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The Club Committee

Introduction

Sport and recreation activities play an important part in community life. These activities do not just happen — they need to be organised. From this perspective, voluntary organisations are not essentially different in their functions to any other managed structures within a business environment.

In most sport and recreation organisations, there is a structured system of administration and management that relies on the management committee. A stable, knowledgeable and well-functioning management committee is the key to an effective organisation. Management committees exist to make decisions and are charged with the overall responsibility for organisational governance.  Therefore, the committee management process is vital both to the smooth day-to-day operation and long-term future of most sport and recreation organisations.

Roles within a committee

The structure of committees, and therefore roles within committees, may vary according to their purpose and length of operation. The traditional structure includes the formalised tasks and roles of the President (usually the Committee Chairperson), Treasurer and Secretary, each with defined and distinctive roles. This structure might not necessarily suit all organisations. Sport and recreation organisations should be sufficiently flexible in their approach so that the committee can be structured around the plans of the organisation and the skills of its members.

The Chairperson/President

The Chairperson (usually the President of the organisation) is the principal leader and has overall responsibility for the organisation's administration. From a strategic perspective, the Chairperson should set the overall annual committee ‘agenda’ (consistent with the views of members), help the committee prioritise its goals and then try to keep the committee on track by working within that overall framework. The committee members should have a sense of what they are trying to achieve throughout the year rather than just ‘muddling through’ from one committee meeting to the next. At the operational level, the major function of the Chairperson is to facilitate effective management committee meetings.

The Chairperson/President should :

· be well informed of all organisation activities 

· be aware of the future directions and plans of members 

· have a good working knowledge of the constitution, rules and the duties of all office holders and subcommittees 

· manage committee and/or executive meetings 

· manage the annual general meeting 

· represent the organisation at local, regional and national levels 

· be a supportive leader for all organisation members 

· act as a facilitator for organisation activities 

· ensure that planning and budgeting for the future is carried out in accordance with the wishes of the members 

Secretary

The Secretary is the chief administration officer of the organisation. This person provides the coordinating link between members, the management committee and outside agencies.

Ideally an effective Secretary is someone who can:

· Communicate effectively 

· Think clearly and positively 

· Maintain confidentiality on relevant matters 

· Manage and supervise others (in relation to secretarial duties) 

· Organise and delegate tasks 

Treasurer

The Treasurer is the chief financial management officer for the organisation. The Treasurer’s tasks include preparing the annual budget, planning for the organisation's financial future, regularly monitoring revenue and expenditure and helping other committee functional areas with financial matters. Members assisting in the area of financial management should have the necessary skills to complete the tasks. If not, the organisation must ensure that they are provided with training relevant to their area of responsibility. The volume and nature of the work will depend on the size of the organisation, the activities in which the organisation is involved and whether the organisation owns facilities and/or employs staff. Generally larger organisations have a finance subcommittee to assist the Treasurer.

An effective Treasurer needs to be:

· well organised 

· able to allocate regular time periods to maintain the books 

· able to keep good records 

· able to work in a logical orderly manner 

· aware of information needing to be kept for the annual audit. 

The three areas mentioned above can be described as ‘key’ areas in the functioning of any sport and recreation organisation. However, depending on the size and structure of the organisation and committee, there are a number of other administrative and leadership roles that may be represented on the committee. These may include:

· Coordinator of coaching 

· Publicity/promotions 

· Fundraising 

· Volunteer coordinator 

· Club captain 

The responsibilities of committees

The committee has a responsibility to manage the organisation on behalf of the members. The committee should:

· conduct long-term planning of activities so that the aims and objectives of the organisation are fulfilled 

· develop policy and procedures 
· manage external relations and advocacy issues 

· obtain resources and ensure that all financial and legal matters are properly managed 

· carry out the recommendations of members 

· regularly communicate with, and provide information to members about the running of the organisation 

· evaluate the performance of officials, employees, subcommittees and, importantly, itself 

· provide detailed written records and job descriptions to a newly elected committee to facilitate transition into their roles 

· ensure that all members of the committee act as leadership role models. 

	The role of the committee can be summarised into four main categories:

	Plan

Examine alternatives for action and decide on appropriate directions according to the purpose, philosophy, culture and budget of the organisation. Determine relevant policies to guide the implementation of organisational plans.

Organise

Ensure that plans are implemented, achievable objectives are agreed to, suitable strategies are designed to ensure satisfactory progress, and operational stages are implemented and evaluated. Ensure that resources (people, equipment, money) needed for these to be achieved are provided.
	Lead

Be enthusiastic and work from an informed and well-researched knowledge base which includes a subcommittee or working group structure, clear and concise reports and wide representation of stakeholder opinions. Regularly communicate both the vision and the detail to members and other relevant stakeholders.

Control

Be responsible for defining expectations and requirements, and taking appropriate action to ensure that the outcomes are achieved.


In most sport and recreation organisations the committee will make decisions about a wide range of issues that may include policy, planning, event organisation, staffing (including volunteers), coaching, budgeting and sponsorship. In recent years there have been increasing expectations that committees should be more proactive, particularly with respect to growing awareness of the individual legal responsibilities of committee members.

What makes an effective committee member?

