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WELCOME
Welcome to the Board of the Toowoomba Chamber of Commerce.

As a Board Member, you play an important role in shaping the future of the
Chamber and ensuring we continue to be the frusted voice of business
throughout the Toowoomba and Darling Downs region.

This handbook has been designed to provide you with a practical overview
of the Chamber, your governance responsibilities, our strategic direction, and
the resources available to support you in your role.
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BACKGROUND

Founded in 1899, the Toowoomba Chamber of Commerce is one of
Australia's oldest confinuously operating regional business organisations. For
more than 127 years, the Chamber has been the collective voice of business
across the Darling Downs, advocating for economic growth, supporting local
enterprises, and helping shape the future of the Toowoomba region.

From planting the seed for Carnival of Flowers in 1949, Supporting the
establishment of local University lecture facilities in 1951 (Now UniSQ), To
creating the first Toowoomba Tourism Committee and the Business Excellence
Awards. We lead with purpose to represent the Toowoomba Business
Community.

PURPOSE, VISION & VALUES

Purpose

To champion OUR business community.
Vision

Our business community is confidently connected, informed and thriving.

Values

. Our independence is our credibility.

. Our members’ success is our success

. We strive for and celebrate excellence.

. We lead with courage.

. We have an abundance mentality: Collaboration is the key.
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GOVERNANCE STRUCTURE

Constitution
The Chamber operates under its Constitution, which outlines:

o Objects and purpose

« Membership categories

« Election procedures

e Director responsibilities

« Meeting requirements

« Delegations and authorities

Board Members should familiarise themselves with the Constitution upon

appointment.

Conflicts of Interest
Board Members must:

o Declare actual, perceived and potential conflicts
« Complete the Conflict of Interest Register
« Remove themselves from discussions when required

Insurance
The Chamlber maintains:

« Directors & Officers Insurance
« Public Liability Insurance
e Professional Indemnity Insurance

Advocacy & Representation

Board Members are ambassadors of the Chamber and should:

o Promote Chamber membership

« Support advocacy priorities

« Strengthen relationships with stakeholders
o Represent the Chamber professionally
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CURRENT BOARD MEMBER ROLES & SUB COMMITTEES

Name

Organisation

Role & Sub Committee

Barton Castley

Toowoomba Building &
Renovation Centre

President

Myf Rigby Accession 3 Vice President
Mikaela Smith Smith Diesel Fitting Vice President
Peter Rowe Power Tynan Treasurer

Finance Committee

Brad Fitzgibbons

Fitzy's Toowoomba

General Member
CBD-RAC

Wayne Bradshaw

Jefo Australia

General Member

Jeff Schultheiss

Darling Fresh Smokehaus

General Member
FAN

Jaime McGuire

Vanguard Laundry

General Member
Finance Committee

Jenni Butler TAFE QLD Additional Member
Toowoomba Young Chamber

Tim Dodds UniSQ Additional Member

CEO Toowoomba Chamber Secretary

BOARD SKILLS EXPERIENCE & ATTRIBUTES

Board Members of the Toowoomba Chamber of Commerce are elected by
the membership in accordance with the Constitution. While election is
determined through a member vote, prospective Board Members are
encouraged to carefully consider the skills, experience and commitment
required to contribute effectively to the governance and strategic direction

of the organisation.

The Chamber seeks Board Members who bring significant business,
professional, executive or governance experience and are capable of
exercising sound judgement on matters relating to strategy, risk, finance,
advocacy and organisational performance.

Maintaining confidentiality is a fundamental obligation of all Board Members.

Any breach, or reasonable concern regarding a Board Members ability to
maintain confidentiality, may result in the Board initiating action to remove
the individual in accordance with the Chamber's Constitution and

governance requirements.
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Skill / Experience Area

Why it Matters

Significant Business
Experience

Experience as a business owner, executive, senior
manager or industry leader.

Strategic Planning

Ability to conftribute to long-term direction and
organisational growth.

Finance & Accounting

Understanding of budgets, financial reporting and
sustainability.

Governance

Knowledge of director duties, governance
principles and compliance.

Legal & Regulatory

Understanding of legal obligations, contracts and
risk.

Human Resources &
People Leadership

Experience in workforce management, leadership
and organisational culture.

Advocacy & Ability to engage with decision-makers and
Government Relations | influence outcomes.
Marketing & Understanding of reputation, stakeholder

Communications

engagement and brand management.

Risk Management

Experience identifying and managing strategic,
financial and operational risks.

Technology & Digital

Knowledge of emerging technologies, digital
transformation and cyber security.

Economic
Development

Understanding of regional growth, investment and
economic trends.

Industry Representation

Experience within key sectors of the Toowoomba
economy.

Stakeholder
Engagement

Ability to build relationships and represent diverse
member interests.

Partnerships & Business
Development

Experience securing sponsorships, partnerships
and growth opportunities.

The Board values diversity of skills, lived experience, industry backgrounds and
perspectives to ensure it remains representative of the broader business
community and capable of providing effective governance and leadership

for the Chamber.

