Tingara Netball Club
Detailed Job Description and Processes for 

Role of President

· Its important to understand the key provisions in the Constitution ie the membership categories, the financial/audit/AGM timelines and the Committee member roles etc

· Refer to job description as per Club By-Laws – see Annexure A

· Key planning document is the Year Calendar – see Annexure C.  This is a WIP document (ie it moves and is refined from year to year and month to month) and is considered at every Management Committee meeting.

· Refer to previous year’s Club Year Book – this contains a huge number of documents (including Committee agendas and minutes) that are cyclical in nature and can be used over and over as good templates/precedents.  Attached is a typical contents page of what this Year Book typically contains – see Annexure B.

· Planning for each Committee meeting normally starts 7-10 days before each meeting.  Moreover, it is important to have a clear diary with appropriate lead times for all items on the Year Planner.
· At the 1st meeting of the new Committee (normally immediately after the AGM), it is important to re-establish the basic rules for running the Committee meetings.  See Annexure D for usual committee paper in this regard.

· At this 1st meeting of the new Committee, a broad strategic discussion is undertaken in a relaxed environment to get everyone comfortable with the Club’s mission statement and the general Club values, strategies, key policies and goals being adopted and to establish a relaxed Club spirit for meetings for the season ahead. 

· The 2 major documents that need a lot of attention during the year are:

· Registration pack – developed in the period Oct to Dec and published on the website in mid Dec.

· Coaches and Managers Manual – developed in the period Feb to April and sent out in time for C and M Manual in late April

· Liaison with the core members of the Committee is very important ie generally with the 2 Vice Presidents, the Treasurer, the Registrar and the Secretary and, particularly in the period from January to May, the key co-ordinators ie grading, coaching and umpiring regarding the season start.  Best to keep emailed communications short and to the point.
· The website contains all the relevant policies and rules, including the 4 policies that are kept deliberately “in-house” to the Committee as follows:

· Internal Grading Policy

· Internal Registration Policy
· Internal Blacklisting Policy
· Policy on Recognition of Outstanding Achievements

(these are kept in-house due to the Committee discretion required, and are available in the “Committee Only” section of the website)

· Good succession planning is the key to keep the Club alive and the Committee refreshed and strong.  This appears as a consistent key agenda item from July until the AGM in November – refer to attached Year Planner 

· Similarly, the various club wind-ups need long lead times and are a key focus in the Year Planner, particularly to allow for the early booking of venues
· The preparation for the AGM needs particular attention to ensure that the following documents are prepared on time and that the AGM Notice is ready to be sent by email:

· Notice of AGM (including nominees for new committee)

· President’s Report

· Audited financial statement.

· Proposed changes to the Constitution (if any)

· President needs to liaise closely with the Treasurer during the period Oct to Nov to ensure the accounts are audited and prepared and sent to members in a timely manner.
· Complaints are inevitable and need to be handled with firmness but also with diplomacy and tact.  In particular:

· Often the President is needed to support the relevant Committee member in times of stress.  It is very important to liaise with relevant committee members whenever complaints are made.
· Often the complaints are made by email.  Best for a brief response by email but followed up by a phone discussion or meeting asap to stop any festering.

· The perception of procedural fairness is almost as important as getting the complaint resolved fairly.  ie justice must be seen to be done , as well as being done
· Be careful not to create a bad precedent just to get rid of a complaint ie be aware of the wider policy issues.

· Also note the detailed escalation of complaint procedures in the Constitution.

· Celebrate success at every opportunity.  However, balance this with protecting the integrity of the prize…  for example, the 5 perpetual trophies do not necessarily need to be awarded each year of there are no worthy recipients.
· Thank people often. Support of Committee members, coaches, managers, umpires and all other volunteers is the key.
ANNEXURE A

2. DUTIES OF THE PRESIDENT 

The President shall be responsible for: 

(a) the satisfactory running of the Club in relation to the strategic planning, implementation and co-ordination of Club activities, 

(b) chairing and the proper conduct of Management Committee, Executive Committee, Annual General, General and other Club meetings, 

(c) representing the Club to outside organisations and at FNA and Netball WA functions and meetings as required,

(d) other duties as noted in these By-laws.
ANNEXURE B
CONTENTS PAGE FOR YEAR BOOK

