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	Haywards Heath Harriers

	


Committee Roles and Responsibilities
(Revised January 2022)

	Committee Position/Role
	Responsibilities

	President (MS)
	· Represent the club as required

· Ensure the club is conducted in a proper manner

· Support the management committee.

· Present awards at the annual awards evening

· Chair AGM as needed during the election of officers.

	Co-Chairpersons (MH) (AH)
	· Ensure the constitution of the club is followed by all members

· Overall decision making responsibility for ensuring and delivering a safe, comprehensive and progressive athletics club for the benefit of members and the local community

· Facilitate and chair committee meetings

· Chair AGM on yearly basis (March)

· Initiate continuous improvement within the club

· Coordinate the club’s development plan

· Ensure all venues and fees are booked or paid as required

· Provide support and guidance to club officials

· Encourage all athletes to compete in competitions 

· Promote club and actively seek new members

· Ensure Health and Safety requirements are maintained (First Aid etc.).

	General Secretary (KB)
	· Receive and respond to, as appropriate, correspondence in relation to the club

· Ensure AGM meetings are minuted and circulated to the committee and member

· Provide administration support to committee members

· Maintain club files and documents

· Book venue for committee meetings

· Notify Sussex Athletics and SEAA of committee changes

· Liaise with Vice Presidents

· Submit club entry for London Marathon.

	Treasurer (JR)
	· Monitor and advise on the financial well-being of the club

· Prepare monthly and yearly accounts

· Have clubs accounts audited yearly (or as agreed by the committee)

· Present clubs finances at AGM and committee meetings

· Ensure all affiliation fees are maintained and paid

· Ensure all other fees are paid (Insurances, hire costs, incidental costs etc.).

	Head Coach (MB)
	· Take overall responsibility for the club coaching sessions on club training night for Juniors, Intermediates and Seniors

· Ensure that the general programme for the provision of coaching is prepared and available

· Ensure all official club coaching sessions are organised and sufficient coaches are in attendance

· Encourage and manage the recruitment and retention of sufficient numbers of capable and qualified coaches to support the clubs needs

· Ensure coaches are available for training sessions

· Liaise with all coaches in relation to the preparation and running of training sessions

· Attend and report on appropriate committee meetings

· Provide feedback on the organisation and effectiveness of all coaching and competitions

· Promote a general understanding of coaching and training techniques to club members

· Prepare and share risk assessments for all regular training venues and activities

· Support organised training sessions held other than on a Tuesday

· Ensure coaching plans are prepared and available

· Assist in the selection of teams as and when required.

	Minuting Secretary (KB)
	· Ensure committee meetings are minuted and circulated to the committee and members.

	General Coaches 

(Not necessarily members of the committee)
	· Support Head Coach with their roles and responsibilities

· Maintain personal qualifications

· Take responsibility for assigned training sessions on club training nights.

	Fixtures Secretary (CB)

	· Liaise with relevant managers in relation to forthcoming events

· Encourage all members to take part in athletic events within all disciplines

· Maintain a schedule of fixtures and update as required

· Ensure entries are submitted for all appropriate leagues and fixtures

· Book venues as required for events.

	Membership Secretary (TH)
	· Maintain current membership database

· Arrange annual renewal of membership fees

· Ensure new members have access to membership details, forms and handbook

· Propose new membership for election at committee meetings

· Ensure club complies with the Data Protection Act in relation to members details held

· Distribute club emails.

	Junior Reps (Vacant)
	· Act as link between committee and junior members

· Represent junior members on the committee

· Highlight any issues regarding junior athletes

· Report on results and achievements of the juniors. 

	Child Protection Officers (LT and GK) 
	· Maintain club’s Child Protection Policy, following EA guidance

· Attend appropriate courses 

· Ensure knowledge as to procedures and guidance is current and relevant

· Ensure club records are maintained in relation to volunteers/coaches/officials

· Receive and advise on relevant child protection issues

· Initiate appropriate actions and responses as necessary

· Maintain security of relevant confidential information.

	General Committee members

(Member of the committee to take responsibility for each role, if appropriate, but another club member may take it on)
	1. West Sussex Fun Run League manager (JB)
· Organise club entries

· Submit club entries to relevant clubs

· Attend WSFRL meetings

· Notify committee and athletes of relevant changes.

2. Sussex Road Race Grand Prix representatives (CB)
· Attend quarterly meetings

· Advise members of upcoming races 

· Keep members up to date with club’s position in the league 

· Monitor race website

· Liaise with organisers as required.

3. Sussex Athletics representative (LT)

· Attend quarterly meetings

· Sit on road race sub-committee for both HHH and Sx. Road Grand Prix.

4. Race Equipment Manager (AC)

· Maintain and organise race equipment held.

· Ensure security and condition of storage building

· Arrange transfer to race locations

· Liaise with Head Coach in relation to track and field equipment held

· Hire of equipment to other clubs

· Maintain sign location plans for all HHH events
· Ensure equipment is covered by insurance.

5.  Social Media and Communications Secretary (AH)

· Manage the club Facebook page(s) and Instagram account
· Advise on content and timing of club communications.
6.  Web Master (AH and JR)
· Ensure HHH website is current and relevant

· Amend as required

· Renew registration of domain name as required (two yearly)

· Liaise with website hosting company and deal with administration issues.

7.  Committee Subgroups: Endurance Chair (RW) and T and F Chair (PC)

· Organise and chair meetings as required, approx quarterly
· Report back to committee

8.  Trophy Secretary / Club Championships (NC and MS)

· Organise the annual awards evening
· Order new awards
· Organise trophy engraving
· Oversee and update the club awards records
· Publicise “Bill Page” memorial event and other championships

· Provide age gradings for championship events

· Provide data to identify overall championship winners

· Award appropriate trophies.

9.  Race Director(s)

Organise and manage appropriate events.

a) Walstead Five (ML)

b) Wakehurst Willow (MH and ID)

c) Summer relays (MH)

d) Open T and F Event (LT)
e) XC League Ardingly (LT)

10.  Southern Athletics League (TP)

· Organise club teams

· Arrange appropriate transport

· Circulate league dates and venues

· Attend appropriate meetings

· Notify committee and athletes of relevant change.

· Notify club of results.

11.   Southern Veterans League (NS and JD?)

· Organise club entries

· Attend appropriate meetings

· Notify committee and athletes of relevant changes

· Notify club of results.
12.   Youth Development League (LT)

· Organise club entries

· Attend appropriate meetings

· Notify committee and athletes of relevant changes

· Notify club of results.
13.   Cross Country League (CB, SR, MK and BT)

· Organise club entries

· Submit club entries to relevant clubs

· Attend appropriate meetings

· Notify committee and athletes of relevant changes

· Notify club of results.
14.   Sports Hall League / Sussex U13 and U15 T and F Leagues (LT)

· Organise club entries

· Submit club entries to relevant clubs

· Attend appropriate meetings

· Notify committee and athletes of relevant changes

· Notify club of results.
16.  Social Events (RW)
· Organise social events as required

17.  Media Liaison (Press Secretary) (AH, PC, ID and MP)

· Notify media of results

· Provide articles in relation to the club and its activities.

18.   Kit Manager (ML)

· Maintain adequate stocks of club running clothing 
· Promote sales of club kit.

19. New members support (buddy) system (BG)

· Introduce prospective new members to the appropriate coach(es) and other club members
· Coordinate buddy system.
· Maintain record of new attendees’ details.
20.  Mental Health Champion (MP)

· Be a point of contact for members concerning mental health matters

· Organise occasional #RunandTalks, and similar events, with J and M Running.
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