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Club information
About the club

This section can include information on the history of your club, including when and how the club was established.
The club’s achievements can also appear in this section.  Success in competitions or promotion to higher leagues can be mentioned.  Has the club has expanded due to the growth of its membership?  Are there any famous members or professional athletes that have emerged from the club?  Has your club achieved Clubmark or the NGB equivalent?
This section can finish with a brief explanation of the state of the club today.  For example, how many teams do you have?  How many training sessions do you offer? How many coaches do you have?

You could also mention any social functions you organise for club members to highlight the community ethos of your club.

How long should this section be?

3-4 paragraphs

How do I join the club?

This section will provide prospective new members with the information they need to join the club. It should include:

· Who to contact: Do they come down to the club on a training night?  If so, who do they speak to?  Do they have to contact someone by phone?  Can they become a member online?

· How to pay: Do they fill in a membership form?  Do they pay in cash?  Can they pay by card?  Do they have to pay in full or can they pay monthly by direct debit?  Who do they give the membership form and money to?
Some clubs offer free training sessions or a ‘try before you buy’ offer to prospective members to ensure they want to join.  If your club offers this service, it can be mentioned in this section.
If by joining your club, a member becomes affiliated to you National Governing Body i.e. the Football Association, this should be mentioned in this section.

Membership costs should be included in this section.
How long should this section be?

The length of this section will depend on the process you have in place for taking new members.  A list of membership costs may also affect how long this section is.  Ideally this section should be between half a page and a page.
All members should know…
This section allows you to inform all new members and parents of important documents they need to read or may need to use in the future.  You can list the important documents and provide links to the appendices at the back of the welcome pack. 
The list should include:

· Codes of conduct for participants (see appendix A)
· Codes of conduct for parents / carers (see appendix B)

· Child protection policy and contact details for the Club Welfare Officer (See appendix C)

How long should this section be?

This section should include a sentence stating that all members and parents should read these documents and a list of the documents to read.
Club management and communication

Club management

This section explains the management of the club including the structure of the committee i.e. which positions are held on the committee.
How often does the committee meet?  When is the AGM and are all members invited to this?
What topics are discussed during the committee meetings and how would a regular member raise an issue to be discussed at a committee meeting?

How long should this section be?

1-2 paragraphs

Club officials

This section should list all relevant club officials along with contact details if necessary.
One way of setting this information out could be to start with the role, then provide the name of the official, a brief description of their role and contact details.

Please be aware that providing an email address for contact information is fine, but for roles such as the Child Welfare Officer, you will need to provide a phone number as well as an email address, due to the urgency and sensitivity of some of the issues they deal with.

Example

Child Welfare Officer: Julie Fishwick

Role description: Ensures the safety and welfare of children and vulnerable adults within the club. The Welfare Officer is the point of contact for any welfare concerns within the club

Contact information: jfishwick@talknet.com
How long should this section be?

The length of this section will depend on how many officials you include.  Coach information can be included in another section to ensure this section is not too large.

Communication

This section allows you to stress the importance of communication between the club and its members.  You can also provide a list of all the ways the club communicates with its members.  Examples of communication can include:
· Club website: If you have a club website, you can provide the members with an address here and a brief description of what they can find on the website.
· Email: Do you produce an e-newsletter?  Do you encourage members to provide you with an email address so you can communicate information to them?  If so, place this information here.
· Club notice boards: If your club has a fixed, portable or virtual notice board, let your members know, as well as informing them what kind of information is placed on there and how often it is updated.

· Club newsletters: Do you produce a club newsletter (email or paper)?  If so, how can members get a copy?  Is it placed on your notice board?  Is it handed out after coaching sessions?

· Verbal communication: You can use this section to inform members and parents of any meetings that take place, where they can receive information or speak to someone about any issues they have.  For example some coaches have a parents meeting at the start of a season and then on a bi-monthly basis just to keep in contact with parents.

Training and coaching
Where we train

In this section, please state all venues with full addresses that you use for training.  If you train at different venues on different days or there are different venues for different teams/age groups, this information should be included here.

Example

Pendelton Hockey Club

Dipton Lane

Oaksfield

FS3 7DB
How long should this section be?

This section only needs to include information on training venues.  As a result the length of the section will depend on how many training venues you have.

When we train
In this section, you should list all of the training sessions you run, including start and finish times, venues and who the training sessions are for.

Training fees

In this section, you should list the prices of individual training sessions if this is applicable to your club.  If you offer free training sessions before a possible member has to join, please state this here.

Example

Under 16s: £2 per session

16-18 yr olds: £2.50 per session

Adults: £3 per session.

Club coaches
This section will provide members and parents with information on your club’s coaches.  If you have more than one coach per team, you may wish to select one coach per team or age group.  Ideally this person should be a key contact for their team/age group.  If you have a team manager for your teams, it maybe a good idea to include their information as well as a coach as the team manager may be the key contact.

Coach information could include their name, the age group they coach and contact details including an email address and phone number.

Example

Under 12s coach

Coach: James Brewster

Contact details: james.brewster@talknet.com
You should also provide a paragraph that explains that your club uses qualified coaches who are committed to improving the standards of coaching with coaches regularly updating their qualifications where appropriate.

This paragraph should also state that your club ensures all coaches and volunteers who work with children have undergone an Enhanced Criminal Record Bureau Check (CRB).

How long should this section be?

This will depend on the number of coaches and/or team managers you include.

