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SEACLIFF SURF LIFE SAVING CLUB
TERMS OF REFERENCE
Registrar
	Role Number
	4.1
	Document Version
	1.0

	Role Category
	Registrar

	Governed by
	Seacliff SLSC Constitution (2026) and Club By Laws

	Date of Effect
	30 June 2026

	Approved by
	Management Committee

	Review Cycle
	Annual (at or following AGM)
	Next Review Due
	2027 AGM


PURPOSE
1. The Registrar shall assist the Director of Administration in managing the Club's membership records and registration processes, ensuring all members, patrolling members, and volunteers are correctly registered in Surf guard and hold current, compliant screening checks — including mandatory Working with Children Checks (WWCC) and National Police Checks — in line with Surf Life Saving Australia/State and legislative requirements
ROLE & RESPONSIBILITIES
1. Process new member and renewal applications via the Surf Life Saving national membership database (SLSA Members Area / Surf Guard), ensuring records are accurate and complete.
1. Maintain up-to-date membership records, including contact details, award/qualification history, and category (Active, Long Service, Junior, Associate, etc.).
1. Identify all roles requiring a Working with Children Check (coaches, age managers, officials, and any role involving unsupervised contact with minors) and maintain a register of who is required to hold one.
1. Verify, record, and track WWCC application status, approval numbers, and expiry dates for all relevant members; follow up outstanding or expiring checks in a timely manner.
1. Coordinate National Police Check requirements for nominated committee members, employees, and other roles as determined by Club policy, including initiating checks and recording outcomes.
1. Ensure no member commences or continues in a role requiring a WWCC or National Police Check without a current, verified check on file.
1. Maintain confidential and secure storage of screening check records in line with privacy legislation and Club policy.
1. Assist with an orderly handover of records and outstanding matters at the end of term.
QUALIFICATIONS AND EXPERIENCE
1. Current financial member of Seacliff SLSC, in good standing.
1. High level of accuracy, attention to detail, and organisational skill.
1. Ability to handle confidential and sensitive information appropriately.
1. Comfortable using online databases and standard office software.
1. Holds, or is willing to obtain, a current Working with Children Check.
VERSION CONTROL
	Version
	Date
	Author
	Description of Change

	1.0
	30 June 2026
	Management Committee
	Initial document — extracted from Club By-Laws and updated in line with new Constitution

	
	
	
	



This document is to be read in conjunction with the Seacliff SLSC Constitution, By-Laws, and applicable SLSSA and SLSA policies.
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