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Purpose of this document: 
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Bunbury Runners Club Inc Handbook  

 2 

Table of Contents 

Purpose ............................................................................................................................... 4 

Vision .................................................................................................................................. 4 

Mission ............................................................................................................................... 4 

Club Stakeholders ................................................................................................................ 4 

Guidelines and Policy........................................................................................................... 4 

Membership ........................................................................................................................ 4 

Running .............................................................................................................................. 5 

Annual Running Events .......................................................................................................... 5 

Club Runs ................................................................................................................................. 5 

Henk Stoffers: .......................................................................................................................... 5 

Winter Handicap: ..................................................................................................................... 6 

Thursday night club runs/walks: ........................................................................................... 6 

Other .......................................................................................................................................... 6 

Club Activities .......................................................................................................................... 6 

Presentation Night: .................................................................................................................. 6 

Bunbury Setagaya Runners Exchange: ................................................................................ 7 

Club Apparel ....................................................................................................................... 7 

Club Rooms ......................................................................................................................... 7 

Keys:.......................................................................................................................................... 7 

The Master Key ........................................................................................................................ 7 

Cleaning: ................................................................................................................................... 7 

Lease ......................................................................................................................................... 7 

Combined facilities management: the................................................................................... 7 

Recreation Ground .............................................................................................................. 8 

Sponsorship ........................................................................................................................ 8 

Volunteers .......................................................................................................................... 9 

Social Media ....................................................................................................................... 9 

Committee .......................................................................................................................... 9 

Committee structure ................................................................................................................ 9 

Positions include: .................................................................................................................. 10 

Meetings .................................................................................................................................. 10 



Bunbury Runners Club Inc Handbook  

 3 

Emails and Laptops ............................................................................................................... 10 

Life members  ......................................................................................................................... 11 

Banking ............................................................................................................................ 11 

Insurances and Licences ..................................................................................................... 12 

Incorporation .................................................................................................................... 12 

Connections with other Organisations and Groups ............................................................. 12 

Trailers.............................................................................................................................. 13 

APPENDICES ................................................................................................................... 7 

Attachment 1: Henk Stoffers 5km Timing Equipment Setup .............................................. 7 

Attachment 2: Club Championship Timing Equipment Setup ........................................... 8 

Attachment 3: volunteer position descriptions 

Attachment 4 - 5: Storeroom Inventory and Trailer Inventory ........................................... 9 

   Attachment 6: Questions to consider to guide Social media 
 



Bunbury Runners Club Inc Handbook  

 4 

Purpose  
This manual is a guide for any Bunbury Runners Club (BRC) members that are part of a committee or sub-

committee; or involved in an assortment of voluntary activities around the club. The manual is intended to 

reduce duplication in planning, activities, resourcing and also to inform members so there is a shared 

ǳƴŘŜǊǎǘŀƴŘƛƴƎ ŀōƻǳǘ ǘƘŜ Ψ/ƭǳōΩ. The BRC is a volunteer run club i.e. no paid positions. 

Vision  
The Bunbury Runners Club Inc. will provide a range of high-quality running and walking activities that 

inspire the involvement of a wide cross section of the regional community to enjoy the health, social and 

lifestyle benefits. 

Mission 
Provide members and the community at large, with regular opportunities to improve their health and social 

wellbeing through organised running and walking events. By supplying a supportive environment to our 

running community, this allows members to grow skills and confidence to achieve their goals. 

Club Stakeholders 
The BRC key stakeholders are its members. The BRC members will be provided with a range of events and 

opportunities to develop their running and walking goals. The BRC will provide the framework that will 

support the membership (and the community) in the provision of distance running, now and into the future. 

¢ƘŜ ŎƭǳōΩǎ ŎƻǊŜ ǾŀƭǳŜǎ are based upon - choosing respect, inclusivity, investment in the community, 

encouraging others, and promoting diversity. 

Guidelines and Policy 
There are a number of documents that outline the governance of the BRC such as: 

¶  Bunbury Runners Club Constitution  

¶ BRC Strategic Plan 

¶ BRC Code of Conduct 

¶ BRC Junior Development Guidelines 

¶ Nomination of Life Members Guidelines   

¶ Volunteer Guidelines 

¶ Club Financial Framework and Event Guidelines 

¶ Guidelines for Selection of Sponsorship 

Membership 
The BRC membership year starts on the 1st September until 31st August each year.  

