UK Athletics view of Running Club Committee Responsibilities

This is how UK Athletics sees it:

http://www.ukathletics.net/volunteers/how-to-volunteer/roles-in-an-athletics-club/
Club Chair

Main Duties

In addition to the duties and responsibilities that all committee members have when joining a committee, the role of a chair has other specific requirements. These requirements are focused around the need to ensure that the committee acts as a team and that the business of the meetings is conducted effectively.

· To chair management committee meetings ensuring that they are properly conducted, that everyone is involved in discussion or decision making and that the committee has all relevant information for making decisions . 

· To ensure that agendas are set and meetings called in line with the constitution. 

· To ensure that all decisions taken are acted upon.

· To liase with the committee members and/or other staff, and to provide support as required.

· To represent the Club externally. 

· To take chairs action when agreed and in line with the constitution.

· To manage and supervise the other members of the club. 

· To sit on panel’s e.g. disciplinary panels, recruitment panels as required.

· To lead the committee, ensuring that members are recruited, inducted and receive appropriate training and to ensure that the committee operates as a team.

· To take an active part in resolving conflict within the committee bearing in mind the best interests of the club and its beneficiaries.

Club Secretary

Responsible To: Club Chair

Main Duties

· To keep club database up to date with list of current contact names addresses and phone numbers of all key staff and all committee members. 

· To deal with club queries. 

· To administer all club correspondents and file away. 

· Open all mail and Forward on to relevant people as required. 

· To bring to the attention of chairman/team managers matters outstanding. 

· Provide admin support to the Club Chair. 

· Attend all meetings. 

· Notify in advance sessions that cannot be attended.

Club Treasurer

Responsible To: Club Chair

Main Duties

· To oversee the organisations finances, ensuring a budget is set, accounts are properly kept and audited and that the committee receives regular up to date and accurate financial information. 

· To ensure that the organisation has enough money to carry out its business, is financially viable, and not trading insolvently. 

· To liase with finance staff regularly, to maintain up to date knowledge on the organisation's financial position and discuss issues of concern with the committee. 

· To ensure that there are adequate financial controls and procedures in place and that these are regularly reviewed with a view to minimising risk. 

· To ensure that sound financial advice is provided to the rest of the committee particularly in relation to long term planning and the production of business plans. 

· To ensure that any investments made are sound and in line with the organisations charitable status and that all assets are managed in the best interests of the organisation and its beneficiaries. 

· To ensure accounts are prepared in line with accounting procedures relevant to supported housing organisations and that returns are submitted to partner associations, funders, charity commission and registrar of companies annually or as frequently as required. 

· To ensure auditors recommendations are acted upon. 

· To be involved in fundraising where necessary. 

· To present the audited accounts at the organisation's AGM and draw attention to any salient points. 

· To keep up to date with changes in legislation which affect the organisation financially e.g. accounting standards. 

· To take the lead in the appointment of auditors. 

· To take a lead in appraising the financial risk of future plans/proposals.

Coaching Coordinator

Responsible To: Management Committee 

Main Duties

· To take full responsibility for the club’s coaching sessions.

· To work with the assistant coach(es)in the preparation and running of each session.

· Respect the rights, dignity and worth of every athlete and treat everyone equally, regardless of background or ability.

· Place the welfare and safety of the athlete above the development of performance.

· Encourage and guide athletes to accept and take responsibility for their own behaviour and performance.

· Be appropriately qualified and update your licence and education as and when required by UK Athletics.

· Co-operate fully with other colleagues (e.g. other coaches, officials, team managers)

· Consistently display high standards of behaviour and appearance.

· To prepare all coaching sessions beforehand.

· To attend club meetings and report on progress.

· To offer the club feedback on the organisation and degree of success of coaching and competitions.

· To assist in the selection of teams.

· To attend all meetings.

· To inform the Chairman in advance of any sessions that cannot be attended.

