
Officers and Members of the Committee 2021-2022 

 

The Management Committee is responsible for the affairs of the Club, and must meet at least 4 times 
per year. Below is the seven mandatory roles that make the Management Committee, with a brief of 
each role (this is not exhaustive but to give an indication of the responsibilities). Any member over 18 
can fill a role, and the Club encourages Members to put themselves forward for any role they have an 
interest in. The Club is reliant on volunteers, no role is overly time consuming, and we welcome more 
assistance with the running of the club. Any new Officer would be supported in a thorough handover 
and training if necessary. 

Officers of the Committee in 2021-22  

Chair - Most senior official role in the club. Deals with overall management of club affairs, leading the 
club to achieve their vision, short and long-term goals. Uphold the club constitution and terms and 
conditions of England Athletics affiliation, leading on the enforcement of the club’s code of conduct. 
Chair committee meetings and the Annual General Meetings (AGM). 

Secretary – First point of contact for club enquiries. Manage the athlete registration/renewal process, 
making sure that athletes are registered with EA. Provide administrative support to the Chair, 
ensuring well-run club administration. Plan club meetings with the chair, take minutes and circulate to 
meeting attendees. Ensure meetings adhere to procedures of the club constitution, and follow-up with 
relevant parties on key actions arising from meetings. Attend to affiliations, including the club 
affiliation renewal. Take responsibility for personal conflicts of interest and declaring, recording and 
managing these appropriately, as well as managing club grievance and disciplinary correspondence. 
Ensure data privacy and meeting GDPR obligations as an officer of the club who is a data controller. 

Treasurer – Responsible for managing the flow of money into the club and allocating and recording 
how that money is spent to run the club. Ensure the club is able to meet its day-to-day expenses and 
report back to the club committee on all financial matters. Maintain bank account(s) in the name 
of the Club in accordance with the clubs mandate. Efficient payment of invoices and bills, and 
deposit cash and cheques that the club receives. Produce an end of year financial report. 
Propose amendments to annual subscriptions and keep up to date financial records. 
 
Welfare Officer(s) – Be a trained trusted person to speak to about a concern either within the club or 
outside of Athletics. Manage any concern raised in an appropriate way that would not hamper any 
investigation. Attend relevant safeguarding courses and complete the England Athletics online 
safeguarding training. Implement an effective Safeguarding Policy and Procedures and keep them 
up to date. Promote safeguarding at the club and encourage good practice. Report to the club’s 
committee on safeguarding matters, maintaining records of safeguarding training attended by 
club members as well as club coaches and officials’ licences and criminal record checks . Deal 
effectively with breaches of the codes of conduct, poor practice, or allegations of abuse. 

Coaching Co-ordinator – Represent the qualified coaches to the management committee. Keep 
track of coaches, ensuring maintenance of qualifications and DBS checks, encouraging continued 
development. Organise training schedule and adequate coaching cover. Assist in finding courses to 
get coaches qualified. Work with Treasurer to verify coach invoices. Approach and handle new coach 
enquiries. Liaise with SMU around equipment maintenance and track safety. Hold at least 2 sub-
committee meetings per year with coaches. 

Volunteer Co-ordinator – Represent club volunteers to the management committee. Keep track of 
volunteers and assist with finding roles for volunteers within the club. Assist in supporting and/or 
finding courses (online or face-to-face) to help volunteers have the correct training to fulfil their 
positions. Hold at least 2 sub-committee meetings per year with volunteers to gauge their thoughts 
around matters of the club. 

Competition Co-ordinator – Represent all team managers to the management committee. Assist 
with the organisation of matches and support team managers in fulfilling their duties. Work with the 
volunteer co-ordinator, officials coordinator, officials and team managers to source officials for 
matches. Hold at least 2 sub-committee meetings per year with volunteers to gauge their thoughts 
around matters of the club. 