¶ Regular 

https://www.bunburyrunnersclub.org.au/
https://www.bunburyrunnersclub.org.au/wp-content/uploads/2019/01/BRC-New-Constitution-2018-1.pdf
https://www.bunburyrunnersclub.org.au/wp-content/uploads/2020/07/BRC-2020-2025-Strategic-Plan.pdf
https://www.bunburyrunnersclub.org.au/wp-content/uploads/2020/03/BRC-Code-of-Conduct-UPDATE-March-2020A.pdf
https://www.bunburyrunnersclub.org.au/wp-content/uploads/2020/03/BRC-Juniors-Guidelines-05022020-FINAL.pdf
https://www.bunburyrunnersclub.org.au/wp-content/uploads/2020/07/BRC-Guidelines-For-the-Nomination-and-Endorsement-of-Life-Members-07072020-Approved.pdf
https://www.bunburyrunnersclub.org.au/wp-content/uploads/2020/08/BRC-Volunteer-Policy-2019-.pdf
https://www.bunburyrunnersclub.org.au/club-policies-and-documents/
https://www.bunburyrunnersclub.org.au/club-policies-and-documents/
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¶ Life members 

¶ Social 

¶ Juniors 

Running 
Club Nights:  Every Thursday night members meet at the Eastman Pavilion on Ocean Drive, Bunbury to 

ŜƴƧƻȅ ŀ ǊǳƴƴƛƴƎ ŀŎǘƛǾƛǘȅΦ aŜƳōŜǊǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ΨǎƛƎƴ ƛƴΩ ƻƴ ǘƘŜ ƭŀǇǘƻǇ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ /ƭǳō ǊƻƻƳΦ ¢ƘŜ 

resulting spreadsheet can be used for analysis of attendance. This information may be used for Grant 

Applications etc. 

Members are asked to arrive 15minutes earlier for Club announcements. 

¶ All year Start Time: 6pm (with notices from 545pm) 

Annual Running Events 
¶ Australia Day Fun Run (January) 

¶ Bunbury 3 Waters Running Festival (usually April) 

¶ Womens Fun Run and Walk (usually August) and offers a free 6-week training program. 

¶ CŀǘƘŜǊΩǎ 5ŀȅ wǳƴ ϧ Walk όCŀǘƘŜǊΩǎ 5ŀȅύ  

Register Now® is the chosen platform for members and participants of events to register. 

Club Runs 
The Registrar of BRC develops the Annual Running Calendar taking into consideration other local / State 

events dates and frequency of club races. The Calendar is published on the internet with events being 

promoted via social media. 

Each member is allocated a unique number which is associated to a timing chip. To be eligible for race 

points members who compete in races must wear the chip around their ankle. To be eligible for a prize at 

the Presentation Night members must comply with the Volunteer Policy.  

People interested in becoming members are able to attend 3 Club Runs before being required to join the 

club (to ΨƎŜǘ ǘƘŜ ŦŜŜƭΩ ƻŦ ǘƘŜ Ŏƭǳō). 

Chips can be hand washed/soaked (the band remains with chip and does not need to be removed) and then 

spin dry and hang after events to reduce transmission of any viruses). 

Volunteers are requested to set up the timing equipment prior to the timed club runs. Instructions of set up 

can be found in the appendix. 

Henk Stoffers:  
Scheduled in the summer running months. Starts and ends at The Pat Usher Foreshore with announcements 

and timing band pick up at the clubrooms first. The Handicapper provides a list of members and their 

current handicap and they begin their run at that time. Runners without a handicap may start off at 0 OR 5 

minutes 

¶ Distance: 5km 

https://www.bunburyrunnersclub.org.au/calendar/
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¶ Number of runs: 5 

Club Championship:  

¶ Distance: 2 x 3km runs; 2 x 5km; 2 x 10km 

Number of runs: 6 Points taken from the best 5 runs, must have completed 1 run of each distance to be 

eligible for award. 

Winter Handicap: 
This series is a hidden handicap within the championship races 

¶ Distance: 3km; 5km; 10km 

¶ Number of runs: 6 

Thursday night club runs/walks: the club operates 52 weeks of the year. Mob runs are arranged when 

there are no handicap/championship runs on that night. Generally -  

¶ Distance: 3km; 5km; 10km 

¶ Held on nights when there are no scheduled races. Course outlined during the announcements. 

Other dedicated runs during the calendar year: 

¶ Christmas Toy /  Santa Run 

¶ Dalyellup Mob run 

¶ Honeymoon Pool training run (usually held before the 3 Waters Marathon) 

¶ Brian Kennedy Parlouf Relay 

¶ Kieran Boothman Memorial (watchless run) 

¶ Trailblazers ς an off-road run the second Saturday of each month.  Each month the location is 

emailed out and put on the Facebook page.  