Club (Head) Coach

Responsible To:  Coaching Coordinator

Main Duties

· To assist with the club’s coaching sessions. 

· Ensure the welfare and safety of the athlete above the development of performance at all times. 

· To assist in the preparation of coaching sessions beforehand. 

· To work with the Head Coach in the preparation and running of each session. 

· To offer the Head coach feedback on the organisation and degree of success of coaching and competitions. 

· To assist in the selection of teams. 

· To travel to competitions with the team(s). 

· To inform the Head Coach in advance of any sessions that cannot be attended.

Event Group Lead Coach

Responsible To:  Head Coach

Main Duties

· To take full responsibility for the club’s Event group coaching sessions. 

· Ensure the welfare and safety of the athlete above the development of performance at all times. 

· To prepare all of coaching sessions beforehand. 

· To work with the Event Coaches and include the Head Coach in the preparation and running of each session. 

· To offer the Head coach feedback on the organisation and degree of success of coaching and competitions. 

· To assist in the selection of teams. 

· To travel to competitions with the team(s). 

· To inform the Head Coach in advance of any sessions that cannot be attended.

 

Event Group Coach

Responsible To:  Event Group Lead Coach

Main Duties

· To take full responsibility for the club’s Event group coaching sessions. 

· Ensure the welfare and safety of the athlete above the development of performance at all times. 

· To prepare all of coaching sessions beforehand. 

· To work with Event Group Lead Coach in the preparation and running of each session. 

· To offer the event group coach feedback on the organisation and degree of success of coaching and competitions. 

· To assist in the selection of teams. 

· To travel to competitions with the team(s). 

· To inform the Event group coach in advance of any sessions that cannot be attended.

Volunteer Coordinator

Responsible To: Club Chair 

Main Duties

· To lead volunteer development work including the coordination of volunteers development plans

· To recruit and manage volunteers and others as necessary

· To ensure that appropriate club policies and procedures follow national guidelines and are in place for volunteers and those people working with juniors

· To represent the interests of volunteers at the management committee meetings

· To manage problems and issues arising from the volunteer workforce

· To work with other agencies such as local schools and local authority sports development units to improve/sustain volunteer membership

· To review the activities of the volunteer section through feedback and evaluation on a regular basis.

· To welcome new volunteers and induct them into the club

· Inform Management committee in advance of any meeting unable to attend.

Team Manager

Responsible To: Club Chair 

Main Duties

· To work with the club coaches 

· To ensure the entries for competitions are completed and returned. 

· Ensure the welfare and safety of the athlete above the development of performance at all times. 

· Take reasonable care in all circumstances of any athlete below the age of 18 who is at an event without someone with parental responsibility. 

· Look after young athletes’ personnel safety at event venues. 

· Provide the appropriate ratio of staff for the ages and ability of the athlete . 

· Provide staff of the same sex as the athletes. 

· Upon completion of the volunteer action plan for the sport, guarantee that all volunteers for an athlete team have been through the appointments process, including self- declaration and subject access police check. 

· Collect written evidence that all staff and volunteers with responsibility for young athletes from you team have completed appropriate child protection training. 

· Comply with any local duty of care and/or child protection policies and procedures that might be in place e.g. local authority or school procedures that cover particular venues or athlete groups. 

· Notify all parents/carers of athletes under 18 of all the times and venues of any competitions and of appropriate contact telephone numbers might be in place. 

· To take responsibility for competition kit. 

· To coordinate transport details for away venue competitions. 

· To organise details for tours. 

· To welcome new members and induct them into the club.
Assistant Team Manager 

Responsible To: Team Manager

Main Duties

· To work with the team managers.

· To help ensure that the entries for competitions are completed and returned. 

· Ensure the welfare and safety of the athlete above the development of performance at all times.

· To ensure that membership fees/session fees are paid.

· To help coordinate transport details for away venue competitions.

· To assist team manager with welcoming new members and inducting them into the club.

