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Constitution Information

What is a Constitution

A Constitution is a set of rules, agreed by your
members, which outlines how your organisation
is run. It should be a tool to help your group
run more smoothly. The process of writing it
should help your group clarify what it is about.
It should also do the following:

e Ensure fairness in the way decisions are
made in the group.

e Ensure the group's finances are conducted
properly and openly.

e Provide clear and helpful procedures to use if
things go wrong. This is usually when a
Constitution is most used and most useful.

What does it include?
Any Constitution is likely to include the
following:

e The name and objectives of the organisation.

e Its membership.

e How it will run its day-to-day activities,
including meetings.

e How the Constitution itself can be changed.

e How the organisation can be wound up.

Benefits of having a Constitution

e Allows members to see what the organisation
is trying to achieve

e Greater understanding of the organisation
amongst members

e Can apply for funding i.e. Awards for All

Choosing an appropriate Constitution

It is important that your Constitution helps you.
If you are a small group you do not need a
long, complicated Constitution, and it is not
much use having one your members do not
understand.

A basic Constitution should have the following:

e Name of group

This can be any name providing it is not
misleading or likely to confuse you with any
other organisation or company.

e Aims and objectives

This describes what you are there to do and
how you expect to do it. It is usually written in
very broad terms. For example, to provide
volleyball in the local area, rather than saying
you will run a training session every
Wednesday at the local leisure centre.

That way, you do not have to change your
Constitution if you decide to run the training
session on Thursdays or at another venue.

e Membership
This section sets out who can apply.

e Membership Fees

This should detail who fixes any subscriptions,
how often this is changed, for example, at an
annual general meeting, and who keeps a
record of members and subscriptions paid.

e Officers of the Organisation

This shows which roles will make up the
organisation. The minimum officers you will
need are; i) Chairperson ii) Treasurer iii)
Secretary. It should also detail how and when
these officers can be elected/retire. You may
include other officers as necessary such as,
Volunteer Co-ordinator, Youth Development
Officer, Website Co-ordinator etc.

e General Meetings and Committee
Normally organisations are split into a
Management Committee which is responsible
for the day-to-day running, disciplinary
hearings, appointing sub-committees and the
rest of the members who attend General
Meetings, to decide on major policy matters or
fundamental changes.

It should set out how many Management
Committee meetings will be held per year and
indicate that only members on the committee
can vote.




e Annual General Meetings

Ideally your organisation should have a
meeting at least once a year - an Annual
General Meeting (AGM). This meeting is used
to present an Annual Report, audited accounts
and elect the new Committee.

This section of the constitution should also set
out how emergency and extraordinary
meetings can be called. While most matters
can hopefully be resolved at Management
Committees, issues may arise which need the
full membership to discuss them.

Usually a minimum number or percentage
(usually 25%) of the membership is required to
call for this in writing, so that the process
cannot be used by one or two particular
members who are displeased with how the
organisation is being run.

It is often much easier to find people who want
to join in your activities rather than join your
Management Committee. This may be because
they lack the time, interest or confidence to do
so. When most of the work is done by one or
two people, there is a real risk of the group
folding because they become overburdened.

If this applies to your organisation go to
www.volleyballengland.org for further
information and resources.

Conduct of General Meetings

For all general meetings, the constitution
should set out who can attend, who can vote
and what notice members must have of
meetings. You need to decide the number of
members required to make meetings valid so
that decision-making doesn't become
concentrated in a few people's hands.

The process by which decisions are made
should be clear to everyone. Members should
be able to put forward suggestions to be
discussed (motions), which could be done
verbally or in writing. Usually another named
member has to formally support (second) these
and then a vote is taken on it.

Finance

This limits the use of funds to the organisation.
You need to decide which posts may sign in
order to control the organisation's bank
account. Ideally any finance related issues, e.qg.
cheques drawn against the organisation funds,
should have two signatures from among three
or four Management Committee members plus
the Treasurer's signatures. It should also set
out the duties of the Treasurer.

e Discipline and Appeals

This outlines how a complaint can be made,
who will deal with the complaint, how long the
process will take and how an appeal can be
made.

e Dissolution

This should indicate how a decision to dissolve
the organisation can be taken and how assets
will be disposed of.

e Amendments to the Constitution
Decisions relating to any proposed changes to
the constitution should be made by the whole
membership at an annual or extraordinary
general meeting, with the required number of
people there clearly convened for that purpose.
The proposed changes should be detailed, in
writing, and notified to all members in good
time before the meeting.

