Club Committee Guide
A committee is a vital part of a clubs structure and does not have to be as off putting as first anticipated.

When establishing a new club, a committee is one of the first things that should be put into place. This is very straight forward as long as those earmarked for roles are aware of it and willing to take them on.
The voting process is very simple.
A nominee – suggests an individual for a role

A seconder – agrees with the original nomination

An election – a show of hands indicating agreement with the proposal

A club committee must have at least three elected positions, Chair, Secretary and Treasurer. Any additional positions can be laid out in the club’s constitution and these could include junior co-ordinator, team/section co-ordinator, Coach and fundraising representative amongst others.

· Be aware that too many people on a committee can be counter productive and lead to difficulty in making decisions. 

· If this occurs a solution could be to develop sub groups to discuss particular topics or themes which then report back to the main committee.  

· A committee can meet as often as required but should be once a quarter as a minimum.
· It is important that the committee does not lose sight of its role in serving the club and its members.
An Annual General Meeting must be held once a year. The topics for discussion should include,

· The annual statement of accounts

· An update / summary of the club’s year from specific committee members
· Election of new committee members or re election of existing ones
All members should receive notification of the AGM along with any topics to be discussed. This allows time for the members to prepare any input they may wish to have.

Basic Role of a Chairperson
The Chairperson of a committee should,

· Ensure that the committee works on behalf of the club
· Prepare the content of committee meetings with the Secretary
· Lead meetings in an efficient manner, ensuring all items are covered

· Ensure discussions stay on the topic

· Summarise discussions highlighting any actions that need to be taken

· Ensure that actions and decisions are carried out
And also,

· Represent the club at relevant events / occasions

· Stay informed of the clubs finances

Basic Role of a Secretary
The Secretary of a committee should,

· Be the point of contact for correspondence and enquiries

· Ensure that notice of meetings and paperwork relating to meetings is distributed

· Take the minutes at meetings, distributing them afterwards

· Distribute relevant publicity and any other information

· Maintain accurate and up to date club records / information

Basic Role of a Treasurer
The Treasurer of a committee should,

· Be responsible for all income and expenditure relating to the club

· Maintain up to date balance sheets and accounts

· Provide regular financial reports for the committee and an annual account for the AGM

· Organise the payment of any bills and invoice for payments coming into the club

· Help plan the clubs budget

The highlighted roles for the three positions are not exhaustive and each club will have individual requirements in additional to the ones stated.  These should be used as a starting point.
