ROSEBUD & DISTRICTS
MEN’S SHED
POLICIES & PROCEDURES
OCT 2019

Rosebud and Districts Men’s Shed.
Postal Address: 11A Allambi Avenue, Capel Sound, 3940
Contact: The Secretary, Ph: - 0473 068 760, Email: - rosebuddistrictsmensshed@dgmail.comn

Page 1 of 48

Table of Contents
PURPOSE AND VALUES ...................................................................................................................... 4
SAFETY POLICY .................................................................................................................................... 5
GENERAL SAFETY RULES .................................................................................................................. 6
EVACUATION PLAN .............................................................................................................................. 7
TRAINING POLICY ............................................................................................................................... 14
GRIEVANCE POLICY ........................................................................................................................... 15
APPLICATION FOR MEMBERSHIP FORM ....................................................................................... 16
MEMBERSHIP APPLICATION PROCEDURE ................................................................................... 16
INDUCTION CHECKLIST..................................................................................................................... 18
TESTING & APPROVAL CHECKLIST FOR PERMISSION TO USE THE POWER TOOLS. ......... 19
DUTY OF CARE .................................................................................................................................... 20
INCIDENT REPORTING FORM .......................................................................................................... 21
OPEN/CLOSE CHECK LIST ................................................................................................................ 22
PRESIDENT - RESPONSIBILITIES .................................................................................................... 22
SECRETARY - RESPONSIBILITIES ................................................................................................... 23
TREASURER - RESPONSIBILITIES .................................................................................................. 24
COMMITTEE - RESPONSIBILITIES ................................................................................................... 25
MEMBER - RESPONSIBILITIES ......................................................................................................... 26
COORDINATOR – RESPONSIBILITIES............................................................................................. 27
MEMBERSHIP OFFICER – RESPONSIBILITIES .............................................................................. 28
COMPETENCY OFFICER – RESPONSIBILITIES............................................................................. 29
WELFARE OFFICER – RESPONSIBILITIES ..................................................................................... 30
PROJECT OFFICER – RESPONSIBILITIES ...................................................................................... 31
SHED ACTIVITIES OFFICER – RESPONSIBILITIES ....................................................................... 32
SOCIAL ACTIVITIES OFFICER – RESPONSIBILITIES .................................................................... 33
SUPPLY OFFICER – RESPONSIBILITIES ........................................................................................ 34
EQUIPMENT & PURCHASING OFFICER – RESPONSIBILITIES ................................................... 35
CLEANING RESPONSIBILITIES......................................................................................................... 36
Rosebud and Districts Men’s Shed.
Postal Address: 11A Allambi Avenue, Capel Sound, 3940
Contact: The Secretary, Ph: - 0473 068 760, Email: - rosebuddistrictsmensshed@dgmail.comn

Page 2 of 48

ATTENDANCE REGISTER .................................................................................................................. 37
VISITOR REGISTER ............................................................................................................................ 38
WORKING AT HEIGHTS ...................................................................................................................... 39
DANGEROUS GOODS ........................................................................................................................ 44
INSURANCE.......................................................................................................................................... 45
REQUEST TO UNDERTAKE WORK FOR EXTERNAL ENTITY ...................................................... 46
HOURS AND EXPENSE TRACKER ................................................................................................... 47

Rosebud and Districts Men’s Shed.
Postal Address: 11A Allambi Avenue, Capel Sound, 3940
Contact: The Secretary, Ph: - 0473 068 760, Email: - rosebuddistrictsmensshed@dgmail.comn