You may specify that the changes need a two-
thirds majority of those present, that is, twice
as many in favour as against. This allows you
to make a change where there is a wide
consensus, but stops a relatively small minority
pursuing controversial alterations.
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Template Constitution
NAME OF ORGANISATION

1 Name

The club will be called NAME OF CLUB and will
be affiliated to the English Volleyball
Association

2 Aims and objectives

The aims and objectives of the club will be:

e to offer coaching and competitive
opportunities in Volleyball

e to promote Volleyball within the local
community

e to ensure a duty of care to all members of
the club

e to provide all its services in a way that is fair
to everyone

e to ensure that all present and future
members receive fair and equal treatment

3 Membership

Membership should consist of officers and
members of the club.

All members will be subject to the regulations
of the constitution and by joining the club will
be deemed to accept these regulations and
codes of conduct that the club has adopted.

Members will be enrolled in one of the
following categories:

e Full member

o Associate member

e Junior member

e Life member

4 Membership fees

Membership fees will be set annually and
agreed by the Executive/Management
Committee or determined at the Annual
General Meeting.

Fees will be paid: annually DATE/monthly/by
weekly subscription.

4 Avea county 'Putting volleyball at the heart of your community'

5 Officers of the club

The officers of the club will be:
e Chair

e Vice Chair

e Honorary Secretary

e Treasurer

e Fixtures Secretary

e Publicity Officer

e any other relevant position

Officers will be elected annually at the Annual
General Meeting.

All officers will retire each year but will be
eligible for re-appointment.

6 Committee

The club will be managed through the
Management Committee consisting of:
NAMES OF OFFICER POSTS. Only these posts
will have the right to vote at meetings of the
Management Committee.

The Management Committee will be convened
by the Secretary of the club and held no less
than NUMBER OF MEETINGS per year.

The quorum required for business to be agreed
at Management Committee meetings will be:
NUMBER [ACCORDING TO NUMBER OF
OFFICERS IN POST].

The Management Committee will be
responsible for adopting new policy, codes of
conduct and rules that affect the organisation
of the club.

The Management Committee will have powers
to appoint sub-committees as necessary and
appoint advisers to the Management
Committee as necessary to fulfil its business.

The Management Committee will be
responsible for disciplinary hearings of
members who infringe the club
rules/requlations/constitution. The
Management Committee will be responsible for
taking any action of suspension or discipline
following such hearings.




7 Finance

All club monies will be banked in an account
held in the name of the club.

The Club Treasurer will be responsible for the
finances of the club.

The financial year of the club will end on: DATE

An audited statement of annual accounts will
be presented by the Treasurer at the Annual
General Meeting.

Any cheques drawn against club funds should
hold the signatures of the Treasurer plus up to
two other officers.

8 Annual General Meetings

Notice of the Annual General Meeting (AGM)
will be given by the Club Secretary. Not less
than 21 clear days' notice to be given to all
members.

The AGM will receive a report from officers of
the Management Committee and a statement
of the audited accounts.

Nominations for officers of the Management
Committee will be sent to the Secretary prior
to the AGM.

Elections of officers are to take place at the AGM.

All members have the right to vote at the AGM.

The quorum for AGMs will be NUMBER
[USUALLY 25% OF THE MEMBERSHIP].

The Management Committee has the right to
call Extraordinary General Meetings (EGMs)
outside the AGM. Procedures for EGMs will be
the same as for the AGM.

9 Discipline and Appeals

All complaints regarding the behaviour of
members should be submitted in writing to the
Secretary.

The Management Committee will meet to hear
complaints within NUMBER days of a complaint
being lodged. The committee has the power to
take appropriate disciplinary action including
the termination of membership.

The outcome of a disciplinary hearing should
be notified in writing to the person who lodged
the complaint and the member against whom
the complaint was made within NUMBER days
of the hearing.