· Take reasonable care in all circumstances of any athlete below the age of 18 who is at an event without someone with parental responsibility.

· Look after young athletes’ personnel safety at event venues.

· Comply with any local duty of care and/or child protection policies and procedures that might be in place e.g. local authority or school procedures that cover particular venues or athlete groups.

· Notify all parents/carers of athletes under 18 of all the times and venues of any competitions and of appropriate contact telephone numbers might be in place.

· To coordinate transport details for away venue competitions.

· To welcome new members and induct them into the club.

· Plus all those duties not listed in absence of Team Manager.

Senior Technical Official

Responsible To: Club Chair 

Main Duties

· Respect the rights, dignity and worth of every athlete and treat everyone equally, regardless of background or ability. 

· Place the welfare and safety of the athlete above the development of performance. 

· Encourage and guide athletes to accept and take responsibility for their own behaviour and performance. 

· Be appropriately qualified and update your licence and education as and when required by UK Athletics. 

· Ensure that the activities you guide or advocate are appropriate for the age, maturity, experience and ability of the individual athlete. 

· At the outset, clarify with the athletes (and where appropriate their parents or carers) exactly what is expected of them and what athletes are entitled to expect from you. 

· Co-operate with other officials, competition organisers, coaches, team managers etc. in the provision of fair and equitable conditions for the conduct of athletic events under the relevant rules of the competition, thereby offering all participants every opportunity to achieve their own personal goals and aspirations. 

· Act in a decisive, but friendly, manner in their interaction with other officials, competitors, coaches and spectators, respecting the rights of others. 

· Consistently promote positive aspects of the sport (e.g. fair play) and never condone rule violations or the use of prohibited or age-inappropriate substances. 

· Consistently display high standards of behavioural and appearance. 

· To attend all meetings. 

· To inform the chairman in advance of any meetings that cannot be attended.

 

Technical Official

Responsible To: Senior Technical Official 

Main Duties

· Respect the rights, dignity and worth of every athlete and treat everyone equally, regardless of background or ability.

· Place the welfare and safety of the athlete above the development of performance.

· Encourage and guide athletes to accept and take responsibility for their own behaviour and performance.

· Be appropriately qualified and update your licence and education as and when required by UK Athletics.

· Ensure that the activities you guide or advocate are appropriate for the age, maturity, experience and ability of the individual athlete.

· At the outset, clarify with the athletes (and where appropriate their parents or carers) exactly what is expected of them and what athletes are entitled to expect from you.

· Co-operate with other officials, competition organisers, coaches, team managers etc. in the provision of fair and equitable conditions for the conduct of athletic events under the relevant rules of the competition, thereby offering all participants every opportunity to achieve their own personal goals and aspirations.

· Act in a decisive, but friendly, manner in their interaction with other officials, competitors, coaches and spectators, respecting the rights of others.

· Consistently promote positive aspects of the sport (e.g. fair play) and never condone rule violations or the use of prohibited or age-inappropriate substances.

· Consistently display high standards of behavioural and appearance.

· To offer senior technical official feedback on the organisation and degree of success of competitions.

· To inform Senior Technical official in advance of any sessions that cannot be attended.

Assistant Technical Official

Responsible To: Senior Technical Official 

Main Duties

· Respect the rights, dignity and worth of every athlete and treat everyone equally, regardless of background or ability. 

· Place the welfare and safety of the athlete above the development of performance.

· Be appropriately qualified and update your licence and education as and when required by UK Athletics.

· Ensure that the activities you guide or advocate are appropriate for the age, maturity, experience and ability of the individual athlete.

· Co-operate with other officials, competition organisers, coaches, team managers etc. in the provision of fair and equitable conditions for the conduct of athletic events under the relevant rules of the competition, thereby offering all participants every opportunity to achieve their own personal goals and aspirations.