Page 3 of 48

PURPOSE AND VALUES
Men’s’ sheds are established for different reasons but they are essentially designed to allow men, to come
together for friendship, support, community service and the sharing of life experiences and work skills.
Our shed endorses those aims and welcomes members from all parts of the community without discrimination
or preference, restricted only by the limitations of our resources and the need to ensure the safety of all
members. We value contributions from all members in matters of safety, projects, work skills and ways of
enhancing the membership experience.
1. Mission, Vision and Values
Mission: To sustain and improve members health through social interaction and skill sharing while
undertaking worthwhile projects to the benefit of members and the community.
Vision: To provide a multipurpose facility that provides both recreational and purposeful activities to men
in the local community.
Value: Involving others.
2. Address and Functions of the Rosebud and Districts Men’s Shed
The R&DMS operates at 11A Allambi Avenue, Capel Sound, within the Seawinds Community Hub and in
co-operation with the Board of Seawinds Community Hub. Due to its location the R&DMS has access to
all Seawinds Community services. The R&DMS Committee works closely with Seawinds management
and board to ensure the smooth and mutually beneficial operation of the R&DMS.
The Shed provides equipment and facilities for use by members interested in physical activities which will
vary from time to time in accordance with members’ current interests and collective skills. And it also
provides for less physical pursuits which can include but are not limited to, club meetings, training
sessions, technology, computing, photography, reading, hobbies, general socialising and anything that is
mentally stimulating and/or relaxing.
3. Actives
The Men’s Shed is divided into two separates activity areas: - The Social Space: This is a quieter area where more passive actives can take place. Members can
meet and chat.
- Work Space: This caters for a range of activities which will vary from time to time in accordance with
members’ current interests and collective skills.
All members are encouraged to use the various skills they have gained during their working lives and to
share those skills and learn new skills from other R&DMS members by working together on various
projects.
4. Applicants with Medical Issues
R&DMS does not purport to be an organisation which is equipped to care for the requirements of
applicants who have particular medical issues that might require attention while the person is at the Shed.
The Seawinds Community Hub has access to personnel trained in first aid and it has first aid equipment,
but this is the extent to which any member can be expected to render medical assistance. Applicants must
bear this in mind when considering whether to join the Shed. An applicant’s needs in this respect will be
taken into account by the Committee when assessing applicants. Applicants with limited physical or
mental disabilities will require a personal carer to support them while they attend the Shed or any external
R&DMS organised event or activity.
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SAFETY POLICY
The Rosebud & Districts Men’s Shed understands the need for a safe working environment. After all, the aim
of the Men's Shed movement and this shed, in particular, is to promote the health, mental and physical, and
well-being of its members. This would obviously be compromised by an unsafe work space and/or unsafe
work practice of individual members.
Our shed is not a workplace. It is a place where men come together to socialise and, where they are capable,
to work on personal projects. Other members may help when their experience and knowledge is superior.
However, the actions of members are independent except when working on a project where the shed is
providing a service to the community.
There are no managers or supervisors in the shed to direct a member in a task. However, there are always
members who will give advice and help, whether requested or not. It is up to the member to accept this or not.
Responsibility of members
A member is primarily responsible for his own safety.
When a member is admitted to the shed, he is walked through an induction which will instruct him not
to use specific dangerous equipment until he has been given instruction on safe working practices
applicable to that specific device. Even then he will be advised to ask for help from a member
experienced with that device for the first few times he uses it. In addition, there are Standard
Operating Procedures prominently displayed on most equipment, which the member will be advised to
read each time before operating that device
Obligation of other members
After establishing familiarity in safe working on a device, a member is essentially capable of working
on his own and making decisions about his project. However, if somebody should observe that
something is potentially dangerous, it is incumbent upon him to advise the member that his actions
could lead to injury. If that advice is ignored it is the responsibility if he who continues to act in an
unsafe manner.
Maintenance of equipment
All equipment deteriorates with time and usage.
When a member identifies a piece of equipment is not safe, it is to be isolated and taken out of
service.
When a member identifies a piece of equipment is worn, blunt, loose etc but still serviceable, he is to
report the defect to the shed coordinator &/or a member of the committee who will take steps to have
the matter rectified as soon as practicable
Personal Protective Equipment (PPE)
Different devices require a greater or lesser amount of PPE. As part of the induction process, a new
member will be advised what PPE is required for each piece of equipment. Some equipment is
provided by the shed (full face masks for wood turning, welding screens for welding outside the
welding area etc). The other PPE is the member’s responsibility to provide (welding masks, hearing
protection, eye protection) Each piece of equipment has a safe operational practise which includes
the required PPE
Safety in the Community
This shed shall always comply with any law or regulation which relates to safety in the community.
The only relevant regulation of which we are aware is that related to child safety
No children shall be allowed into the shed unless accompanied by a responsible adult
Any member working on a shed project who can come into contact with children in a nominated
environment shall have passed a Working with Children Check and be carrying a valid Working with
Children Card (WWCC) even when there are responsible adults in attendance

Rosebud and Districts Men’s Shed.
Postal Address: 11A Allambi Avenue, Capel Sound, 3940
Contact: The Secretary, Ph: - 0473 068 760, Email: - rosebuddistrictsmensshed@dgmail.comn

Page 5 of 48

GENERAL SAFETY RULES
ONLY MEMBERS WHO HAVE BEEN TESTED & APPROVED ARE PERMITTED TO USE THE
POWER TOOLS.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Do not operate machines whilst under the influence of drugs, alcohol or medication
Wear approved eye & ear protection & when necessary hair covers & dust mask.
Do not wear ties, loose gloves or loose clothing,
Never start a machine before clearing away nearby objects.
Always use the guards & ensure they are correctly spaced from the cutter,
Ensure there is enough space on the feed & exit sides for the work piece.
Where applicable ensure the Dust Extraction is "On" & functioning,
Before starting warn anyone using tools to prevent reaction to sudden noise.
When switching "On" keep well clear of cutters.
Let the machine get to full speed before contacting the work piece.
Turn the machine "Off" when a job is jammed.
When finished turn machine "Off". Wait for cutter/blade to stop before removing work piece.
Always turn "Off" at the machine NOT the wall switch to prevent unexpected starts if someone else
inadvertently operates the wall switch.
Clean Up to keep the area safe

If a machine does not seem to be functioning correctly

STOP
Unplug the machine from power.
Put a "Warning" notice on the machine and
Notify a Coordinator.