There will be the right of appeal to the
Management Committee following disciplinary
action being announced. The committee should
consider the appeal within NUMBER days of the
Secretary receiving the appeal.

10 Dissolution

A resolution to dissolve the club can only be
passed at an AGM or EGM through a majority
vote of the membership.

In the event of dissolution, any assets of the
club that remain will become the property of
NAME OF GOVERNING BODY OR SOME OTHER
CLUB WITH SIMILAR OBJECTIVES TO THOSE
OF THE CLUB.

11 Amendments to the constitution
The constitution will only be changed through
agreement by majority vote at an AGM or EGM.

12 Declaration

NAME OF CLUB hereby adopts and accepts this
constitution as a current operating guide
regulating the actions of members.

Club Chair

Signed:

Date:

Name:

Club Secretary

Signed:

Date:

Name:
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Committee Guidelines

Club committees' are essential, with roles and
objectives to fulfil.

Role of the Committees

e Each committee has a specific function,
which should be clearly defined and
understood by all members

e Committees should have an agenda
specifying what is to be accomplished at
each meeting, items needing to be discussed
and what decisions are needed.

e Having an effective chairperson who provides
leadership is vital

e Having an effective secretary is also
important. Responsible for helping to prepare
agendas, collates the appropriate
data/reports or other material necessary to
clarify issues and prepares the minutes of the
meeting.

Role of Committee Chairperson

e Decide on an agenda in advance of the
meeting. Develop and review relevant
background material and ensure all is
distributed several days before the meeting.

e Start and end meetings on time

e Promote/quide discussion, and ensure all
aims are achieved and issues resolved.

e Keep meetings relaxed and constructive.

e Encourage participation by all participants
and control participants who tend to dominate

e Endeavour to obtain a consensus in the
meeting to avoid voting on every proposal.

e Summarises conclusions and actions to be taken
and by whom before the next meeting
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Role of Commitee Members

e Attend all meetings, arrive on time and plan
to stay until the required time.

e In advance of the meeting, review the agenda
and consider items to be discussed. Read
any advanced material.

e Ask questions regarding anything that isn't
fully understood.

e Share responsibility with the other members
for undertaking tasks, accomplishing
objectives ensuring good use of everyone's
time.

Preparing for a
Committee Meeting

e Try to announce the date of the meeting at
least two weeks in advance to give everyone
a chance to organise their other commitments.

Before the Meeting

e Ensure that there is a valid reason for meeting

e Distribute minutes from the previous meeting
as soon as possible

e Determine an agenda for the meeting

e Distribute a draft agenda item request - are
there any items people would like to add to
the agenda?

e Confirm the time and location of the meeting
e Liaise with the committee for input on the agenda

e Encourage all committee members to provide
a brief report (side of A4, bullet points) to
hand out at the meeting to avoid a lengthy
boring oral report at the start of the meeting

e Arrange meeting room, materials i.e. flip
charts, refreshments etc

e Distribute final agenda to appropriate people
and any supporting reports and/or information




e Determine if there are any problems that will
probably arise during the meeting, and
devise a plan of how these will be addressed

The Day of the Meeting

e Try to arrive early in order to make sure the
room is still available and to 'set up'

e Bring copies of the last meeting minutes for
anyone who did not receive them or has
forgotten them

e Start on time even if some members are not
present. People are giving up their valuable
time - do not waste it!

e Try to stick to the agenda and a sensible
timeframe. If it is taking far too long to get
through the agenda items, get the committee
to consider changing it to maintain the
timeframe. However, try to stick to the
agenda, in both content and time allocation,
unless new information or an emergency
dictates otherwise

e Ensure all important decisions are recorded
accurately

e Use the 'Take-Action Meeting Form' in this
section, to clearly determine and record who
will be responsible for follow-up activities and
the timeframe in which to do so

e Strive to make decisions, rather than
deferring or avoiding controversial items: if it
is important it won't go away: if it's not
important you should not waste any more
time on it.

e Encourage all attendees to actively participate

e Set a date, time and location for the next
meeting

After the Meeting

e Collate all information handed out during the
meeting, file and/or distribute as appropriate

e Type up minutes of the meeting and
distribute to appropriate people

e Action any items as agreed

e Prepare for the next meeting!