No individual Director is expected to possess all of the skills listed above.
Rather, the Board seeks a balanced mix of skills, knowledge, perspectives
and industry experience across the collective Board.
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BOARD ROLES & RESPONSIBILITIES

Duties of the Board

Board Members are expected to:

e Actin good faith and in the best interests of the Chamber

« Exercise reasonable care and diligence

o Avoid conflicts of intferest

o Maintain confidentiality

« Prepare for and attend meetings

« Support strategic outcomes

Operational management is delegated to the CEOQ.

OFFICE BEARER ROLES

President Vice President Treasurer Board Member
Board leadership | Support the Financial Contribute
President oversight expertise
Governance Undertake Monitoring Represent
oversight delegated performance member interests
responsibilities against budget
CEO support and | Actin the Risk Participate in
accountability President's management strategic
absence discussions
Stakeholder Plus, ordinary Audit and Support
representation Board Member compliance Chamber
responsibilities oversight activities
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BOARD MEETINGS & ATTENDANCE EXPECTIONS

The Toowoomba Chamber Board is responsible for the governance and
strategic oversight of the organisation. Directors are expected to actively
conftribute to discussions, attend meetings, and remain informed on matters
affecting the Chamber.

Constitutional Requirements
Under the Constitution:

o The Board must meet at least five (5) times per calendar year.

e A quorum for Board meetings is five (5) Directors.

o A Director who is absent from three consecutive Board meetings
without approved leave may have their position declared vacant by
the Board.

Board Expectations

The Constitution requires a minimum of five meetings annually, with additional
strategic planning sessions, event attendance, inductions, committee
meeting (where appointed) and special meetings convened as required.

Directors are expected to:

« Aftend all scheduled Board meetings wherever possible.

« Review Board papers before each meeting.

o Participate constructively in discussion and decision-making.

o Advise the President and CEO if they are unable to attend a meeting.

o Declare any actual, perceived, or potential conflicts of interest at the
commencement of meetings.

Annual Commitment

As a guide, Board Members should anticipate:

Activity Typical Commitment

Board Meetings 5 per year

Strategic Planning loer vear

Sessions pery

AGM 1 peryear

Chamber Events As available and appropriate

This generally represents a commitment of approximately 4-8 hours per
month, depending on Board responsibilities, committee involvement and
Chamber priorities.
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ADVISORY COMMITTEES & SUB COMMITTEES

The Toowoomba Chamber utilises a number of advisory and governance
committees to provide specialist expertise, industry insight and strategic
recommendations to the Board. These groups do not exercise delegated
governance authority unless specifically approved by the Board and operate
in an advisory capacity.

Finance Committee

The Finance Committee provides oversight and advice to the Board
regarding the Chamber's financial sustainability and performance. The
committee reviews financial reports, cashflow, budget performance, revenue
initiatives, memberships, sponsorship, and major event profitability before
making recommendations to the Board. The committee also considers long-
term sustainability, financial risk, investment priorities and opportunities to
strengthen the Chamber's financial position.

Typical focus areas:
« Budget and financial performance
e Membership and sponsorship revenue
o Maijor event profitability
o Financial risk and sustainability

« Strategic revenue opportunities
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Food & Agri Network (FAN)

The Food & Agri Network (FAN) exists to support and strengthen the Darling
Downs food, hospitality and agricultural sectors. Comprised of volunteer
industry leaders, FAN provides strategic advice and industry insight to the
Chamber while facilitating networking opportunities, industry engagement
and advocacy for food and agribusiness businesses. The group supports
initiatives that improve supply chain opportunities, profitability and long-term
industry sustainability.

Examples of FAN initiatives have included industry networking events, The
Source local produce directory, Tastes of Our Town events and community
programs such as The Soup Box.

Purpose:
e Industry advocacy
o Supply chain development

e Business collaboration

CBD Revitalisation Advisory Committee (CBD-RAC)

The CBD Revitalisation Advisory Committee provides an independent
business voice on matters affecting the Toowoomba CBD. Established
following advocacy priorities identified during local government election
discussions, the committee works with stakeholders to support a vibrant,
economically sustainable and attractive city centre.

The committee considers issues including economic activation, accessibility,
parking, walkability, safety, urban design and long-term city planning.
Members engage with local government and key stakeholders to provide
practical recommendations that support CBD businesses and encourage
investment and visitation.

Purpose:
« CBD advocacy
« Economic activation
o Urban planning input
o Stakeholder engagement

e Long-term revitalisation strategy
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Toowoomba Young Chamber (TYC)

The Toowoomba Young Chamber (TYC) represents and champions the
interests of young professionals and emerging business leaders aged 18-35
across the region. Operating as a strategic advisory group of the Chamber,
TYC provides insight and recommendations on initiatives that help young
people connect, learn and influence within the local business community.

TYC is responsible for developing professional development opportunities,
networking programs, mentoring initiatives and events that strengthen
leadership pathways for the next generation of business leaders. The group
also serves as an important mechanism for ensuring the perspectives of
younger professionals are considered in Chamber activities and advocacy.