Rosebud and Districts Men’s Shed.
Postal Address: 11A Allambi Avenue, Capel Sound, 3940
Contact: The Secretary, Ph: - 0473 068 760, Email: - rosebuddistrictsmensshed@dgmail.comn

Page 6 of 48

EVACUATION PLAN
In the event of an emergency or a lockdown at the shed or within the Seawinds Community Hub (refer
instruction and warning method on notice board and attached) any person anywhere in the shed should be
able to respond to an emergency alarm and quickly and safely exit the building and move to a safe area.
Emergency Exits are obvious and easily recognised.
The Emergency Exits are obvious and easily recognised. they are clearly marked on a drawing located in the
shed work areas. Access to Emergency Exits must always be kept clear.
Emergency Assembly Point:
Included on the drawing is a place where all Shed members and visitors should move to in the event of an
Emergency that requires an Evacuation. Following an Evacuation, a person in charge of operations will
ensure that all people are accounted for, and notify the attending authorities accordingly. The member in
charge of operations will be the sole spokesperson.
Media Handling
If any TV, Radio or print media seek information about the Emergency, the Shed members should not give
interviews and instead refer them to the Seawinds Community Hub CEO Ph: 59822204
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VISITORS POLICY
We welcome ail visitors to our shed, but in the interest of their safety and the safety of others, the following
rules must be followed:
1.

All visitors must be signed in by the coordinator of the day or by a committee member and be
accompanied by an inducted member at all times.

2.

The visitor must wear a "Visitor" badge whilst in the shed.

3.

No visitors to attempt to operate any equipment under any circumstances.

4.

Children must not visit the shed whilst equipment is being operated unless accompanied by an adult
relative or by an adult guardian holding a Working with Children Check certificate.

5.

Appropriate foot-ware and clothing must be worn by visitors. This means covered shoes and no loose
clothing of singlet tops.

6.

Visitors must sign out when leaving.
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TRAINING POLICY
This shed is made up of men who choose to come together to share their work and life experiences for
friendship, benefit to others in our community and support when we need it.
We DO NOT purport either to be a training organisation or to have formal qualifications to teach anyone
beyond agreeing to share our experience when asked by other members.
We are not a commercial organisation employing people or engaging in commercial enterprise. Rather we use
our combined experience for the betterment of our members and our community in ways limited by our
resources and capabilities.
We are open to members from all parts of the community without discrimination or preference but restricted
only by the limitations of our facilities and the need to ensure the safety of all members.
We are active members of the Australian Men’s’ Shed Association and its Victorian affiliate. Through these
parent bodies we participate in programs designed to assist with Men’s’ health and extend our activities
beyond the shed.
Members fully understand that they have a “Duty of Care” to other members and that their safety is primarily
their own responsibility. They undertake to never attempt to use any tools or machinery beyond their capability
or experience. When they ask for assistance, they accept the member is not necessarily qualified to
demonstrate the task but both members agree to ensure that their safety and the safety of others are primary.
No member must attempt to demonstrate a task beyond their own experience.
That being said, a principle objective of the Shed is to provide an opportunity for each member to enjoy
making or repairing items for themselves or others, or assisting others to do so. By sharing our
experience, we all have an opportunity to grow our skills and experience. The opportunity to gain this
experience is a principle advantage of belonging to our shed.
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GRIEVANCE POLICY
At the RDMS we wish to maintain a harmonious environment for members and visitors, free from intimidation
and harassment. Members are encouraged to express concerns about shed related issues on an informal
basis initially but if not resolved, to seek recourse to more formal grievance and dispute procedures.
Procedural fairness, confidentiality, timeliness and the elimination of victimisation are the principles of this
procedure and policy.
Reporting stages:
Stage 1 - the member should attempt to discuss and resolve the issue directly with the member who is the
subject of the concern.
Stage 2 - The shed co-coordinator on duty will attempt to mediate for a resolution.
Stage 3 - in the event those attempts at resolution fail, then the shed co-coordinator will advise both parties
the matter will be referred to the grievance sub- committee at which point each party will have the opportunity
to put their case. The secretary will advise both parties of where and when the grievance will be heard. The
hearing will be held within a fortnight of the committee receiving the complaint and response.
Stage 4 - At the hearing, each party will have the opportunity to be heard in the presence of the other corespondent or privately by the committee. The committee will attempt a resolution. If the matter requires
further investigation, the hearing may be adjourned. Records will be taken of the submissions and interviews
as well as any investigation the committee may undertake.
Stage 5 - If the complaint is substantiated, the committee may require any or all of the following:
• A written or verbal apology
• An official warning
• Counselling
•

Cancellation or suspension of membership

If the complaint is not found proven, the committee may:
• Caution either or both members
• Warn the member against making frivolous or contrived complaints.
Both parties will be advised of the committee's resolution. If a member wishes to appeal either the process or
outcome, they have the right to do so and advise the secretary within 48 hours of their wish to do so. A
meeting of Shed members will be convened to decide the matter within 28 days of the notice being received.
That decision is final.
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APPLICATION FOR MEMBERSHIP FORM
Application for Membership
Please PRINT CLEARLY, preferably all in UPPER CASE, so that your details can be easily read.
I ....................................
(Surname (e.g. Jones)

....................................................
Formal First Name (e.g. Robert)

Date of Birth: ....../......../...........

..................................................
Informal 1st Name (e.g. Bob)

Place of Birth: ...........................................................................

Home Address: ...........................................................................................................................................

Home Phone: ................................................

Mobile Phone: ...............................................

Email Address: ...................................................................................................................................
(Printed UPPER CASE Preferred e.g. BOBJONES34@GMAIL.COM)
Emergency contacts: (These are essential and two are required)
Name:

Relationship:
……………………………………………………..........