Club Activities 
¶ Tuesday morning Intervals 6am start 

¶ Saturday morning long run (from Caf fez) 6am start 

¶ Juniors scheduled on Thursday night club run, starting at 5pm in 4th and 1st terms  (refer to Junior 

Guidelines) 

Presentation Night:  
Concludes the seasonΩs running calendar when the winners of age group and overall Championship, Henk 

Stoffers Handicap, Age categories, plus Committee and PresidentΩǎ awards are announced. The Highlight on 

the club calendar, scheduled in September /October 
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Bunbury Setagaya Runners Exchange:  
The BRC, City of Bunbury and Council of Setagaya support runners to run in the annual 2-4-6 Setagaya Half 

Marathon in November in Setagaya Japan. The BRC hosts runners from Setagaya to run in the Half or Full 

marathon at the 3 Waters Running Festival.  

Club Apparel 
¢ƘŜ ŎƭǳōΩǎ ƭƻƎƻ ƛǎ ǊŜŘΣ ōƭǳŜΣ ǿƘƛǘŜ. Apparel can be purchased online via a stockists site.  It is preferred that 

Club running apparel is worn on Club nights and for any runners attending the Setagaya 246 Half Marathon 

(Japan exchange). 

Club Rooms 
The Michael Eastman Pavilion is home to the BRC. The facility is co-shared with Colts Cricket Club with their 

playing season over the summer months. 

On occasion the grounds are used for other events like the CoB Gift. 

Keys: ¢ƘŜǊŜ ƛǎ ŀ ΨƪŜȅ ǊŜƎƛǎǘŜǊΩ ƛƴŎƭǳǎƛǾŜ ƻŦ /ƻƭǘǎ Cricket Club and BRC members ς listing master and other 

keys that members hold. It is recommended to record accurately the keys held by BRC members to ensure 

accountability and mitigate risk. 

The Master Key accesses all doors within the building. The other key DOES NOT access the office. 

Other keys are:  

¶ to the large lighting pole located in the north eastern part of the car park  

¶ the brick shed personal access door (located on the eastern side of the building) where the self-

propelled mower is stored  

¶ to the fridge (first fridge as the kitchen is accessed from the main club room space. 

Cleaning: in 2020 (due to COVID requirements) a private company was contracted to clean. When the 

cricket season is played the Club Rooms are cleaned every week ς over winter the club rooms are cleaned 

every fortnight (South West Cleaning holds a key to access the building. The company invoices the 

Treasurer. 

Lease: the facility is co-leased from the City of Bunbury by Colts cricket and BRC. There is currently $0 lease 

fee. The building is owned by the City of Bunbury. Repairs are the responsibility of the clubs. A copy of the 

Lease is held by the president. The lease was renewed in January 2022for 5 years 

 Combined facilities management: the 2 clubs listed on the lease contribute monies to cover running 

costs of the Eastman Pavilion. The Current Facilities Accounts volunteer is contactable via 

brc6230mep@gmail.com 

Storage Shed: is located at the rear of the Eastman Pavilion. There are 3 sheds ς the middle one belonging 

to the BRC. The Shed Inventory is appended. (Attached in appendix) 

Showers: are designated for males on the eastern end of the building and can be accessed from the main 

cub room. The female shower is on the western end and access is by unlocking the padlock on the outside 

access door. 
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Lights: immediately on the wall to the right as the main club room door is open (door facing south and 

farthest east) the top 2 switches (there are 3) operate the lights for the main room and the bottom one is a 

Floodlight on the Eastern side of the building; toilet lights are located on the meter box within the main club 

room ς there are 3 switches the further on the right is for the inside male/female toilet; the centre is for the 

verandah sensor light and should remain on and the left one is for the floodlights on the building roof, the 

kitchen light switch is located above the hand basin;  the large floodlights on the two tall poles are 

controlled from the meter boxes in the carpark. 

Main door: has a deadbolt and padlock both opened by the same key. 

Booking Club rooms: There is a Shared Calendar for booking Michael Eastman Pavilion. Use the link to 

book Committee and event meetings for the year, the weekend of the 3 Waters Running Festival etc 

 https://teamup.com/ks609c4510bf850b21 

Recreation Ground 
The recreation ground is for use by any member of the pubic. The BRC need to book for the use of the 

track/grounds to conduct  

¶ Intervals on Tuesday mornings (every week of the year).  

¶ During 4th and 1st term (to coincide with the school terms) juniors use the grounds Thursdays from 

5:15 ς 6:30pm (1 hour with leeway for arriving and departing).  

¶ The weekend of the 3 Waters Running Festival  

¶ Thursdays in 1st and 4th term when juniors is scheduled. 

