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SSAA ACT Inc 

Detailed Roles and Responsibilities 

  

Purpose 

The purpose of this document is to define the roles and responsibilities of the Executive (President, Vice-

President, Deputy Vice-President, Secretary and Treasurer), other Council members with specific 

responsibilities and Council Committees. 

It is designed to support succession planning, continuity and handover to ensure smooth running of the 

Association in the future. These lists of roles and responsibilities are not exhaustive and may change 

because of circumstance, restructure approved by Council, or in line with the Executive or Council 

requirements. 

Roles and Responsibilities 

President 

The President is the Chair of the Council and is responsible for the leadership, direction, and coordination 

of the activities of the Association. 

The President will:  

• chair all General, Executive and Council meetings;  

• act as a signatory for the Association in all legal and financial purposes;  

• serve as official spokesperson to government, various regulators, and media; 

• represent SSAA ACT at SSAA National meetings; 

• ensure compliance with all relevant legislation and regulation including range certification, 

Environmental Management Plans and ACT Government lease requirements; 

• work with the Executive and Council to ensure the necessary skills are represented on both bodies 

and that a succession plan is in place to help find new members; 

• oversee development of relevant policies, strategic and business plans to achieve the goals of the 

Association; 

• be the principal in all communications with general members; 

• ensure that a member from the Council is duly represented as chairperson on all designated 

specialist subcommittees formed within the Association; and 

• prepare an AGM agenda in consultation with other Council office bearers.  

Functions/activities supporting these roles and responsibilities may be delegated to other Council members 

upon acceptance/approval. 

 

Vice-President 

The Vice-President shares responsibility for the coordination of the activities of the Association with the 

President and will:  



 

• chair general or executive meetings and act as the President in the absence of the President or 

when the President is unable to either temporarily or permanently act in that role; 

• act as official spokesperson in conjunction with the President; 

• support the President in ensuring compliance with all relevant legislation and regulations; 

• manage or oversight risk management and mitigation for all range activities, member and volunteer 

activities, contracted maintenance and construction activities, asset protection, and public health 

and safety;  

• support communication with general members when required; 

• be an alternate signatory for the Association for all legal and financial purposes;  

• assist the President in deciding which matters are dealt with by the office bearers, the Executive 

Committee or delegated to subcommittees; and  

• assist the President with strategies and plans for the Association.  

Functions/activities supporting these roles and responsibilities may be delegated to other Council members 

upon acceptance/approval. 

 

Deputy Vice-President 

The Deputy Vice-President is responsible for supporting the President and Vice-President in the 

coordination of the activities of the Association and will:  

• take responsibility for the production and distribution of a digital member newsletter or other 

forms of member communication platforms as determined by the Council; 

• work with the information and Communications Officer to: 

o ensure the Association’s digital platforms, including the website and social media channels, 

are to contemporary standards and maintained; 

o ensure cyber security is to contemporary standards and maintained; 

•  manage range hire relationships for significant clients; and 

• ensure appropriate range and other building security. 

Functions/activities supporting these roles and responsibilities may be delegated to other Council members 

upon acceptance/approval. 

 

Secretary 

The Secretary is responsible for: 

• performing or oversighting the Association’s administration; 

• the effective maintenance and management of records of the Association and to assist the 

President in compliance and other administrative duties; 

• ensuring that the records of the Association are maintained as directed by law and made available 

when required by authorised persons; 

• maintaining the register of members for the ACT; 

• giving proper notification of meetings, including developing and distributing an agenda prior to 

meetings in consultation with Committee members; 

• managing written Minutes, and/or summaries, of Council meetings and distribute to members in a 

timely manner; 



 

• supporting the development of aims and relevant business and strategic plans to achieve the goals 

of the Association;  

• administering ACT and NSW Firearm Registry compliance submissions and correspondence; 

• managing general incoming and outgoing correspondence and ensure that accurate and sufficient 

documentation exists to meet legal requirements; 

• ensuring written handover of all relevant information to the incoming Secretary;  

• notifying the Registrar of his/her appointment within 14 days, as required by the Act  

• managing the range bookings for hirers; and 

• lodging end of financial year documents with Access Canberra, within one month after the AGM 

and in conjunction with the appropriate signed declarations. 

Functions/activities supporting these roles and responsibilities may be delegated to other Council members 

upon acceptance/approval. 