Phone:

……………………………………
Mobile:

……………………………………………………
Name:

………………………………………………………..
Relationship:

……………………………………………………..........
Phone:

……………………………………
Mobile:

……………………………………………………
Do you have Ambulance Cover: ..................

………………………………………………………..

(Yes or NO)

Disabilities: Please declare any health condition or history, medication or food allergy that may affect your capacity to safely operate
machinery or could be adversely affected by being a member of this shed:

Work skills and hobbies:
Please declare your experience in the use of the tools and equipment you have been shown:

On the basis that you have read and accepted the conditions detailed in our Information Sheet, please fully complete, sign and date
this form and submit it to the secretary for consideration at a subsequent Committee Meeting. You will be advised of the Comm ittee’s
decision in writing directly thereafter.
Signed: ........................

Dated ......./....../........

Received: ....................

Dated ......./....../........

MEMBERSHIP APPLICATION PROCEDURE
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As an applicant who wishes to become a formal member of the R&DMS, you will need to perform each of the
following steps to ensure prompt approval by the committee of your membership application.
1.

Understand why the R&DMS may be your ideal club for you to join and be involved in. Please read
the R&DMS introduction documents to fully understand your responsibilities as a member and the overall
objectives of the club.

2.

Complete the membership application form and submit it to the R&DMS Secretary for processing.
Please fully complete the application form by entering the requested information, preferably in clear upper
case and printed format so that your application can be easily read by the committee.

3. Attend R&DMS Meetings
You need to sign-in and attend a minimum of four (4) R&DMS Club meetings before formal membership can be
granted. Meetings: 10:00 – 12:30 on Wednesdays at 11A Allambi Avenue Capel Sound.
4. Involvement in R&DMS Activities
You need to sign-in and attend at least one (1) official R&DMS activity before formal; membership approval can
be granted. Activities include any currently operating R&DMS group session or working project.
5. Payment of Subscription Fee and Badge Purchase.
Once all of the above steps have been successfully completed and the committee has approved your
application you will have to pay your annual subscription fee and your badge fee within 14 days of approval.
a) The current subscription fee is $50.00. This fee consists of a $50 membership component and a $0
Consumables component.
b) For new members the annual subscription fee will be calculated on a pro-rata basis, determined by the
month that membership is approved. The relevant annual subscription fee is due for payment as soon as
the application has been formally advised as approved.
c) R&DMS Members Badge cost is $10.00 per badge.
Once fees have been paid you will be formally presented with a badge as a new member of R&DMS at the
Wednesday Meeting and your details will be included in the official membership listing and the members email
listing.
Contact the Secretary to arrange support if you need and assistance in processing these requirements.
Unable to process?
In the event that you cannot process all of these steps within three (3) months of submitting your application
your form will be removed from the master database and you will need to submit a new application form should
you still wish to become a member of R&DMS.
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INDUCTION CHECKLIST
Members Name:
Induction date:
Inductor:
Explain the shed purpose and structure:

Done

1. What a "Men's shed" is for and what this shed's values are – * PURPOSE AND VALUES
2. List members of committee, OHS committee, First-aiders – Refer Member information book
3. Shed operating hours – Refer Member information book
4. Out of hours contact names and numbers – Refer Member information book
5. Weekly and annual fees and costs of materials. - * MEMBERSHIP APPLICATION PROCEDURE
6. Insurance cover - * INSURANCE
7. Relationship with Mornington Shire, Seawinds Community Hub, AMSA and VMSA.
Explain our policies and procedures on
1. Safety - * SAFETY POLICY
2. Smoking, drugs, prescription drugs - * MEMBER - RESPONSIBILITIES
3. Minimum numbers in the shed - * MEMBER - RESPONSIBILITIES
4. Housekeeping clean up you work areas. - * MEMBER - RESPONSIBILITIES
5. Children and visitors - * VISITORS POLICY
6. Use of PPE - * SAFETY POLICY
7. Dangerous goods - * DANGEROUS GOODS
8. Working at heights - * WORKING AT HEIGHTS
9. Policy on use of tools and materials. * SAFETY POLICY
Tour of shed and surrounds to point out
1. Toilets, emergency shower, kitchen
2. First aid kit and Defib unit.
3. Emergency exit and assembly area
4. Fire extinguishers
5. Parking, disabled parking
6. Need to avoid disruption of Seawinds Community Hub users.
7. PPE equipment location and use.
8. Cleaning up equipment
Explain shed safety responsibilities
1. Incident reporting - * INCIDENT REPORT TEMPLATE
2. Requirement to follow all safety directions and policies
3. Requirement to add to the overall safety of the members
4. Discuss "Training Policy" and "Duty of Care" responsibilities
Membership data records
1. Privacy of information
2. Need to have existing medical problems/conditions declared
3. Contact details for emergency use
* Refer to Policy & Procedures
I have read, understood and agree to abide by the policies and procedures as outlined to me in this induction:
New member to sign and date:
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TESTING & APPROVAL CHECKLIST FOR PERMISSION TO USE THE POWER TOOLS.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14
15.

