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Been at a committee meeting....

that was filled with all sorts of 
off-the-topic ramblings or 

too much time spent on 
little issues or historical issues 
then you ran out of time to 
deal with the BIG IMPORTANTstuff?

Season starts
“Have-a-go” days

Oct

Newsletter-what committee been doing, when 
season starts, what's new, diary dates, ask for 
help, thanks: (working bee helpers, last seasons 
volunteers, riders, officials)

Pre season newsletter
Planning for have-a-go days

Sept

Working bee #1
Budget - final and approved

Aug

Advertise Aug working beeFinalise aims / direction and check alignment to 
regional / national body
Decide who does what
Budget-1st draft

July

Brainstorming
Review feedback
SWOT
Draft aims / direction

1st meeting of 
season

Jun

Key communicationsKey communicationsKey communicationsKey communicationsToToToTo----do listdo listdo listdo listKey EventsKey EventsKey EventsKey Events

Easy level one planning



How to ruin a meeting

• One or two people dominate
• Stray off the topic – lack focus
• Your common purpose not understood
• Disagreements become personal 

attacks

Summary of ineffective meetings
• Minutes not sent within a week after meeting
• Meeting not starting on time
• Minutes not action orientated
• Reports not centralised, should be sent from secretary all together
• People turning up unprepared (all papers should be pre-read)
• Too much time spent looking back, not forward (20/80 rule)
• No monitoring of performance (of committee and club)
• Chairperson – pushing own issues
• Low numbers turning up
• Irregular financial reports



Governance

Doing, hands on, nuts and bolts
Organise teams, balls, trips, selections

Train and manage volunteers

Purpose, Direction, Priorities
Policies
Scan environment
Set and review goals, strategic planning
Monitor progress towards objectives
Stakeholders - understand their interests, add value
Approve budget, monitor performance
Review constitution
Review performance of committee as a group

Management / Operations

V

Typical Agenda – can you spot the problems?
Title: Meeting of Club Committee at place, on date, at time.
• Present
• Apologies
• Previous Minutes (or Minutes of the last meeting)
• Matters Arising from Previous Minutes (not on the Agenda)
• Inward and Outward Correspondence
• Reports (read aloud from written report)

– Chairperson’s / President’s 
– Treasurer’s / Financial (income received/accounts paid)

• Accounts to be passed for payment
• Committee Reports 

– Report or topic #1
– Report or topic #2
– Report or topic #3
– Report or topic #4

• General Business
• Next Meeting



Agenda Problems
Title: Meeting of Club Committee at place, on date, at time.
• Present
• Apologies
• Previous Minutes (or Minutes of the last meeting)
• Matters Arising from Previous Minutes (not on the Agenda)
• Inward and Outward Correspondence
• Reports: 

– Chairperson’s / President’s
– Treasurer’s / Financial (income received/accounts paid)

• Accounts to be passed for payment
• Committee Reports 

– Report or topic #1
– Report or topic #2
– Report or topic #3
– Report or topic #4

• General Business
• Next Meeting

Agenda – tips
• “ Previous minutesPrevious minutesPrevious minutesPrevious minutes” – draft minutes should be sent within 1-2 days after the 

meeting, and any corrections made then. By the time the next meeting starts this 
should just be approved and move on. 

• “ Matters arisingMatters arisingMatters arisingMatters arising” – can end up opening old wounds and re-hash the past.
• “ ReportsReportsReportsReports” – should be pre-read, we don’t want the Chair etc reading word for 

word their report. 
• Focus on important stuff – not the urgent stuff
• Strategy at the top then operations
• By including “committee reportscommittee reportscommittee reportscommittee reports ” which are matched to the strategic plan it 

keeps the focus on the key areas. General business is then left to the end to take 
care of all the other things.  “Crowd out” the agenda

• “ General businessGeneral businessGeneral businessGeneral business” can turn in to rant / rave, who’s got a bee in their bonnet, 
historical rubbish…. “Crowd out” the agenda with the important stuff earlier on

Include a Include a Include a Include a ““““60 second rave60 second rave60 second rave60 second rave”””” –––– it can be quite fun!it can be quite fun!it can be quite fun!it can be quite fun!



Typical Club Structure

Members

President / Chair

XYZ sub committeeCoachSecretary Treasurer

Better Club Structure

Members!!!

President / Chair

XYZ sub committeeCoachSecretary Treasurer



Volunteer planning  Volunteer planning  Volunteer planning  Volunteer planning  ---- the life cyclethe life cyclethe life cyclethe life cycle

Attract Induct

Retain

Train

Recognise / Reward

Tidy your club 

Maintain

Role descriptions
Should be simple, straightforward, encouraging and not daunting!