 

Treasurer 

The treasurer is responsible for: 

• the oversight and management of the financial affairs of the Association;  

• keeping the accounting records in accordance with the Act, the SSAA ACT Inc Constitution and 

the relevant SSAA ACT Inc approved policies; 

• the preparation of the financial management reports and statutory statement of accounts with 

support from the SSAA ACT Inc Finance Review and Compliance Committee; 

• ensuring that the statutory accounts are reviewed/audited in accordance with the Act; and 

• ensuring written hand over of all relevant information to an incoming treasurer. 

Functions/activities supporting these roles and responsibilities may be delegated to other Council members 

upon acceptance/approval. 

 

Chief Range Officer  

The Chief Range Officer has principal responsibility for all matters associated with ROs including rostering, 

training; compliance and administration and is required to: 

• maintain the rostering of Range Officers (ROs) for the Jim McKinley Range and other ranges as 

required for general member use; 

• run RO training courses as required; 

• ensure compliance with the Association’s policies and procedures; 

• take whatever actions(s) required to mitigate risk; 

• maintain levels of targets for JMK Range and order targets for other sections/Clubs; and 

• report to Council on any issues that have occurred. 

 

Chief Safety Officer  

The Chief Safety Officer has principal responsibility for all safety issues associated with the range complex 

and is required to: 



 

• report safety-related incidents and outcomes to Council; 

• maintain the range complex safety register; and 

• ensure all safety equipment (e.g. first aid kits, defibrillators, signage etc.) is maintained, managed 

and replaced/updated where necessary. 

The positions of Chief Safety Officer and Training Officer will be required to work together and the roles 

will be split as follows:  

Chief Safety Officer Training Officer  

Under the direction and guidance of the Executive Committee and working closely with the Chief Safety Officer (CSO), Chief 

Range Officer (CRO), Chief Instructor (CI) and the Chair of the Range Management Committee (C_RMIC), plan, develop and 

deliver range safety strategies and practices for the SSAA (ACT) range complex at Majura ACT. This may include such data 

collection as necessary to confirm the safe management of range use at all levels.  

Investigate and report to the Executive Committee and Council 

on incidents involving safety breaches having made every effort 

to resolve these at the Club or Discipline level. 

 

CSO, CI and CRO (and others appointed individuals) - Manage the content for the A/B safety course for SSAA ACT 

 Manage the approvals for the A/B safety course for SSAA 

ACT with ACT FA Registry 

 Manage the supplies and the delivery of the A/B safety 

course for SSAA ACT 

CSO, CI and CRO (and others appointed individuals) - Manage the content for the SSAA ACT Authorised Instructors course 

 Manage the supplies and the delivery of the SSAA ACT 

Authorised Instructors course for SSAA ACT 

CSO, CI and CRO – Develop and manage the content for the “New Shooter” training course/modules for use on Jim McKinley 

range 

Manage the supplies and the delivery of the ‘New Shooter’ 

courses for the JMK range 

 

Organise programs to utilise “instructors in training” to assist with AB courses and “New Shooters” Program. 

Liaise with the ACT Firearms Registry on range safety matters 

when directed by the Executive excepting emergencies requiring 

urgent contact 

 

Manage and maintain a current register of SSAA ACT Authorised 

Instructors  

 

Manage ID card process for Instructors, ROs, etc for SSAA ACT 

annually 

 

 Organise acceptable Recognition of Prior Learning 

Pathways for Range Officers and Instructors 

Liaise and communicate with SSAA (ACT) Clubs and Sections on 

general range safety matters. 

 

With the CRO and RMIC members conduct periodic inspections 

of range butts, beds, walls and safety templates and make 

appropriate recommendations to the Executive Committee and 

Council. 

 

With the CRO and RMIC members conduct periodic assessment 

of structural and other safety issues and recommend remedial 

action. (Ref 2.) 

 



 

With the CRO and RMIC members periodically review range 

safety, first aid and trauma kits, AED’s and fire equipment, and 

replace or maintain these facilities as needed. Ref 3. 

 

Attend to such other duties as Council may direct. (Ref 4)  

Attend Augmented Executive Committee and Council meetings.  

 

Members Delegates  

Members Delegates represent the interests of general members to Council and other Association meetings 

and discussions and are required to: 

• bring forward the concerns of the general members to the Council for consideration and action and 

respond to Council decisions as required; and 

• contribute to any communication with general members as part of communication between the 

Association and its members in consultation with the Deputy Vice-President and as approved by the 

Council. 