¶ The WFR - 6 week training 

Booking of the Recreation Ground can be done by emailing City of Bunbury. City of Bunbury Events 

Department will process bookings for sports grounds and facilities. Email the Records Department 

 Records@bunbury.wa.gov.au and the Events Team will get back to you. 

Mowing of the oval: there are 400m and 500m surveyed tracks used 1 x week for Intervals and frequently 

by other groups and individuals from the community. The mowing varies in frequency in summer and 

winter. The CoB mows, aerates and maintains the oval (overall). Cricket prepares the pitch and net areas. 

Marking: Various ΨƳƛȄŜǎΩ ƻŦ ǎǳōǎǘŀƴŎŜǎ ƘŀǾŜ ōŜŜƴ ǳǎŜŘ ǘƻ ŘŜŦƛƴŜ ǘƘŜ circumference of the 400 and 500m 

tracks. The use of some substances does not meet local government policy. More recently the mix has been 

white paint combined with powdered titanium pigment. The marking very quickly disappears with CoB 

mowing and the weather (rain). 

Sponsorship 
This is an important aspect of the BRC to allow events and activities to proceed. Sponsorship is overseen by 

a member with the Partnership portfolio (voluntary position) and must follow the Sponsorship Guidelines. 

¢ƘŜ о ²ŀǘŜǊǎ wǳƴƴƛƴƎ CŜǎǘƛǾŀƭΣ ²ƻƳŜƴΩǎ Cǳƴ wǳƴΤ !ǳǎǘǊŀƭƛŀ 5ŀȅ Cǳƴ wǳƴΤ Ǉƭǳǎ ƻǘƘŜǊ ƳŀƧƻǊ ŀƴŘ ƳƛƴƻǊ 

sponsors. A package of promotional options for the sponsors is detailed by BRC. Refer to the Partnership 

Guideline. It is important to acknowledge our Sponsors and meet any prerequisites imposed as part of the 

acquittal process (if required). 

https://teamup.com/ks609c4510bf850b21
mailto:RecordsD@bunbury.wa.gov.au
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Volunteers 
The BRC is not for profit and as such requires EVERY MEMBER to support events and activities (often on a 

number of occasions) to ensure the ongoing successful operation of the club. This helps us to meet our 

Mission, Values and ultimately host events. Unwillingness to volunteer may result in ineligibility to be 

awarded championship points The Registrar will keep a Volunteer Register to facilitate this process. 

The Junior program is made possible and costs kept down with the significant input from volunteers.  

Social Media 
To inform the BRC membership, potential event participants and the community. The BRC uses a number of 

social media platforms and work within the principle that personal opinions/comments or responses to 

posts represents that of the Club. See appendices to guide use of Social Media. 

Bunbury Runners Club website https://www.bunburyrunnersclub.org.au/ Updates, inclusions, 

changes to the website are requested to be emailed to the volunteer updating the website. 

Instagram @Bunburyrunnersclub.  There is also a 3 Waters Running Festival and Womens Fun run 

Instagram sites. 

Facebook: there are  

¶ Bunbury Runners Club members Group (open for members to post communication). Inward facing. 

¶ Bunbury Runners Club (official page ς please email the Social media email). Outward facing. 

¶ 3 Waters Running Festival 

¶ Trailblazers 

¶ ²ƻƳŜƴΩǎ Cǳƴ wǳƴ ϧ ²ŀƭƪ 

Postal 

Mail can be posted to PO Box 1161 Bunbury 6230. The Secretary/Treasurer hold the keys to the box located 

at the main Australia Post Office, Victoria Street. 

Email 

The secretary maintains an up to date list of members email addresses gathered from the registration. It is 

important to note that not all members use social media and items of a BRC sensitive/club members 

specific nature may be preferable to email. 

Committee 
Elected at the Annual General Meeting (end August each year) are a number of office bearers and support 

positions. Nomination Forms are required. 

Committee structure is directed by the constitution (nominated for a club year e.g. 1st September to 

31st August and may be renominated subsequent years). Refer to the volunteer descriptions (? 

Hyperlink/appendix) for further details of the positions. Meeting frequency is outlined in the constitution. 

https://www.bunburyrunnersclub.org.au/
https://www.bunburyrunnersclub.org.au/wp-content/uploads/2020/07/BUNBURY-RUNNERS-CLUB-COMMITTEE-NOMINATION-FORM-v-2.pdf
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Positions include:  
¶ President  

¶ Vice President 

¶ Secretary 

¶ Treasurer 

¶ Registrar 

¶ General committee members.  