1. AGM Minutes and Notices of Meeting 

2. Management Committee Minutes
3. Year End Accounts, Audits & Budgets 

4. Management Committee Member Details
5. Member Registration Lists

6. List of Coaches and Managers

7. Registration Pack
8. Coaches and Managers Manual

9. FNA 

10. Newsletters 

11. List of Trophy Winners (including 10 and 15 year playing records)
12. Junior Wind-up Presentation

13. Middle Wind-up Presentation(s)
14. Senior Wind-up Presentation

15. Key Committee Papers

16. New Constitution and By-Laws 
18. Miscellaneous

19.  USB Drive of Photographs

ANNEXURE C
TINGARA NETBALL CLUB – YEAR PLANNER FOR SEASON 2015

	Oct  2014 

(note that all Committee meetings throughout the year are on the last TUESDAY of each month

unless otherwise noted)

No Committee meeting
Finalisation and audit of year end accounts
Develop 1st drafts of:

· Rego pack

· 2014 prelim budget

· AGM documents

25 Uniform Co-ordinator to chase up supplier for prices for next season.


	Nov  2014
4   Committee Meeting

· Review finals, trophies and wind-ups

· Prelim review of 2015 budget and rego fees

· Consider 1st draft of rego pack
· Approval of FYE accounts and audit

· Approval of AGM documents

· Review on-court performance

5 or 6  Send out by email Notice of AGM and post AGM documents on website

25  AGM 7.30pm

25   Committee meeting (immediately after AGM)
· Finalise rego pack 
· 2015 prelim budget and rego fees

· Finalise online rego process
· Review of philosophy/values
· Review of team number caps, team sizes etc
· Establish 4 end of season wind-up sub-committees

· Review Club on-court goals

· Newsletter to members

· Consider Year Planner for 2015


	Dec  2014
5?    FNA Exec meeting to decide fees etc.  Shortly after that, FNA to circulate clubs with the 2015 calendar, 2015 fees and other general info
15  Get up online rego process, put rego pack on the website and send out email to members
Silly season

No Committee meetings


	Jan  2015

5-21  online rego open for current members

19 FNA office opens

22   online rego opens to public

27  Committee meeting
· Usual Officer Reports

· Book wind-up venues
· Review of Tingara website & Facebook

· Review of club policies

· Fund-raising and sponsorships

· Rego online progress
· Newsletter (to include hard words re grading and parents)

	Feb  2015

2  School resumes

4  Final date for online rego for all AND uniform orders AND umpiring forms 

5 ? FNA send to clubs full pre-season info pack.

9 and 12  Uniform Fitting Days at XX’s house

10  Registrar to extract a Report from SP of current regos with medical conditions and send to each of Grading, Coaching and Manager Co-ordinators to use as necessary

??  Meetings between Grading Co-ordinators and Registrar to co-ordinate teams

23,24,25 Grading sessions at Brentwood PS

24   Committee meeting
· FNA AGM
· New season items - team photos/equipment/etc
coaches and managers/etc

· Start planning for July arvo tea for life members

· Newsletter (to again include hard words re grading and parents)
	March  2015
2,3,4  Grading sessions at Brentwood PS

3  FNA AGM at 7.30pm at Gibson Park 

- advise FNA of projected team numbers!

Date?  Equipment top-up purchases 
w/c ? Schedule Beginner coaching clinics for JH & JG coaches ? 

w/c ? Schedule Foundation Coaching course – over 2 weeks

? new umpires clinic at Brentwood 4-5pm.
16  Electronic team registrations due at FNA. 

20 Coastals Carnival at Mandurah  

21 Notification to be given to all coaches and managers of players’ health disabilities, medications etc

23,24,25,26 1st training days at Brentwood 
? Initial (preliminary) payment of Half of fees due to FNA (about $18,000)

28  Netball WA Conference and AGM

31 Committee meeting 
· Focus on season start

· Adopt final financial budgets

· Income

· Expenditure
· Newsletter

	April  2015

1 to 3? April– Schedule “Coaching Goal Shooters” clinic  

2   Term 1 ends

2??   4pm to 7pm .  FNA rego team lists registration day.  
3  Good Friday

6  Easter Monday   

8? Tingara new umpires course

date?  Umpiring Co-ordinator completes 1st round of umpiring roster
9 Submit to FNA list of “volunteers” that need registration at Netball WA

20  School recommences

21  Coaches and Managers Meeting at Hall at Brentwood PS 

27  Scorecards collection from FNA

28   Committee meeting
· Newsletter
29 New umpires coaching clinic - Tingara
	May  2015
? Tingara new umpires course
2   First game of season – 2nd payment to FNA for teams rego – approx $18,000 - one half on 1st day of season

8 Coastals Carnival at FNA Fri evening

10  Mothers Day

26    Committee meeting
· Internal Policy on Registration

· Internal Policy on Grading
· Newsletter

· Ensure all team photos are completed 
30 General bye  (Assoc Champs at ??)