Do not operate machines whilst under the influence of drugs, alcohol or medication
Wear approved eye & ear protection & when necessary hair covers & dust mask.
Do not wear ties, loose gloves or loose clothing,
Never start a machine before clearing away nearby objects.
Always use the guards & ensure they are correctly spaced from the cutter,
Ensure there is enough space on the feed & exit sides for the work piece.
Where applicable ensure the Dust Extraction is "On" & functioning,
Before starting warn anyone using tools to prevent reaction to sudden noise.
When switching "On" keep well clear of cutters.
Let the machine get to full speed before contacting the work piece.
Turn the machine "Off" when a job is jammed.
When finished turn machine "Off". Wait for cutter/blade to stop before removing work piece.
Always turn "Off" at the machine NOT the wall switch to prevent unexpected starts if someone
else inadvertently operates the wall switch.
Clean Up to keep the area safe
If a machine does not seem to be functioning correctly
STOP
Unplug the machine from power.
Put a "Warning" notice on the machine and
Notify a Supervisor

I have read, understood and agree to abide by the policies and procedures as outlined to me in this induction
New member to sign and date
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DUTY OF CARE
In signing this application I.................................................................. Acknowledge that:
-

the person who is primarily responsible for my safety is my self
the Shed provides an environment for me to only use Shed, or other equipment brought into the Shed, that I am
competent to use
and that I will not use equipment that I am not competent to use without instruction in the use and risk of use
from somebody more competent than I and that the subsequent use of such equipment is my responsibility and
that of nobody else.
I must never attempt any activity that in beyond my capability or experience
I will not use any equipment that I have observed, or that I have been advised, is faulty or potentially faulty and
that I will advise any member of the shed committee that I can find of such a problem

I also acknowledge that Shed policy is that the safety and well-being of all members and visitors is of concern to
each and every members of the Shed and the policy must never be taken lightly or ignored and that all members,
including myself, have a duty of care regarding the safety and well-being of others in connection with their activities
in the shed. As such:
-

Whenever I observe or are made aware of inappropriate use of equipment by a member, I will advise that
member of the correct use of such equipment and the potential consequences of his actions
If subsequent actions by that member are observed by me to be inappropriate, I will also advise a member of
the executive (president, vice president, treasurer &/or secretary)
Where I become aware of a real or potential fault/problem in any piece of equipment, I will immediately inform
any current user and any member of the shed committee that I can find

Further, the purpose of the shed is to provide an environment where men can socialise in harmony, and where and
when they desire, to extend their abilities in as many activities as the Shed can provide and I acknowledge that,
without compromising the safety of others,
-

I must not take actions which will detrimentally affect the harmony and well-being of others.

In summary, my safety is solely my responsibility but I have a duty of care to all other members of the Shed to protect
their safety where I am able and to maintain an environment of sociability and harmony in all activities of the Shed
I (understand that a breach of the above policy and/or the purpose of the shed may result in my membership being
terminated.
Signed:

Witnessed by:
.......................................................

Date:

....................................................

.........................................................
Position:
.........................................................
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INCIDENT REPORTING FORM
REPORTED BY:

DATE OF REPORT:

TITLE / ROLE:

INCIDENT NO.:

INCIDENT INFORMATION
DATE OF INCIDENT:

INCIDENT TYPE:
LOCATION:

ZIP CODE:

STATE:

CITY:
SPECIFIC AREA OF LOCATION (if applicable):
INCIDENT DESCRIPTION

NAME / ROLE / CONTACT OF PARTIES INVOLVED
1.
2.
3.
NAME / ROLE / CONTACT OF WITNESSES
1.
2.
3.
POLICE REPORT FILED?
PHONE:

REPORTING OFFICER:
FOLLOW-UP ACTION

SUPERVISOR
NAME:

SUPERVISOR
SIGNATURE:
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OPEN/CLOSE CHECK LIST
Open Checklist
Open @ 10:00 hrs
1. Check in at the Seawinds Community Hub reception and advise that the Shed is open.
2. Access door and gate keys from reception (if you do not have keys allocated to you).
3. Ensure that at least one access doors from the Seawinds Hub to the Shed is held in an open position. If this is
not the case take steps to rectify.
4. Put out the Men’s Shed Open “A” Frames Signage.
5. Quick external check of shed.
6. Unlock and fully open gates.
7. Open front door.
8. Switch on lights.
9. Ensure attendance register is available with the current date.
10. Sign in - Men’s Shed register.
11. Quick check for toilet paper, towels and soap.
Close Checklist
Closing @ 14:30 – 15.30 hrs at discretion of Co-coordinator
1. Ensure that both roller doors are locked (Centre lock).
2. Check that all windows are locked.
3. Check gas cylinders are turned off (BBQ if used and Heater gas).
4. Ensure ovens are turned off (Fridge is left turned on.)
5. Check the shed (including toilets) is clear of people.
6. Secure any coffee, tea and biscuits money received.
7. Switch off lights.
8. Ensure that all access doors to the Seawinds Hub are closed and locked. If this is not the case take steps to
rectify.
9. Sign out at the Men’s Shed register.
10. Close and lock the access door to the shed.
11. Close gate and lock.
12. Bring in Men’s Shed Open “A” Frames Signage.
13. Return the door and gate keys to reception (if you do not have keys allocated to you).
14. Advise the Seawinds Community Hub reception that the Shed is closed.