Other roles (may or may not be undertaken by committee members; and may extend beyond a club year): 

¶ Social Media (Facebook; BRC website; Instagram) 

¶ Uniforms (promotes, orders and develops the design of the club merchandise/apparel for 

Committee approval) 

¶ Partnerships (coordinates sponsorship across the club activities and events) 

¶ Timing- club events, club runs etc 

¶ Oasis Bar (requires Responsible Service of Alcohol Certificate to be viewed by President as 

required) 

¶ Junior Coordinator (for the junior members of the BRC offer 4th and 1st terms coaching coinciding 

with the school year. Refer to the Junior Guidelines) 

¶ Interval Coordinator (every Tuesday morning from 6 ς 7am on the 400 and 500m tracks marked on 

the recreation ground, Ocean Drive ς oval attached to the Eastman Pavilion) 

¶ Handicapper ς keeps records of all timed runs and calculates handicaps for Handicap Events 

¶ Bunbury Setagaya Runners Exchange Coordinator 

¶ Canteen Coordinator (mainly for the 3 Waters Running Festival) 

¶ Equipment (including the Sound trailer; Equipment trailer and storeroom). Busy bees are arranged 

periodically to sort/ repair /  clean the club rooms, storeroom, sound and storage trailer. (See page 

16 in appendix Trailers) 

¶ Track mowing and marking. 

Meetings 
Are held monthly in accordance with the Constitution. The meeting venue is usually the Eastman Pavilion 

ΨŎƭǳō ǊƻƻƳǎΩ ōǳǘ Ŏŀƴ ōŜ ŀƴȅǿƘŜǊŜ ǿƘƛŎƘ ǎǳƛǘǎ ǘƘŜ ŎǳǊǊŜƴǘ /ƻƳƳƛǘǘŜŜΦ 

Emails and Laptops 
Laptops: BRC has a number of laptops that are used by the Committee. They are usually allocated to  

1. President  

2. Secretary  

3. Treasurer and  
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4. Registrar (sign in) 

 

Emails: There are a number of BRC email addresses. These include:  

 

 

 

 

 

 

 

 

 

Moshi Moshi hosts the BRC website and emails. Email hello@moshi.com.au to communicate with 

https://www.moshi.com.au/ 

Corporate knowledge is assisted with important documents stored in the Cloud Storage via Google Drive 

(log in details are required).  

Life members ς assist in guidance of the BRC activities. See Guidelines for life membership (See Life 

Member Guidelines) 

Banking 
The Treasurer is the key point of contact. A minimum of 2 signatories are required on the account but 

generally there are 4 authorised (Treasurer, President, Vice President, and the Secretary). Most invoices are 

paid through CommBiz internet banking and this uses a separate set of authorities to those used for cheque 

and in branch transactions. 

NOTEς The Associations Rules state that a Tier 1 Association (less than $250,00 turnover) is only required to 

have an audit completed where the majority of members at a general meeting pass a resolution to request 

one, or as directed by the Commissioner. In its place another member/s of the club are to meet with the 

Treasurer to review the transactions for the year, as per the Financial Review Agenda. 

(https://www.commerce.wa.gov.au/publications/financial-reporting-under-new-associations-law)  

BRC has payment Square Point of Payment used for EFTPOS transactions for events/merchandise. 

All event committees are required to work with the Treasurer to prepare a budget for the upcoming event 

prior to proceeding with any expenditure. !ƭƭ ŜǾŜƴǘǎ ǘƘŀǘ ƘŀǾŜ ΨǎǇŜƴŘΩκ ǉǳƻǘŜǎ ƻŦ ŀƳƻǳƴǘǎ over $200 are 

required to seek endorsement from the main BRC committee (Bunbury Runners Club Inc. Financial Guidelines 

For Committee and Event Organisers). These financial decisions are recorded in the Committee Minutes. 

User Email 
President brc6230president@gmail.com 

Secretary brc6230secretary@gmail.com 

Treasurer brc6230treasurer@gmail.com 

Registrar brc6230registrar@gmail.com 
Timing brc6230timing@gmail.com 

Media brc6230media@gmail.com 

Sponsor brc6230sponsor@gmail.com 

Aust Day Fun Run brc6230austday@gmail.com 

²ƻƳŜƴΩǎ Cǳƴ wǳƴ brc6230wfr@gmail.com 

Juniors brc6230juniors@gmail.com 

Marathon brc6230marathon@gmail.com 

mailto:hello@moshi.com.au
https://www.moshi.com.au/
https://www.commerce.wa.gov.au/publications/financial-reporting-under-new-associations-law
mailto:brc6230sponsor@gmail.com
mailto:brc6230austday@gmail.com
mailto:brc6230wfr@gmail.com
mailto:brc6230juniors@gmail.com
mailto:brc6230marathon@gmail.com
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Insurances and Licences 
The Treasurer has BRC Insurance details. The BRC has the following insurances 

Insurances:  

¶ Public liability to the value of $20,000,000; Professional to the value of $5,000, 000 via Gallagher 

Sports Insurance 

¶ Vehicles to cover the sound and storage trailers ς via Zurich 

¶ Property ς via Allianz 

Licenses: 

Sound License: For public use of protected sound recordings and/or music videos. Is administered by PPCA 

and is required for the BRC events due to the use of announcements and music (and noise). 