• A title that's clear and simple
• Importance of the role to the organisation
• Primary objective – try to make them specific and achievable
• Key tasks – be clear but not over-detailed
• Time commitment required (hours and length of commitment)
• Skills or qualifications required – those that are needed for the role
• Police check/references required
• What resources and support will be available – training, travel expenses, 

parking, equipment, supervision (internal and external)
• Reimbursement policy – clear and easy

Its all about succession planning!



e.g. Volunteer Coordinator
The Volunteer Coordinator is responsible for the human resource planning, recruiting, selection, training and recognition of 

______________club/group volunteers. 

The Volunteer Coordinator is directly responsibleThe Volunteer Coordinator is directly responsibleThe Volunteer Coordinator is directly responsibleThe Volunteer Coordinator is directly responsible to the President of ______________ and the members of ______________. 

Responsibilities and DutiesResponsibilities and DutiesResponsibilities and DutiesResponsibilities and Duties

Assess the human resource needs for the club for general running and special events. 
Recruitand recommend the appointment of volunteers to roles that suit them.
Organise the orientation and the induction of volunteers.
Work with the Secretary organising volunteer rosters and maintaining records.
Identify and organise the training and education opportunities for volunteers.
Ensure that volunteers are reimbursedfor their approved out-of-pocket expenses.
Ensure all volunteers are recognisedfor their efforts.
Submit regular reports to the club/group committee. 

Knowledge and Skills Required Knowledge and Skills Required Knowledge and Skills Required Knowledge and Skills Required 

Can communicate effectively and has good interpersonal skills. 
Is positive and enthusiastic.
Is well organised.

Time Commitment RequiredTime Commitment RequiredTime Commitment RequiredTime Commitment Required
The estimated time commitment required as the Volunteer Coordinator of ______________  is ______________hours per week.

Induction
So simple and important yet ..........how many clubs do it?!

Might include...

• Personal welcoming letter from your Club President / Chair
• Role description
• List of members in the club, their roles, responsibilities and phone numbers, 

maybe include a buddy or mentor
• Volunteer code of conduct
• Explanation of the structure and size of the club – as well as it’s history
• Schedule of club fees and what are they used for
• Details of any fund-raising events 
• Information on upcoming training course dates and costs
• Reimbursement information for out-of-pocket expenses
• Dates and times of practices and competitions 



The Chair is not “the boss”
The Chair should:  facilitatefacilitatefacilitatefacilitate effective committee meetings

Responsibilities and DutiesResponsibilities and DutiesResponsibilities and DutiesResponsibilities and Duties

• Sets annual committee agenda
• Helps prioritise its goals,  keeps committee on track
• Manage meetings
• Manage the annual general meeting
• Represent the club at local, regional, state and national levels
• Act as a facilitator for club/group activities
• Planning and budgeting 

Knowledge and Skills RequiredKnowledge and Skills RequiredKnowledge and Skills RequiredKnowledge and Skills Required

• Can communicate effectively
• Is well informed of all organisation activities
• Is aware of the future directions and plans of members
• Working knowledge of the constitution, rules and the duties
• Is a supportive leader for all organisations members

Evaluation-handout
Once or twice a year, ask yourselves...

• Were we well prepared for the meeting? Did we receive and read any 
required material before the meeting?

• Did we participate fully in all discussion and debate?
• Was the meeting guided by the 80/20 rule � 80% looking forward, 20% 

back?  
• Did we ask questions that added value to the proceedings?
• Did attendees opposing the consensus view of the committee provide 

credible rationale for their opposition?
• How well did we achieve our objectives?
• Did we question and explore issues in an appropriate manner?
• Did the Chairperson lead the meeting well, creating a positive  

encouraging environment?    
• Did attendees wear the correct “hat”? Did attendees have the clubs’

best interests at heart, rather than their own?



Summary  
1. Get the structure right – members are #1!
2. Calendar – plan out your year
3. Role descriptions – adds clarity
4. Induction – hit the ground running
5. Agendas - spend time on the big important stuff
6. Chair – facilitate, guide, inspire, stimulate
7. Evaluation – committee and club
8. Get more people helping but offthe committee

Websites
SPARC Club Kit  - everything to run your club: 
http://www.sparc.org.nz/en-nz/communities-and-clubs/T oolkit-for-Clubs/

SPARC shop – booklets etc (go to “About SPARC” then “SPARC store)
http://sparc.ecos.co.nz/servlet/Srv.Ecos_Signon?CN=50124&AC=9fPz8fb29vj29wj2
&UC=RETAIL

Job Descriptions
http://www.sparc.org.nz/en-nz/communities-and-clubs/Toolkit-for-Clubs/Resources1/

Rugby Union – committee planner
http://www.nzrugby.co.nz/Portals/33/docs/Best%20Practice%20Manual/U2%20-
%20Committee%20Planner.pdf



Thank you for your attendance

What legacy will you leave your club?

Mark Coburn
Sport Development Advisor