PRESIDENT - RESPONSIBILITIES
The main responsibilities of the president are to be the figure head of the shed, to attend all free lunches and
partake of any perks going. In addition, the President should provide support to all members of the committee and
the shed members in general.
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SECRETARY - RESPONSIBILITIES
Duties: 1.

Be the conduit for written communications to and from the shed.

2.

Be the source of written communications to members.

3.

Maintain the shed documents –
a. procedures, policies, check lists and forms
b. Initiate any changes to the above and implement changes.
c. Advise all members of any changes

4.

Maintain the shed calendar.

5.

Establish dates for committee meeting and the annual general meeting.

6.

Prepare and distribute agenda for committee meetings together with any communications received during
the month as well as action lists.

7.

Prepare and distribute agenda for annual general meeting and pro-forma for Presidents address and proforma for independent chairman for election of committee.

8.

Responsibility of maintaining stocks of the following,
a. Tea, coffee (both instant and expresso), sugar, milk, butter, biscuits and soft drink.
b. Cooking oil, paper towel, sauces, salt/pepper, cling wrap and the like.
c. Cleaning fluids and wipes/mops.
d. Pens, note paper, staples, scissors, etc.

9.

Maintain a record of all fixed assets of the shed.
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TREASURER - RESPONSIBILITIES
Duties: 1.

Keep up-to-date records as well as an audit trail for all transactions. An overview record plus separate
records for all projects undertaken by the shed.

2.

Provide reports and bank statements as and when required on the health of the shed’s finances.

3.

Produce all necessary documentation (Balance Sheet, Surplus and Loss, Notes) at the annual general
meeting.

4.

Review all internal processes and reporting methods on an ongoing basis.

5.

Protect the shed against fraud and theft, ensuring safe custody of money and cheque books and prompt
banking.

6.

Control expenditure, such as who can authorise spending, upper limits before committee approval is
required, who can sign cheques and who can withdraw bank account funds via electronic methods.

7.

Track the all sources of income and expenditure.

8.

Check details of all bank accounts and all signatories.
a. Arrange change of signatories.
b. Check details of spending authorisations.
c. Obtain cheque books, pay in books, current files and archived records.

9.

Organise a briefing from the outgoing treasurer on spending commitments.

10. Purchase consumables for the operating areas of the shed.
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COMMITTEE - RESPONSIBILITIES
The committee consists of the executive President, * Vice President, Secretary and Treasurer and the following
special responsibilities *Welfare Officer, * Project Manager, * Shed Activities Manager, * Shed Social Events
Manager, * Supply Manager, * Equipment Manager, * Competency officer(s)
Members are usually voted onto the committee by members at the annual general meeting although, during the
year, a member can be invited to join the committee without reference to the members to fill a vacant position.
Committee members are expected to step down after two years although it acceptable to stand for a second term
(of two years). A third term in the same position is not acceptable and If a member is keen enough, he can nominate
for another position and serve two terms of two years in that role. Members can only serve on the executive for a
total of four years and in other positions for a further four years.
The reason for restricting tenure is two-fold
A committee with little turnover can become static, resistant to new ideas and set on maintaining the status quo
The responsibilities associated with many positions can be onerous and time-consuming resulting in the
member not being able to take part in the activities that were the reason for joining the shed
The shed essentially operates as a collective where each member works with and supports each other
member. Therefore, it is only fair that members share the responsibility of leading the shed.
The committee is limited to nine members. As there can be more positions than members it is acceptable for a
committee to hold two positions. However, it is not possible for a member to hold more than one of the three
senior positions (president, treasurer or secretary) and can't be held by the President
* These positions will be appointed as our membership increases and based on specific needs
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MEMBER - RESPONSIBILITIES
NO SMOKING
For the safety and comfort of other members, SMOKING IS NOT PERMITTED anywhere in this
shed. Smoking is permitted away from the shed and smokers are asked to dispose of their
cigarette butts safely and without littering the general area of the shed.
NO DRUGS OR ALCOHOL
The use of or possession of illegal drugs is not permitted on this site at any time. The consumption of alcohol
is not permitted on this site at any time, unless the Committee has authorised its use and no tools or
equipment are being used in the shed at the time. A breach of these rules may result in your membership
being cancelled.
PRESCRIPTION MEDICATION
Members who need to take prescription medication are free to do so at the shed.
However, members need to be aware of any of their medications that may impact on their ability
to work safely with tools and equipment. If you are prescribed medication that could impact your ability you
must advise the shed co-coordinator. If the medication may need to be administered by another person, you
must ensure the first-aider is aware of this and is capable of administering it safely.
HOUSEKEEPING
When you have finished with tools, put them away; other members may be wanting to use them. When you
have finished using a piece of equipment or a work area, clean it up unless somebody else is waiting to use it.
Dirty, messy or cluttered areas are not safe. Always activate the dust extractor for your work area, no matter
how short you task is.
SAFETY
The shed contains tools and equipment that pose a significant safety risk. No member should use a piece of
equipment until he has had an induction for that piece of equipment by a component member. Each member is
responsible for his own safety and those working with or near him. All members also have a duty of care to each
other, and should caution any member that is acting in an unsafe manner
MINIMUM NUMBER IN THE SHED
There must be no less than THREE (3) MEMBERS IN THE SHED AT ALL TIMES and one of those
present must have a working mobile phone. However, a committee member may attend the shed for
a brief period of time to receive a delivery or similar activity but must have informed another person
of his intention to do so and how long they expect to be at the shed.
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COORDINATOR – RESPONSIBILITIES

Duties: 1.