 

Range Management and Improvement Committee (RMIC) 

RMIC is a committee of the Council and provides advice and recommendations on range management and 

improvements over the short, medium and long term.  

Its responsibilities include: 

• developing and reporting to Council on a rolling 12-month program of new building and major 

proposals through a Range Complex Master Plan, including providing advice on priorities and 

approximate costs;  

• overseeing the delivery, reporting and financial management of approved projects, including the 

seeking and letting of quotes and approval of invoices;   

• supporting the President and Executive in their responsibility to ensure compliance with the 

Association’s lease requirements, Land Management Agreement and Environmental Management 

Plan, including timely provision of monitoring data;  

• managing regular site maintenance requirements including fencing, lawnmowing, pest and weed 

control, lead removal, road maintenance, water storage and management and native flora control 

and management;  

• assessing proposals from Clubs/Disciplines and Council for range improvements and providing 

advice to Council on those proposals; and  

• creating and managing a facility improvement strategy/master plan. 

The Chair of RMIC is appointed by Council, with a secret ballot to be conducted in the event there is more 

than one candidate.   

Finance, Risk and Compliance Committee 
 
The Finance, Risk and Compliance Committee is a Committee of the Council and shall oversight, and 

contribute to, any matters relating to the financial operations, investment and risks of the Association. In 

addition, the Committee shall examine any other matters referred to it by the Council. 

To meet its objectives, the Committee is, without limiting the extent of its responsibilities, specifically 

expected to carry out the following: 



 

Management of Risks 

 
(a)  Understand the principal risks arising from the operations and activities of the Association and 

monitor how members are addressing those risks. 
 

(b) Monitor and support the effectiveness of the internal control systems.  
 

(c)  Review the performance of the investment portfolio. 
 
(d)  Provide advice to the Council on the adequacy of investment policies and strategies.  
 

Management Reports and the Annual Report and Accounts 

 
(a)  Review, assess and contribute to the adequacy of management's financial reports to the Council. 
 
(b)  Review, assess and contribute to the development and integrity of the budget submitted to the Council. 

 
(c) Review the draft Annual Accounts and Reports of the Association. 
 
(d)  Review the letters of representation to the external auditors. 

 

Compliance with Laws and Regulations 

 
(a)  Monitor developments and changes in the law relating to the responsibilities and liabilities of Council 

members and to monitor and review the extent to which the Council is meeting its obligations. 
 

(b) Monitor developments and changes in the rules, regulations and laws which relate generally to the 
Associations’s operations and to monitor and review the extent to which the Association is complying 
with such laws. 

 

Audit Effectiveness and Efficiency 

 
(a)  Ensure maintenance and review of the internal and accounting control framework and where any 

deficiencies are identified, support and contribute to any remedial action. 
 

(b) Review and assess findings of the external auditors, and the action taken or proposed in response 
to these findings. 

 
(c)  Review the scope of audit work with the external auditors every year and periodically approve 

letter of engagement and fees. 
 

(d) Review the performance of the external auditor and recommend appointment as   appropriate. 
  

Investments 

(a) Oversight investment performance.  

 

Discipline, Club or Section Delegate 

Discipline, Club or Sections delegates are to represent the members of their respective discipline, club or 

section to Council within the overall interest of all members. The general duties of these delegates at 

Council consist of:  

a) Ensuring their discipline, club or sections compliance with the rules and policies of the Association; 

b) Supporting the Association through the implementation of the Aims and Objectives;  



 

c) Provide effective support to the Association through effective decision-making;  

d) Ensuring the effective communication of decisions and directions of the Association to the 

members of the discipline, club and section; 

e) Reporting to the Council on any matters requiring input or direction by the Council;  

f) Ensuring that no decision of the discipline, club or section limits or impacts other members of the 

Association or another discipline, club or section, unless with express approval of the Council.  

  



 

Document version control 

Document change policy: 

This document can only be authorised or altered by a majority vote at SSAA ACT Council.  

 

Version control and change history: 

Version no. Author Purpose/Change Date 

V1.0 Vice-President Initial drafting  03/2021 

V1.1 Secretary Review and amendment November 2023 

V2.0 SSAA ACT Inc. 
Council 

Approved by the SSAA ACT Inc. Council 5 December 
2023 

    

    

    

    

 

 

 