	June  2015
7  Consider submission to FNA for regarding of Tingara teams after round 1 to be promoted (not demoted) 

NOTE submission date was last game of round 1 in 2015!!
30  Committee meeting
· Windups

· Newsletter



	July  2015

3 Term 2 ends

11 and 18  Bye (school hols)

20    School re-commences

25? Arvo tea for life members and committee
28    Committee meeting
· Succession planning for committee and coaches

· Review of grading, coaching and umpiring preparation for next year

· Windups
· Early thoughts on various perpetual trophies

· Newsletter


	Aug  2015
4 (approx) Liaise with trophy suppliers for order of trophies
4  (approx.)  Coaches and Registrar to liaise on any team movements during season to update team lists

Date? Send out coaches feedback forms (except for Year 3 (or 4?) teams)
25    Committee meeting
· Succession planning for committee and coaches
· Umpiring for finals
· Finals

· Windups

· Trophies

· AGM and Final Accounts

· FNA forum

· Newsletter

29 last day of normal fixture games
29 JF-JH wind-up (late arvo)


	Sep  2015
Date?  Collection of equipment from team managers
? closing date for Club coaching Service Award Noms to FNA

2  Collation and counting of best player voting. Start liaison with coaches for 2nd trophy recipients
??    Final date for coaches to advise of 2nd trophy recipients
5 FNA Semi finals
6 Fathers Day

7 Close of nominations for Club Coaching Service Awards

10 FNA Forum – All Clubs required to send at least 1 representative
12  FNA Prelim finals

19  FNA Grand final day AND  Seniors Windup
21 JD and JE wind-up

22 JA to JC wind-up
24  No committee meeting
25   last day of school term 3 
30    end of club financial year 

[note: will then need to consider the audit of accounts by mid-late Oct, next committee meeting  3 Nov 2015 (succession planning for committee and coaches) and AGM on 24 Nov 2015 followed immediately thereafter by 1st meeting of the new committee] 


ANNEXURE D

2015 COMMITTEE MEETINGS AND PROCESSES
1.  The proposed dates for Tingara Management Committee meetings are set as the last Tuesday of each month and should only be changed in special circumstances.  Details of these dates are in the 2015 Year Planner.

2.  It is proposed that for 2015 the venue for the Committee meetings be either the Brentwood primary school hall or at a committee member’s house (when appropriate).
3. Similar to the last few years, it is proposed that the Committee adopt the following guidelines for Management Committee meetings:

· At each meeting, each Committee member will be given an opportunity to report on their activities. Primary reports are from the President, Treasurer, Registrar, and the Grading, Umpiring and Coaching Co-ordinators.

· “Other Committee Officers Reports” will be elevated to the main agenda as appropriate during the course of the season.

· Special agenda items for each meeting are to be proposed to the President or Secretary at least a week before each meeting

· The agenda for any meeting should be sent out 5-7 days prior to the meeting. 

· To save time at meetings and to keep minute-taking to a minimum, written reports for large or complex agenda items should be prepared whenever possible and sent to the President or Secretary at least 2-3 days before each meeting for distribution to Committee members.

· Draft minutes of any meeting should be sent out to Committee members within 10 days of the meeting.  The aim is for the minutes to be brief and to the point.

· Reports from Sub-committees are to be presented at or prior to each Committee meeting.

4.  In addition, it is important that all Committee members adhere to a culture of “Committee Solidarity”.  By this:

· All discussions and papers addressed at Committee meetings should be kept confidential and not discussed with Club members in general.   “Loose lips sink ships” so to speak.

· All Committee members should attend as many committee meetings as possible.  Obviously there are times that attendance is impossible, but Committee member input is encouraged at all times and use of emails is encouraged when there is non-attendance.

· The Committee should present a united front on all of its decisions.  If any individual disagrees with a particular (majority) decision, it is important not to “bad mouth” it behind the Committee’s backs.

· General Committee Members are encouraged to take on “mini-roles” during the year and assist in supporting some of the busier Committee functions.  

It should be noted that these guidelines will not always be met but are good goals to aim for.
