination of these.
Incident
An unplanned event that results in or has the potential to result in injury,
harm to health, damage or loss to person (including members of the
public), property or the environment. This includes injury/illness, near
miss, property damage
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Appendix 8 – Risk Register
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