
 
Roles & Responsibilities 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- Maintain the CAPS folder, 
- Inform the committee of progress and  
   what needs to be done, 
- Ensure qualifications and CRB checks  
   are up to date, 
- Ensure the club are all keen on gaining  
   CAPS, 
- Liaise with the development officer for  
   support and advice, 
- Submit the completed portfolio to the  
   National Governing Body, 
- Maintain the standards set out by CAPS 
    after it is achieved 
 
 

 
 
 
 
 
 
   

Junior Secretary Secretary Treasurer 

- Be an ambassador for the club,  
- Call meetings when required,  
- Identify new committee roles,  
- Ensure roles are being 

undertaken correctly,  
- Act as a mediator,  
- Drive the club forward. 

Chair 

- Maintain records of the account, 
Produce and monitor annual budget, 

- Report financial position to the 
committee, 

- Collect and deposit all fees, 
subscriptions and funds, Prepare and 
issue receipts for monies received, 

- Ensure that funds are spent 
appropriately, 

- Explore funding opportunities for the 
club and Pay any bills incurred. 

- Act as the first point of call for those 
looking to join or seeking information 
about Spalding Netball Club,  

- Deal with all club membership and 
affiliation, 

- Deal with all outgoing and incoming 
correspondence, 

- Keep club records accurate and up to 
date, 

- Liaise with Chair person to arrange 
meetings, prepare agendas and take 
minutes from committee meetings, 

- Ensure that all club members have 
relevant information before and after 
meetings, training and matches. 
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Child Protection Officer 

 
Social  

 
Head Coach 

 Accreditation Officer 

 

- Willing to attend child protection 
workshops and courses, 

- To ensure the implementation of 
the written Child Protection Policy, 

- To advise the Committee on any 
Child Protection Issues, 

- To prepare a report for the 
Committee as requested, 

- To assist with obtaining CRB 
checks for all coaches and 
volunteers, 

- To maintain liaison with the NGB 
child protection officer, 

- To ensure that the Child 
Protection Policy is reviewed, 
displayed and updated. 

 

- Organise presentation evenings, 
- Organise annual club events, 
- Organise parent social events, 
- Update members on up and 

coming club social events, 

- To coach the junior and senior 
clubs, 

- Mentor assistant coaches, 
- Be a positive role model within the 

club,  
- Report to the committee any club 

requirements, 
- Promote the club to the community 

and new members, 
- Follow a club code of conduct, 
- Check venue and equipment for 

safety prior to sessions 
commencing. 

Junior Subs Collector Communications Officer 

- To collect weekly subs from junior 
club members, 

- To take the junior register as 
members pay, 

- To collect yearly affiliation from all 
members. 

- Pass subs onto the treasurer. 

- Update all members on fixtures, 
results, training, new members etc, 

- Create and maintain a website or 
monthly newsletter for all members 
of the club, 

- Create press releases and 
promotions for the club. 