Purpose:
e Youth business advocacy
o Professional development
o Leadership development
e Mentoring and networking

o Future business leadership pipeline

Each committee is allocated a Board Sponsor who provides a direct
reporting link to the Board. Committee reports are tabled at each Board
Meeting, ensuring industry insights, emerging issues and recommendations
are incorporated intfo Chamber decision-making and strategic planning.
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CHAMBER OPERATIONAL STRUCTURE
Organisational Structure

« CEO1FITE

« Membership & Events Officer 0.9 FTE

« Administration & Marketing Assistant 0.6 FTE

Chief Executive Officer

The CEO is responsible for the overall leadership and management of the
Chamber, delivering the organisation’s strategic objectives, advocacy
priorities, financial sustainability and member value proposition. The CEO acts
as the primary link between the Board and operations, implementing Board
decisions and leading the Chamber team.

Membership & Events Officer

Responsible for member engagement and the delivery of Chamber events.
The role manages memberships, coordinates events, supports sponsors, and
ensures members receive value from their Chamber involvement.

Administration & Marketing Assistant

Provides administrative support across the organisation while assisting with
marketing and communications activities. The role supports office operations,
event administration, social media, digital communications and member
enquiries.
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CHAMBER PROGRAMS & EVENTS

The Chamber delivers a diverse program of events, initiatives and forums
designed to achieve our strategic objectives of Connect, Learn and
Influence. While individual events may align most strongly with one pillar,
many initiatives contribute across all three. The Chamber delivers more than
40 events annually, attracting thousands of participants from across the
region.

Key CONNECT events
Business@Dusk
o Monthly flagship networking series.
o Hosted by Chamber members across a variety of industries.

« Provides members with opportunities to build relationships, showcase
businesses and celebrate local success stories.

Toowoomba Young Chamber (TYC) Events
o Chats & Coffee and Chats & Cheers

o Designed to connect emerging leaders and young professionals.

Key LEARN Events
Business Day Out
« The Chamber's largest dedicated educational event.

« Features nationally recognised speakers, business leaders and subject
matter experts.

« Covers topics such as leadership, strategy, artificial intelligence,
workforce development and business growth.

Business Breakfasts
« Delivers practical insights on current business issues.
o Topics have included:
o Federal and State Budgets
o Economic Updates
o Industrial Relations

o Cyber Security & Al
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Key INFLUENCE Events
Budget Breakfasts
« Direct engagement with Federal and State decision-makers.

« Provides businesses with insight into government priorities and
economic policy.

Election Forums & Candidate Events

o Creates opportunities for members to engage directly with candidates
and elected representatives.

e Includes events such as '"The Ayes Have It", town halls and election
forums.

Indusiry Roundtables

« Facilitates dialogue between business, government and community
stakeholders.

« Supports evidence-based advocacy and policy development.
CBD-RAC and FAN Engagement

« Industry-led conversations that directly influence local policy priorities,
economic development and planning outcomes.
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BUSINESS EXCELLENCE AWARDS (BEA)

The Business Excellence Awards is the Chamber's flagship annual program,
recognising and celebrating outstanding businesses from across the
Toowoomba and Darling Downs region. For more than 35 years, the awards
have showcased innovation, leadership, resilience and business success while
elevating the profile of our local business community.

The program includes the Awards Launch, independent judging process,
Finalist Announcement Function and Gala Awards Evening, aftracting
hundreds of business leaders, employees and community stakeholders each
year.

Strategic Alignment

o Connect: Brings together businesses, sponsors, judges and community
leaders.

o Learn: Encourages business reflection, improvement and best practice.

o Influence: Showcases the strength and contribution of the region's
business community.

The Awards remain one of the Chamber's most significant advocacy,
engagement and business recognition initiatives.
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INDUCTION CHECKLIST

Governance

O Constitution reviewed

O Board Induction Document Reviewed

O Strategic Plan reviewed

O Conflict of Interest Register completed

Finance

O Budget reviewed
O Financial position explained

Operations

O Organisational structure explained
O Key programs overview completed

Compliance

O Insurance explained
0 Policy documents received

Administration

O Director contact list provided
O Meeting schedule provided
O Board sharepoint granted

APPENDIX

1.
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Constitution

Strategic Plan

Board Charter

Conflict of Interest Form
Current Budget

Latest Financial Report
Risk Register Summary

Annual Calendar of Events
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Board Member Confidentiality Agreement

As a Board Member, acting on behalf of Toowoomba Chamber, |
understand that all commercial and personal information discussed at
meetings or distributed by email is to be kept strictly confidential.

| also acknowledge that all financial matters discussed in meetings are to be
kept strictly confidential.

As a Board Member | understand that | am offering my expertise when
required, understanding that Toowoomba Chamber will not enter into any
commercial agreements with Board Members.

SIGNATUIE .o

Print NOME ..o,

Board Member Commitment

| have read and understood all information contained within this Handbook
and commit to undertake the responsibilities of my position as a Board
Member of Toowoomba Chamber, with diligence and integrity.

SIgNAtUrE Lo

PriNt NOME oo
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