Template AGM Agenda

'INSERT NAME' VOLLEYBALL
ASSOCIATION ANNUAL GENERAL
MEETING

Minutes of A.G.M held on 'insert date'
2005 at 'insert time' at 'insert location’'

1. Welcome.

2. Attendance and Apologies
3. Minutes.

4. Matters Arising

5. Reports

Written Reports from:
e Chairman
e Secretary
e Treasurer
e Competitions
e Coaching
e Junior Development
e Officials
e EVA Regional Representative
e Area Reports
6. Planning Items
e.g. Competitions, Junior Squads, Coaching
. League Matters
e.g. League rules, league fees

8. Election of Officers. 2005/6
9. Any Other Business
10. Dates of Next Meetings

~
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Template Minutes of Meeting

'Insert Club/Association Name'

All Committee Members
All Members
Notice Board ‘Insert Date’

MINUTES OF THE MEETING OF THE MANAGEMENT COMMITTEE OF 'INSERT NAME OF
CLUB/ASSOCIATION', HELD ON 'INSERT DATE" AT 'INSERT LOCATION' AT 'INSERT TIME'

Present: Insert Name Chairman
Insert Name Head Coach
Insert Name Jnr Dev Off (Primary)
Insert Name Fixtures/Publicity Member
Insert Name Vice-Chairman
Apologies: Insert Name Hon Sec
Insert Name Fundraiser
Absent: Insert Name Asst Coach
Insert Name Asst Coach
Item No Comment Action
1. MINUTES OF THE LAST MEETING
The minutes of the last meeting where accepted as a true record.
2. MATTERS ARISING FROM PREVIOUS MINUTES -
3. Reports - CHAIRMAN
4. SECRETARY -
5. TREASURER -
6. COMPETITIONS -
7. COACHING -
8. JUNIOR DEVELOPMENT -
o. OFFICIALS -
10. EVA REGIONAL REPRESENTATIVE -
1. AREA REPORTS -
12. PLANNING ITEMS -
13. LEAGUE MATTERS -
14. ELECTION OF OFFICERS -
15. ANY OTHER BUSINESS -
16. DATES OF NEXT MEETINGS -
Signed (Chairman)

Volleyball Club
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Ta ke'ACtion Meetinq Form identify activities that need to be undertaken
: : or followed up after the meeting.

This form can be used to make your committee

meetings more effective. Often meetings can

take up a significant amount of time but

actually achieve little.

The completed form can then be circulated
after the meeting to the appropriate people
and should be viewed as an official record of
deadline dates of what activities need to be

The form allows you to record important undertaken and by whom.

decisions that have been made and to clearly

Agenda Decision Follow-up Responsibility Deadline
Item Reached Activity

10.
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What Records Should
Be Kept?

It is good practice for all clubs to keep records.

The filing and updating of records is usually the
responsibility of the Club Secretary.

Essential Records...
e Constitution

e Minutes of meetings

e Statement of accounts

e Club diary

e Contact information including parental
permission (for junior members)

e Personal data records for:
Committee members
Staff members (paid and voluntary)
Club members (including medical
information)

e Accident book

e First aid book and emergency procedures

o Risk Assessments

e Health and safety policy

e Code of conduct policies

e Child protection policy

Other Records...
e Equipment checklist

e Maintenance records

e Petty cash records

e Stock list

e Cleaning rota if applicable

Development Plans

Planning Ahead

Putting an action plan together to develop your
club does not need to be a complicated task. In
fact, the simpler the better. Complicated plans
can be difficult to follow and therefore hard to
achieve.

Good plans are short and concise. They should
be realistic and achievable and should be
relevant to the needs of the club. It is much
more sensible for your plan to have five
objectives that will be achieved rather than
twenty five which will not.

Benefits of producing a club development plan
are:

e It sets out clearly what the club wants to
achieve

e It keeps members informed of where the club
is going

e It can help to recruit new members

e It is a good way of demonstrating the
clubs commitment to improving its strength
and structure

e |t focuses activity on key areas, so that
energy is not diluted across too many
areas

e It is required by many local and national
funding bodies to support applications for
grants.