Open up and close per attached list.

2.

Wear the co-coordinator vest at all times.

3.

Visitors-meet and greet.
a.

Have the visitor sign visitor's book and wear a visitor’s badge with their name on it.

b.

Explain they must not use any equipment as a visitor.

c.

Depending on purpose of visit, either show them around or take them to the person they have
come to visit.
Offer a drink.

d.

If they are interested in becoming a member, give them an application and information booklet.
Ask them to return it to the Secretary but they remain a visitor until they have returned it.

e.

If there is a visit from an official or public with a complaint etc introduce them to committee
executive.

4. If there is an emergency or accident, take control and responsibility.
5. Notify the Seawinds Community Hub Reception and CEO and advise details of the situation.
6.

Record any incidents or accidents in the first aid folder.

7.

Lock out any damaged equipment or tools needing sharpening etc.

8. Check to see all tools and equipment have been put away properly.
9. Update the borrowed tools register if any tools have been borrowed or returned
You are basically "Boss of the shed" for the day and the "Go-to person" but you do not carry responsibility
beyond these tasks. It is most important that you arrange to swap with someone else if you cannot be there on
your scheduled day.
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MEMBERSHIP OFFICER – RESPONSIBILITIES

UNDER REVIEW AT PRESENT
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COMPETENCY OFFICER – RESPONSIBILITIES

UNDER REVIEW AT PRESENT
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WELFARE OFFICER – RESPONSIBILITIES
The Welfare / Caring Officer is one who keeps in touch with sick or bereaved members or those members
feeling isolated or lonely or who may be in need of moral or physical help.
−
−
−
−
−

Encourage your friends and family to notify us of members stress or inability to cope.
Send cards to sick or bereaved members
Advise Committee if support is needed, either by member visits or arrange transport to doctors or our
shed meetings
Report to Management/committee as required, at general meeting. giving details of your activities.
(ENSURE COMPLETE PRIVACY OF MEMBERS AT ALL TIMES)

The Welfare Officer is also responsible for the induction of new members into the RDMS, ensuring that they
are fully aware of all aspects of the shed operations, in particular both their and other members health and
safety.
The Rosebud and Districts Men’s Shed is a member of the Australian Men’s Shed Association which is funded
by the Federal Department of Health to provide practical support to Men’s Sheds and deliver a wide range of
services. It aims to improve the health and wellbeing of members and reduce the number of men who are at
risk from preventable health issues that may emanate from isolation.
Through collaboration and strategic partnerships with national, state, territory and health related community
services such as beyondblue, Heart Foundation, Department of Veteran Affairs, Cancer Council, AMSA has
developed a range of resources and delivered a variety of national initiatives such as ‘Spanner in the Works?
a men’s health project.
The AMSA website https://mensshed.org/ has available a variety of health-related resources and links such
as:
−
−
−
−
−
−
−

National Male Health Policy
The Indigenous Men’s Health Manual
Health Speakers & Info Contact Guide – a comprehensive list of health organisation ‘Peak Bodies’ (the
experts in their field) who can provide guest speakers for Men’s Sheds.
Men’s Shed Dementia Manual
‘Any Mug’s BBQ Cookbook’
‘A Beginner’s Kitchen’ cookbook
‘Spanner in the works?’
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PROJECT OFFICER – RESPONSIBILITIES

UNDER REVIEW AT PRESENT
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SHED ACTIVITIES OFFICER – RESPONSIBILITIES

UNDER REVIEW AT PRESENT
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SOCIAL ACTIVITIES OFFICER – RESPONSIBILITIES

UNDER REVIEW AT PRESENT
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SUPPLY OFFICER – RESPONSIBILITIES

UNDER REVIEW AT PRESENT

Rosebud and Districts Men’s Shed.
Postal Address: 11A Allambi Avenue, Capel Sound, 3940
Contact: The Secretary, Ph: - 0473 068 760, Email: - rosebuddistrictsmensshed@dgmail.comn

Page 34 of 48

EQUIPMENT & PURCHASING OFFICER – RESPONSIBILITIES

UNDER REVIEW AT PRESENT
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CLEANING RESPONSIBILITIES
It is the responsibility of each member to ensure that the shed s left clean and tidy after each day of activities.
This involves (but is not limited to) sweeping and picking up waste material and placing it into a bin, wa any
dishes or cups that you may discover and/or placing them into the dishwasher.
When you have finished with tools, put them away; other members may be wanting to use them. When you
have finished using a piece of equipment or a work area, clean it up unless somebody else is waiting to use it.
Dirty, messy or cluttered areas are not safe.
Always ensure that the kitchen and toilet areas are left clean, if any additional supplies are required, detergent,
toilet paper, hand towels etc advise a committee member immediately so that cation can be taken
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ATTENDANCE REGISTER