The annual License Fee for each venue is set via a calculation ƻƴ ǘƘŜ ōŀǎƛǎ ƻŦ ǘƘŜ ǾŜƴǳŜΩǎ ƭƻŎation (City or 

wŜƎƛƻƴŀƭκ/ƻǳƴǘǊȅύΣ ǘƘŜ ƴǳƳōŜǊ ƻŦ ŜǾŜƴǘǎ ƘŜƭŘ ŀǘ ǘƘŜ ǾŜƴǳŜ ŀƴƴǳŀƭƭȅΣ ŀƴŘ ǘƘŜ ǾŜƴǳŜΩǎ ŎŀǇŀŎƛǘȅ όƛΦŜΦ ǘƘŜ 

number of attendees authorised to be present as determined by Local Government, Fire Department or 

other authorised body for that venue). 

Incorporation 
The Runners Club is an incorporated entity. As such, associations and clubs are required to submit an 

information statement to Consumer Protection annually. This statement confirms the association is still 

active, eligible to be incorporated and has held its Annual General Meeting. This is renewed each financial 

year.  A login is required by the nominated BRC committee member (often the Treasurer) 

https://associations.commerce.wa.gov.au/associations/public/publicHomePage.jspx 

Connections with other Organisations and Groups 
To fit within the Greater Bunbury and South West as a recognised sporting group, a number of connections 

have been formed. 

City of Bunbury:  There are a number of departments which have and continue to assist the BRC operating. 

For a response to queries the generic Records@bunbury.wa.gov.au  is a useful starting point which allows 

the content to be distributed to the appropriate department.  

Of interest is the City of Bunbury Sport and Recreation Strategy 2019-2029. 

http://www.bunbury.wa.gov.au/pdf/Community/FINAL_COB_Sport_Rec_Strat_2019-29%20A1.pdf 

And the CoB Corporate Business Plan 

https://cdn.bunbury.wa.gov.au/wp-content/uploads/2022/08/CBP-design-final-singles.pdf 

Refer to 3.2.12 Partner with Bunbury Runners Club and Colts Cricket Club to develop plans to upgrade 

Michael Eastman Pavilion, Bunbury Recreation Ground 

for 24/25 25/26 financial year 

Department of Sport and Recreation are also useful as a point of contact 

https://www.dlgsc.wa.gov.au/department/regions/south-west. 

https://associations.commerce.wa.gov.au/associations/public/publicHomePage.jspx
mailto:Records@bunbury.wa.gov.au
http://www.bunbury.wa.gov.au/pdf/Community/FINAL_COB_Sport_Rec_Strat_2019-29%20A1.pdf
https://cdn.bunbury.wa.gov.au/wp-content/uploads/2022/08/CBP-design-final-singles.pdf
https://www.dlgsc.wa.gov.au/department/regions/south-west
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Trailers 
The club owns 1 equipment trailer (enclosed aluminium with purpose made coverύ ŀƴŘ м άǎƻǳƴŘ ǘǊŀƛƭŜǊέ 

(old caravan) which are used for Events and are currently stored at South West Express freight depot in 

Palmer Crescent. The trailers are kept on the Eastern side of the yard. 

To collect the trailers for an event please advise SW Express (08) 97214600 of the day and time of 

collection. Also call at the office (if open) when you arrive and let them know you are there.  The person 

collecting MUST wear a fluoro safety vest when in the yard and take care to stay out of the way of any 

trucks in the yard. Bear right once inside the yard and make your way to the Eastern wall where the trailers 

are parked. 

Trailer here! 

 

On the left-hand side of the equipment trailer (near the back door) there is a combination key box which 

holds the keys to both trailers. To open the box, press the buttons in the middle from top to bottom; then 

the bottom right and bottom left button.  

To return the trailer outside of business hours contact Tim Keys on 0419916169 ςTim is able to open the 

gates remotely to allow access. See Appendix 5 ŦƻǊ ǘƘŜ LƴǾŜƴǘƻǊȅ ƻŦ ¢ǊŀƛƭŜǊΩǎ ŎƻƴǘŜƴǘǎΦ 
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APPENDICES 

Attachment 1: Henk Stoffers 5km Timing Equipment Setup 

¶ Layout Equipment as shown below. Connecting antennas to ports 1 & 4. 