A committee should operate as a team, draw on the skills and talents of each member, and work toward common goals that will ensure the organisation’s success. It is important to clarify the types of skills that may be required in a committee in order to identify potential committee members and also recognise gaps in skills and competencies that may require further development and training 
In more general terms however, effective committee members should have:

· a commitment to the overall aims of the club 

· sufficient time to devote to the committee 

· an understanding of the role of the committee 

· enthusiasm and an interest in people and sport
· leadership skills and willingness to accept responsibility 

· tact, judgment, discretion and listening skills 

· vision 

· dedication 

· good communication skills. 

Election of committees

The size and structure of a committee will vary according to the size, location, function and type of the club. However, the rules — as stated in the constitution — dictate how the committee should function, how it is elected or appointed, how often it should meet, how long members should serve, and who is eligible to serve.

In most sport and recreation organisations, committees are elected at the annual general meeting (AGM). Nominations should be called for and made in writing well in advance of the AGM. As indicated previously, this may also include ‘head hunting’ to get the right mix of motivations, skills and experiences represented on the committee. The organisation should also consider how representative the committee is and try to ensure that the committee’s composition is balanced in terms of age, gender, disability,  ethnic and cultural background.



	A example of a suitable nomination form

	200_/200_
	

	We, the undersigned, wish to nominate the following person
	

	Name:_______________________________________ 

as ________________________________________ 
(position title)
	

	____________________
(proposer) 
	____________________ 
(seconded)

	
	____________________
(date)


 

	Planning the AGM

	· Make members aware of the importance of the election well in advance. Send out a newsletter outlining the positions available and the responsibilities each involves. Follow this up the week before the election if possible, to ensure maximum attendance. 

· Target and contact individuals that seem suitable for the positions in question. 

· Invite members interested in standing for office to attend open committee meetings so they can see how the organisation operates. 

· Allow members to nominate themselves. This gives everyone a chance to stand regardless of whether they are asked. 
	· Keep track of the numbers of nominations in case it is necessary to approach suitable people who have, for whatever reason, not put their names forward. 

· Set aside time for all candidates to talk for two to three minutes at the AGM. The talk should cover past experience and the candidate’s vision for the organisation and any special skills/experience they might offer. If there is a postal ballot, written statements may be more suitable. 


Changing committees

How the committee is structured will determine how often it changes and the nature of that change. Such changes usually occur through the annual election cycle and resignations. Whatever the reason however, the resultant loss of management experience can be disruptive, although there are also positive aspects of alterations to committee personnel. For example, new committee members may inject the organisation with fresh enthusiasm, increased expertise and new ideas.

It is important for outgoing committee members to pass on as much knowledge as possible to the person replacing them. Via this process, new members can learn from past experiences, gain an understanding of how past successes were achieved and how to avoid potential problems. Such an approach emphasises the importance of keeping accurate and current records of all information relevant to particular roles. In more general terms, new members can also use previous minutes in order to become informed about past decisions of the committee. 

	Handover procedures

	· All new committee members should be informed through written job descriptions about their roles and responsibilities. Briefings from the previous office holder are important to clarify these issues. 

· A senior official should brief the new committee about the club, its history and its plans for the future. 
	· New committee members should be welcomed and encouraged to contribute. They need access to a past official who can answer any questions on how the organisation works. 

· New committee members need to know where all of the club's documents are filed and should have ready access to them. 


Subcommittees

Subcommittees are usually appointed by the management committee to do detailed investigations into specific topics. There are various types:

· Standing committees have permanent responsibilities. Examples include finance, fundraising, public relations, volunteer coordination, uniforms, selection panels, medical, coaching. 

· Short-term subcommittees have the ability to make decisions over a pre-determined period, although they must report to the management committee. A short-term subcommittee could be appointed to organize fundraising for a special event. 

· Task groups have no authority to make decisions. They gather and assess information in regard to a specific issue over a relatively short time frame, then report recommendations back to the main committee. This subcommittee might, for example, consider the advantages and disadvantages of building a new clubhouse or expanding the playing fields. 

It is important that subcommittees are used in appropriate situations. They should not necessarily be established if an individual could handle the issue. To use subcommittees effectively the management committee should:

· provide a written brief outlining the tasks, responsibilities and reporting procedures to ensure subcommittee members understand their tasks and how long they have to perform them 

· maintain the decision-making power at management committee level 

· not appoint a subcommittee that has too many members as this will slow progress (3-4 is usually appropriate) 

· ensure that the subcommittee consists of people with the necessary skills and who are capable of working together 

· choose a leader who can get the best out of everyone while ensuring the discussion remains focused on the issue 

· monitor the progress of the subcommittee through regular reports or meetings 

Committee records

In order for a sport and recreation organisation to run efficiently, it must keep records. Most records will be generated through the activities and decisions of the committee. All records should be accurate, current and readily accessible. The person in the organisation with the task of maintaining records will vary from organisation to organisation but generally is the Secretary. In a small organisation, all the filing for a year may fit into a single ringbinder divided into sections. At the end of each year, these can be transferred into a box file or filing cabinet and the ringbinder cleared for use the following year.

It is recommended that organisations retain records for 10 years, as some legislation requires that records be kept for a minimum period. Some records, such as rules and certificate of incorporation (if relevant), should be permanently filed.