Training tips
This section will allow you to inform members or parents/guardians of any ground rules regarding training.  These rules will be specific to each club but there are some examples below.
· Please wear suitable clothing and footwear for training and the weather conditions.  If in doubt, please speak to one of the coaches.
· Ensure you or your child has a drink with them.  If possible can you please ensure that this drink is not fizzy.

· Try not to eat a large meal before training.
· If for some reason you cannot make a training session, please inform the appropriate coach or team manager.
Safety in sessions

Conduct in training sessions

This is a great place to include a code of conduct or a set of rules for participants.  The example below is from the County Durham Sport website.  This is very generic and does not refer to sports specific rules such as handling equipment.  This may be something your club could add in if you do not have a set of existing rules.
Example

· Always play by the rules.
· Never argue with an official.  If you disagree, have your captain, coach or manager approach the official during a break or after the competition.
· Control your temper.  Verbal and physical abuse is not acceptable in life and in sport.
· Work equally hard for yourself and/or your team.  Your team’s performance will benefit and so will you.
· Treat all participants in your sport as you would like to be treated.  Do not bully or take unfair advantage of another competitor.
· Support your coach, manager, team-mates and opponents.  Without them, there would be no competition.
· Participate for your own enjoyment and benefit, not just to please your parents and coaches.
· Respect all of your fellow participants.
· Behave responsibly.  Discriminatory, offensive and violent behaviour towards any individual is unacceptable and will be acted upon.
· Do not leave the playing/training venue unless the coach or manager is aware.
· Remember, it is your responsibility to always be on time and prepared for all activities.
· Always take time to thank all those who help you take part in your chosen sport/activity.
How long should this section be?

This depends on how many points you have, although it is worth considering that this code of conduct relates to the participants, so it shouldn’t be too long otherwise they won’t read it all.
First aid

In this section you should list the officials and/or coaches who are appointed as qualified first aiders for your club.  There should be a qualified first aider at all sessions.
You can also use this section to inform members and parents/guardians where the nearest phone is and where the first aid kit is kept.
Competitions
Competitions and fixtures

You may want to use this section to explain your club’s fixtures.  This could include which leagues you compete in and which age groups they apply to.  You may also want to include any one-off tournaments you attend including their structure if this is seen as important.
It may be worth using this section to discuss the club’s arrangements for away fixtures.  For example are parents expected to ensure their children get to away fixtures?  What do the members have to wear?
How long should this section be?

You may wish to explain the basics in this section rather than including lists of fixtures for each team.  Individual fixture lists could be handed out separately, making this section shorter.

Other information

Clubmark
If your club has achieved Clubmark or the equivalent National Governing Body accreditation, this section can be used to explain the importance of achieving these standards and what it means for members.
Example

Pendelton Fencing Club achieved Clubmark in 2010.  Achieving this recognizes that the club is committed to providing a high quality experience for children and young people.  In achieving this status we have demonstrated that we have created a safe and fair environment for children and young people, where they can develop their skills and have fun.
As an accredited club we are committed to the future of the club and continually work to improve and develop our current standards.  If you have any suggestions of how we can improve, please speak to one of our club officials.
How long should this section be?

If your club has already achieved Clubmark or you are working towards accreditation, this section should only be 1-2 paragraphs long.  If your club is not working towards Clubmark and you would like more information please contact your National Governing Body or visit www.countydurhamsport.com
Child welfare

This section gives you the opportunity to expand on the importance of child welfare in your club and inform new members and their parents/guardians of the procedures in place to protect children and young people.  You may want to explain that the club has adopted a child protection policy, you have a Child Welfare Officer and your coaches have attended child protection training.
Example

The safety and enjoyment of our children and young people is of vital importance to us.  We have a club child protection policy, which all our coaches and volunteers involved with our young members adhere to.  Our designated Child Welfare Officer [insert name] is trained to deal with safeguarding and child protection issues.  [Insert name] also has links to a number of organisations trained to deal with safeguarding.  If you have any concerns, your Child Welfare Officer is there to help.
Volunteers

This section will allow you to explain the importance of volunteers within your club and to promote any volunteering opportunities.  Even if you do not have any specific roles to offer, volunteers are always useful.
Example

Like most sports clubs, we rely on the time and skills of our volunteers to ensure our club keeps running year upon year.  We are always on the look out for new volunteers, so if you are an existing member, a new member or a parent or partner our club needs you!  Coaches and officials are not the only volunteer roles within our club – we need volunteers within all aspects of club life.  So whether you are great at fundraising, develop websites and websites, organising social events or you just fancy helping out let us know.  We’d love to have you on board! 
Parent code of conduct
It is important for parents to behave correctly during training sessions and particularly during competition.  If you have any rules and regulations or codes of conduct, they can be included in this section.  Alternatively, this section can be used to direct people to an appendix where they can find the code of conduct.
Example

This example is taken from a Clubmark template.
· Encourage your child to learn the rules and play within them
· Discourage unfair play and arguing with officials
· Help your child to recognise good performance, not just results
· Never force your child to take part in sport
· Set a good example by recognising fair play and applauding good performances of all
· Never punish or belittle a child for losing or making mistakes
· Publicly accept officials' judgments
· Support your child's involvement and help them to enjoy their sport
· Use correct and proper language at all times
· Encourage and guide performers to accept responsibility for their own performance and behaviour
Social functions

This section allows you to highlight the social side of your club including any events members and parents/guardians are invited to attend.  Examples include BBQs, fundraising events, Christmas parties or awards ceremonies.
National Governing Body

In this section, you can provide information on  your National Governing Body i.e. England Hockey, how they support you and the contact details of your local development officer.
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