¶ {ǿƛǘŎƘ ƻƴ ¢ƛƳƛƴƎ .ƻȄΦ {ǳŎŎŜǎǎŦǳƭ ŎƻƴƴŜŎǘƛƻƴ ƛƴŘƛŎŀǘŜŘ ōȅ ŀ Ψ-Ψ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ 

¶ At start gun ς Start big clock & RECORD TIME ON BOX. (eg 17:53:40) 

¶ To start a runner early RECORD NAME & TIME ON BOX. 

¶ Runners cross timing mat 3 times. At start, start of second lap & finish. 

 

 

        Equipment Layout.         Cone & Mat layout 

 

Timing Box Connections Successful Connections on Port 1&4 indicated 

×ÉÔÈ Á Ȭ-Ȭ. 

Equipment Required: 

2 x Antenna     2 x Antenna Leads 

1 x Timing Box     1 x Lino Mat 

1 x Clock      1 x Clock Battery 

1 x Clock Stand    15 x Marker Cones 
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Attachment 2: Club Championship Timing Equipment Setup 

¶ Layout Equipment as shown below. Connecting antennas to ports 1 & 4. 

¶ {ǿƛǘŎƘ ƻƴ ¢ƛƳƛƴƎ .ƻȄΦ {ǳŎŎŜǎǎŦǳƭ ŎƻƴƴŜŎǘƛƻƴ ƛƴŘƛŎŀǘŜŘ ōȅ ŀ Ψ-Ψ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ 

¶ At start gun ς Start big clock & RECORD TIME ON BOX. (eg 17:53:40) 

¶ To start a runner early RECORD NAME & TIME ON BOX. 

¶ Runners cross timing mat once for 5km & twice for 10km. 

 

 

        Equipment Layout.         Cone & Mat layout 

 

Timing Box Connections Successful Connections on Port 1&4 

ÉÎÄÉÃÁÔÅÄ ×ÉÔÈ Á Ȭ-Ȭ. 

Equipment Required: 

2 x Antenna     2 x Antenna Leads 

1 x Timing Box     1 x Lino Mat 

1 x Clock      1 x Clock Battery 

1 x Clock Stand    15 x Marker Cones 



Bunbury Runners Club Inc Handbook  

 3 

 

Attachment 3: VOLUNTEER POSITION DESCRIPTIONS 

Volunteer Position Description blank 

Position Description 

Volunteer Position/ 

Title 

Choose an item. 

Reporting to Committee/President 

Reporting Format Detail required updates and how this is to be presented 

Description Short paragraph or sentence describing position 

Time Commitment Choose an item. hours per week 

Time Frame Choose an item. 

Currently filled by Name Email/Phone Number 

Liaise With List main people or groups required to undertake tasks 

Position Requirements 

Responsibilities/ 

duties 

¶ Attend monthly committee meetings 

¶  

Skills/ Knowledge ¶  

Additional Information 

Reimbursement Detail if applicable 

Equipment List any equipment used 

Training 

Opportunities 

If applicable 

Other information Click or tap here to enter text. 

 

Position description accessible via One Drive 

Descriptions available for 

BRC COMMITTEE  
President yes 

Vice president Yes 

Secretary yes 

Treasurer yes 

Registrar yes 

General Committee yes 

SUPPORTING ROLES  
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Timing yes 

Oasis yes 

Canteen Coordinator yes 

Website coordinator yes 

Merchandise yes 

Bunbury - Setagaya Exchange Coordinator yes 

Equipment Officer yes 

Track Mowing and Marking no 

EVENT/ACTIVITY ROLES  
Interval Coordinator no 

3WM Race Director no 

3WM Course Director no 

WFR Coordinator/Committee no 

ADFR Coordinator/Committee no 

Fathers Day Coordinator/Committee no 

Juniors Coordinator no 
 

Attachment 4: REPORTING REQUIREMENTS AND DOCUMENTS 

To come 
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Attachment 4: Storeroom Inventory and Trailer Inventory 

South Wall January 2020 

Reverse has East and West Walls 

 

 

Location Shelf Item Number Event used 
East 
Wall Top PVC Tubes for Red, White, Blue flags 9 ADFR, WFR 

  Yellow and Blue Drink container 1  

  20L Water Storage bottles 12?  
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  Black Rubbish bins and Lids 4  

 Second Yellow Plastic fan for Finish Arch 1 ? 