· Act in a decisive, but friendly, manner in their interaction with other officials, competitors, coaches and spectators, respecting the rights of others.

· Consistently promote positive aspects of the sport (e.g. fair play) and never condone rule violations or the use of prohibited or age-inappropriate substances.

· Consistently display high standards of behavioural and appearance.

· To offer technical official feedback on the organisation and degree of success of competitions.

· To inform technical official in advance of any sessions that cannot be attended.

Equipment & Clothing Officer

Responsible To: Assistant Technical Official

Main Duties

· To take full responsibility for careful maintenance and storage of all equipment. 

· To adhere to all Health & safety protocol as stipulated by club/national bodies. 

· To assist as directed with equipment. 

· To organise clothing as directed for competitions. 

· To advise assistant technical official in advance of any sessions that cannot be attended.

Welfare Officer

Responsible To: Club Chair

Main Duties

· Ensure that all club helpers/officers/coaches complete a volunteer recruitment form. 

· Send a copy of any such forms to UKA/Home Country on request. 

· Receive and advise on reports or disclosures from club member. 

· Work with UKA and partners when requested to ensure CRB process is in place. 

· Initiate action, ensuring that all appropriate persons have been contacted. 

· Inform the UKA/Home Country Welfare Officer of any cases of misconduct that may involve child abuse. 

· Maintain up to date knowledge of welfare and child protection issues with support from UKA/Home Country. 

· Refer all media enquiries about suspected or reported abuse or poor practice to UKA/Home Country. 

· To attend all club meetings as required and appropriate.

· To inform the Management committee in advance of any meetings that cannot be attended.

Health & Safety Officer

Responsible To: Club Chair

Main Duties

· To take full responsibility for the implementation of all Health & safety policies and procedures. 

· Ensure the welfare and safety of the athlete above the development of performance at all times. 

· To provide advice & guidance as and when required. 

· To work with Club Chairman/Team Managers/Coaches in developing a safe working environment. 

· To attend all club meetings. 

· To inform the Management committee in advance of any meetings that cannot be attended.

 

Press Officer

Responsible To: Club Chair

Main Duties

· Respect the rights, dignity and worth of every athlete and treat everyone equally, regardless of background or ability. 

· You will field journalist enquiries. 

· Write press releases and track media coverage for upcoming events. 

· Ensure that the events you guide or advocate are appropriate exposure. 

· Liasing with internal and external designers and photographers for ad hoc club publications.  

· You will acquire a good knowledge of our athletic club identity guidelines in order to advise and support across the club structure with any PR issues. 

· To attend all meeting as required and to advise in advance those which cannot be attended.

 

Membership Officer

Responsible To: Club Chair

Main Duties

· To keep club database up to date with list of contact names addresses and phone numbers of current members. 

· To deal with new/current membership queries. 

· To administer new/renewing members details and file away. 

· Forward on all registrations to appropriate county/territorial/ national bodies. 

· To bring to the attention of team managers members to whom monies are outstanding 

· Circulate to members via mail out/notice boards of upcoming events, club based and nationwide. 

· Circulate to team mangers/notice boards event applications for upcoming events club based and nationwide.

 

Website Editor

Responsible To: Club Chair

Main Duties

· To keep an up to date list of contact names addresses and phone numbers and positions held by of all key staff and all committee members on website. 

· Website to be kept updated on a regular basis re competitions, results, Member achievements and club/territorial/national news etc… 

· Knowledge in the use of HTML, or a HTML editing software package such as Frontpage. 

· Knowledge of modern web standards, performance optimisation techniques, accessibility techniques and search engine optimisation would be an advantage.

Track Fees/Reception Officer

Responsible To: Treasurer/Volunteer Coordinator

Main Duties

· To collect all monies owing from members relating to track usage.

· Reconcile banking at end of day/shift & pass to treasurer.

· Deal with day to day inquires and pass on as required.

· To inform volunteer coordinator in advance of any session that cannot be attended.

