
 
 
 

Appointing the Party Leader 
 
A Party Leader is appointed by the Admin Officer for both Club lodges when there are 
multiple members & guests staying. If there is only one booking, the person who made 
the booking becomes the Party Leader. The appointed person is generally a long-
standing adult member. Their name will be displayed on the booking tablet. At Perisher 
during the winter season, the Lodge Manager is available to assist the Party Leader with 
their duties. A Party Leader will have the Club’s authority to carry out their duties as is 
necessary. 
 

Duties 
 

The Party Leader’s main role is to act as Host to those staying in the lodge. This 
involves: 

• welcoming and showing new members and guests around.  
• explaining and promoting compliance with lodge rules and procedures. 
• ensuring adults properly supervise their children. 
• discouraging excessive noise, especially late at night. 
• reminding members and guests of their community responsibility so the lodge 

functions smoothly. 
• mediating in any disputes. 
• encouraging social interaction between the various groups, and 
• generally promoting the harmony and fellowship that is the established culture 

of the Club. 
 

Lodge Housekeeping 
 

The Party Leader should also ensure that members and guests understand the shared 
duty of keeping the lodge clean and secure. In particular: 

• Reminding everyone to keep their rooms tidy during their stay, as they maybe 
sharing. Thoroughly clean on departure and vacate by 10am. 

• Suggest staggering use of the kitchen and dining rooms when the lodge is full. 
• Ensuring that everyone participates in maintaining the communal jobs of the 

common areas including kitchen, bathrooms, storage, and recreation areas, e.g. 
putting the garbage and re-cycling out and clearing snow from the decks and 
entrances at Perisher. 

• Reminding everyone for safety reasons, that small children/babies are not 
allowed in the kitchens. This includes carrying babies whilst preparing meals. 

• Reminding parents with small children to respect the peace of other guests.  
• Reminding everyone to be energy conscious and to turn off lights and heaters 

when not required. 



• Requesting that the last person going to bed each night checks that the lodge is 
securely locked  

• On departure, check the doors and windows are securely locked, and 
appliances, heaters and lights are turned off. At Jindabyne, leave lounge and 
bedroom windows slightly ajar to allow ventilation. 

• At Jindabyne for personal security, ensure the front and back doors are never left 
open and the upstairs sliding door is latched closed when the building is 
unoccupied. 

• Ensuring the booking tablet is up to date and that members and guests comply 
with their room allocation. 

 
Liaising with the Admin Officer or Committee 

 
The Party Leader also acts as the conduit between those staying at the lodges and the 
Admin Officer or Committee. This includes: 

• Immediately reporting any discrepancies between the booking tablet and 
arrivals to the Admin Officer. 

• Liaising with the Admin Officer in the event of late cancellations and if 
necessary, reminding members and guests that those on the accommodation 
waiting list have priority over those turning up 'on spec'.  

• Coordinate responses to emergencies (e.g. fire, major injury or incident) or 
infectious disease incidents in a lodge. 

• Escalation of unresolvable issues in relation to a response of an emergency to 
the Admin Officer. 

• Report any shortages of lodge supplies, including kitchen and bathroom 
supplies, BBQ gas bottles etc to the Admin Officer or, during winter at Perisher to 
the Lodge Manager. 

• Report any breakdowns or urgent maintenance required to winter Lodge 
Manager, or the Admin Officer. 

• Relaying any comments and/or suggestions from members and guests to the 
Admin Officer.  

 
Party Leader Address 

 
On evening of arrival, give a short address to cover the following points. For subsequent 
nights, ensure anyone who missed the address and any new arrivals and guests are 
brought up to speed on the material covered in the address.  

• Introduce yourself as the party leader. 
• Welcome members (especially any new members or guests). 
• Remind people of their community responsibility of respect towards others. This 

includes their shared duty of keeping communal bedrooms and common areas 
clean and tidy and secure at all times. 

• Report any problems or faults to the Party Leader, or Perisher Lodge managers 
during winter. 

• Introduce any committee members, if present.  



• Remind people that the last person to bed should turn out lights, ensure all 
external doors are locked and (Perisher Lodge winter only, put dining room 
bench seats up on the tables, legs down).  

• Point out Defibrillator and First Aid locations. Ask who is experienced in first aid 
and use of the defibrillator. 

• Run through fire alarm procedures, noting these procedures are also set out 
in the booking confirmation documentation that everyone would have 
received and should have read. 
 
  

• PERISHER FIRE ALARM PROCEDURES (MUST BE READ FROM THE 
FOLLOWING). 

• If the fire alarm has sounded, it is NOT a drill. 
• Ensure you dress in warm clothes including jackets and shoes and move quickly 

to the assembly point at the front of the building opposite Dulmison Ski Club. Do 
not take any bags or belongings with you. 

• As you leave your room, knock on the rooms either side and ensure the 
occupants are awake and preparing themselves.  

• If you have children staying in other rooms, ensure they are with you. 
• If you’re aware of guests who are elderly or hard of hearing, ensure they are 

awake and preparing themselves. Offer assistance if required. 
• At the assembly point, ensure the Party Leader or their designate, has accounted 

for you and those sharing a room with you. 
• The Party Leader and or their designate will give further instructions until the 

Perisher (winter), Jindabyne (summer) Fire Brigades arrive.  
• Do not re-enter the building until the fire brigade gives the all clear. 
• Ask if there are any questions   

 
 

• JINDABYNE FIRE ALARM PROCEDURES (MUST BE READ FROM THE 
FOLLOWING). 

• If the fire alarm has sounded, it is NOT a drill. 
• Ensure you dress in warm clothes including jackets and shoes and move quickly 

to the assembly point at the top of the driveway. Do not take any bags or 
belongings with you. 

• As you leave your room, knock on the rooms either side and ensure the 
occupants are awake and preparing themselves.  

• If you have children staying in other rooms, ensure they are with you. 
• If you’re aware of guests who are elderly or hard of hearing, ensure they are 

awake and preparing themselves. Offer assistance if required. 
• At the assembly point, ensure the Party Leader or their designate, has accounted 

for you and those sharing a room with you. 
• The Party Leader and or their designate will give further instructions until the Fire 

Brigades arrive.  
• Do not re-enter the building until the fire brigade gives the all clear. 
• Ask if there are any questions   

 