  Disposable Gloves packs of 50 5  

  Garbage Bags lots  

  Hand Sanitiser 3 All 

  Sunscreen 2 All 

  Bendigo Bank bags  2 boxes WFR 

  Plastic tub 1 Any 

  20L Bucket 1 Any 

  Bollards (now in trailer 26-1-20)  Any 

 Third Batteries for clocks 4 Intervals and All events 

  Chargers for batteries 3  

  Cans of marking paint 3 Any 

  Digital Clocks in Wooden cases (red display) 2 Intervals and All events 

  Digital Clocks in balck cases (blue,green,yellow display) 3 3 Waters 

  9 kg Gas Cylinders (1 empty, 1 with gas) 2  

 Floor Clock tripods 3 Intervals and All events 

  Steel Pickets 12 All 

  Bike Flags 3  

  Old wooden signs for timing chip pick up  3  

  60L Bins 6  

  Blue drinking water hose 1 All 

  Directional arrows on stakes in bins 100s All 

  Traffic Cones and Basesfor bollards (more in trailer) many All 

  Folding tables 5 All 
South 
Wall Top Blue 20L Water bottles with lids 6  

  White 20L water bottles with lids 4  

  Rubbish Bins 60L with lids 6  

  Disposable Hot Drink Cups for Soup etc. box of 1000 1  

  Red  "Runners on Road" signs (stands on floor below) 8 ? 

  Stainless Steel Urn covered in black plastic bag 1  

 Second Bollards (now in trailer) 6  

  Yellow Raincoats (box of)   

  Tub of extension cords   

  Plastic tub with distance marker stencils and spray paint  

  Bunting (safety flag reel) 2  

  Banners WFR, BRC  and other - to be detailed  WFR and other 

 Third PA System in Black Bag and Tripod for speaker 1  

  Gas cylinders as above   

  Hessian bag with flags for marshalls 2  

  Measuring Wheel 1  

  Free standing "Runners on Road" signs with weights ~50  

  Orange plastic Traffic Hazard triangles 3  

  Box of Safety vests 30  
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  Folding Gas Barbeque 1  

 Floor Large Black Shadecloth "Tipi" Shade cover 1 3Waters 

  Poles for above (now on top shelf at the back) 4 3Waters 

  Blue cardbord cut outs of dolphins 10  

  White bag with HBF Banners for Finish Chute   
West 
Wall Top Microwave   

  Disposable plastic water Cups 
3 

boxes  

 Second Disposable plastic water Cups 
3 

boxes  

 Third Teardrop Flags includes 3Waters start, HBF and BRC ~10  

  Aussie Flag and international string of flags ~12  

 Fourth buckets, jugs and mixing sticks for powerade   

  Disposable plastic water Cups (Box of 1000) 
3 

boxes  

 Floor Behind door - 3 Waters Coreflute signs 6  

  Folding trolley 1  

  Step ladder 1  

  Flag stands 2  

  Tubs of equipment for Juniors 3  

  Milk Crate 1  

  Steel box with 3 bags of white pigment for line marking 1  

  Timing Trolley contents below 1  

  Roll of Lino   

  RFID Antenna 2  

  RFID Antenna leads 2  

  Timing Box and Battery at Peacock's home   

  Large Finish Podium now in trailer 1  

     
Trailer  Large Wooden box with 100s of star pickets and bollards  

  Red BRC Marquees 3m x3m with sides  2  

  Rubber Mats to cover Finish line ~10  

  Bags of Red, White and Blue Bunting several  

  Bollards lots  

  Traffic Cones lots  

  Rubber Matting roll 3  

  Yellow Plastic cable covers 10+  

  60L Rubbish Bins 8  

  Large BRC Banners for trailer (rolled up in Storm water) 2  

  Covers for star pickets in bag in box lots  

  Generator  1  

  Fuel Can   
Front tool box Rope   

  Star Picket Remover 1  

  Star Picket Rammer 2  
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Sound Trailer PA System, two stands and 6 large speakers   

  Megaphone   

  First Aid Kit   

  Chairs   

  Rolls of cable for PA   
 

Attachment 5: BRC Equipment Trailer Inventory - April 2017 

Top Shelf (see image below) 

¶ 10 x Rubber Timing Mats  (be aware of cables attached to each if moving) 

 

Second Shelf  (see image above) 

¶ 4 x White Buckets of Red, White and Blue Bunting with lids (do not cut) 

¶ 18 x Metal Table Legs  
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Top of Wooden Crate  

¶ Large grey rubber carpet square  (see image below) 

¶ 3 x 3m lengths of black conveyor belt (used to cover cabling etc ς with peg holes) 

¶ 4 x BRC Feather banners in two black bags (see image below) 

 