NAME

Time Arrived

Time Departed
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Weekly

Lunch

$2.00

$6.00
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VISITOR REGISTER

DATE

VISITORS NAME

ADDRESS /
ORGANISATION

PHONE
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VISITOR SIGN
IN
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MEMBER
SIGN IN

TIME
IN

TIME
OUT

WORKING AT HEIGHTS
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DANGEROUS GOODS
What are dangerous goods?
Dangerous goods are substances that are corrosive, flammable, combustible, explosive, oxidising or water-reactive or have other
hazardous properties. Dangerous goods can cause explosions or fires, serious injury, death and large -scale damage.
The Dangerous Goods Act 1985 (DG Act) defines which substances are dangerous goods. Examples of common dangerous
goods:
•
flammable liquids (petrol, kerosene, turpentine, flammable paints etc.)
•
corrosives (hydrochloric acid)
•
flammable gases (LP Gas)
•
non-flammable non-toxic gases (CO2)
•
asbestos
•
explosives
Dangerous goods, hazardous substances – what's the difference?
Dangerous goods and hazardous substances are covered by different laws. Some substances are both hazardous substances
and dangerous goods. Both sets of laws apply. For some duties, complying with one set of regulations will be enough to ensure
compliance with the other.
Storing and handling dangerous goods
The Dangerous Goods (Storage and Handling) Regulations 2012 set out the legal duties for manufacturers and suppliers, and for
occupiers of workplaces where dangerous goods are stored or handled. The Code of practice for storage and handling of
dangerous goods provides practical information on how to comply.
Are there dangerous goods in your workplace?
As an occupier, your first step is to identify all dangerous goods stored and handled at your premises. That includes any
dangerous goods generated during a manufacturing pr. Manufacturers and suppliers must supply you with a safety data sheet
(SDS) with dangerous goods. There must also be package markings and class or hazard class information. These will help you
identify what’s in a product, precautions for use, and safe storage and handling requirements.
Risk management
You must identify the hazards related to the dangerous goods at your premises, assess the risks if necessary, and implement risk
controls. See the Code of practice for storage and handling of dangerous goods for detail on how to do this.
Storing certain quantities of dangerous goods
You must notify WorkSafe if your workplace stores or handles quantities of dangerous goods in excess of the relevant quantities
specified in the table in Schedule 2 of the Dangerous Goods (Storage and Handling) Regulations 2012.
Industrial sites that store, handle or process large quantities of hazardous chemicals and dangerous goods may be deemed to be
major hazard facilities in accordance with the Occupational Health and Safety Regulations 2017.
Transporting dangerous goods
You need a licence to transport dangerous goods in quantities above set limits.
The Dangerous Goods (Transport by Road or Rail) Regulations 2018 control transporting dangerous goods.
The Australian Code for the Transport of Dangerous Goods by Road and Rail (ADG Code) sets out the safety requirements for
transporting dangerous goods by road or rail. It covers commonly used dangerous goods, such as petrol, LPG and paints.
High consequence dangerous goods (HCDG)
High consequence dangerous goods include types of ammonium nitrate, used to make things like fertilisers. They’re often used in
mining, quarrying and agriculture.
You need a licence if you import, export, manufacture, store, sell, supply, use, handle, transfer, transport or dispose of HC DG.
You need a permit to handle HCDG unsupervised.
Requirements for the use of HCDG are covered in the Dangerous Goods (HCDG) Regulations 2016 and the Dangerous Goods
(Storage and Handling) Regulations 2012.
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INSURANCE
All insurance for the Rosebud & Districts Men’s Shed is arranged via the Seawinds Community Hub
This includes: •

Public Liability Insurance.

•

Equipment Loss.

•

In addition, other areas of Indemnity are included.

If copies of the certificates of currency are required you should contract the Seawinds Community Hub
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REQUEST TO UNDERTAKE WORK FOR EXTERNAL ENTITY
Organisation/Individual details: __________________________________________________________
Name of organisation/Individual: __________________________________________________________
Address: _____________________________________________________________________
Primary contact name: ______________________________ Title: _______________________
Contact phone: __________________ E-Mail: _______________________________________
Project details: (Attach additional details as required)

Shed contact for this project: ____________________________________ Phone: _______________
Expected delivery time: _________________________ Is this date critical? Yes / No
Donation offered for this work to be done: $_________
“In making this request for this project to be undertaken, we acknowledge the Men’s Shed is NOT a commercial
organisation and this is NOT a commercial agreement in anyway. We likewise acknowledge the shed will make
endeavours to complete the project on time and as specified, but the Shed will not incur any liability if it is not
done on time or to our absolute specifications”
____________________________
Signed on behalf of
Organisation/individual:

______________________________________________
Print name
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___/___/______
Date:
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HOURS AND EXPENSE TRACKER

PROJECT:
MEMBER NAME

SOLD $:
DATE

WORK DESCRIPTION

START
TIME

END
TIME

TOTAL
HOURS

__/__/____

__/__/____

__/__/____

__/__/____

__/__/____

__/__/____

__/__/____

__/__/____

__/__/____

__/__/____

__/__/____

__/__/____

__/__/____
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EXPENSE SUMMARY:
Date

Item

Purchase From

Amount Spent

__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
__/__/____
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