When putting an action plan together consider
the following points:

e What aspect of your club do you need to
develop?

e How are you going to do it?

e Who is going to do it?

e When is it going to be done?

e What will it cost?

A planning template included at the end of this
section, with an accompanying sample
development plan can be used to help develop
your own club's plan for the future.

Whatever development plan you choose for
your club you will need to monitor, review and
revise it to ensure that your club continues to
develop.
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Your local authority sports development unit
should be able to provide you with support to
help with the development planning process.

Reviewing Progress

At the end of a year or season it is good
practice to review the achievements of your
club and make a critical appraisal of how things
might be improved or developed for the next
season. This usually involves reviewing
progress against the club development plan but
should also take account of members' views on
what they enjoyed and what they might like to
see in the future.

HELP AVAILABLE

Sports Development Planning
Running Sport Workshop

Running Sport Workshops aim to help sports
clubs and sports volunteers to 'work smarter,
not harder'.

This 3 hour workshop will help you to create a
development plan for your club to progress and
grow.

By the end of this workshop participants
should be able to understand:

e The principles of sports development and
performance pathways - so your performers
can keep improving.

e The principles of a planning process - so you
know where to start, and what to do next.

e How to apply the principles of planning to
sports development - so that it is relevant to
your situation.

e How to write a sport development plan for
your own club - so your club knows where it
is going, and how it will get there.

For more information on the above workshop
contact:

Running Sport Support Team,

3rd Floor, Victoria House

Bloomsbury Square

London, WCI1B 4SE

Tel: 0207 404 2224

www.sportengland.org/running_sport.htm
or e-mail: runningsport@coachwise.ltd.uk
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Development Plan

Name of Club Date
Area of activity Details of proposed action Total Responsibility Completion
date
Networking Meet with Local Authority Sport Development / Development Group|  Dec 2005
Officers to discuss ways of linking the junior
section of the club to other initiatives
Networking Meet with the Local Education Authority to promote / Development Group|  Dec 2005
volleyball in Secondary and Primary schools
Networking To work with local Sports Centres and Youth groups £100 | Development Group|  Feb 2006
to establish taster sessions & Coaching staff
Club safety Review club registration procedures and ensure all new £5 Club Welfare Sept 2005
members are registered before the start of the season Officer (CWO)
Club safety Develop an emergency procedure for the club and give £25 Club Welfare Sept 2005
copy to all officials, volunteers and coaches. Officer (CWO)
Development Plan
Name of Club Date
Area of activity Details of proposed action Total Responsibility Completion
date
Training Two members of the club (one being the Club Child £20 Child Welfare Sept 2005
Welfare Officer) to attend a Sports Coach UK Child Officer or Junior
Protection and Good Practice Workshop. Corordinator
Training Two members of the club to take basic first aid course £20 Child Welfare Jan 2006
Officer
Training Establish an U4 girls training programme £200 Development June 2005
Group
Enter new U4 girls team into local league. £50 Sept 2005
Deployment Write task descriptions for Head Coach, / Child Welfare Sept 2005
Assistant Coach and Junior Team Manager. Officer or Junior
Co-ordinator
Club safety Ensure all volunteers working with junior / Child Welfare Sept 2005
members have completed self-declaration forms. Officer or Junior
Co-ordinator
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Development Plan

Name of Club Date
Area of activity Details of proposed action Total Responsibility Completion
date
Deployment Adopt and introduce Codes of Conduct for coaches, £5 Club Management | Sept 2005
parents and officials. Committee
Send letter to all parents/guardians at the start £10 Child Welfare Sept 2005
of the season Officer or Junior
Co-ordinator
Club Promotion | Put press release in local paper to recruit new members / Press Officer Sept 2005
Club review Produce an annual report for the club AGM. / Development Group | June 2005
Use feed back forms to access and review previous season. and Club
Management Group
Development Formally review last years development plan and draw / Development Group | July 2005
plan review up plan for the next 12 months. and Club
Management Group
Fund raising Hold a come and play/corporate tournament at the £30 | Development Group | Sept 2005
start and end of the season to supplement club funds. June 2006
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NOTES
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Volleyball England

Suite B, Loughborough Technology Centre
Epinal Way
Loughborough
LET 3GE

Tel: 01509 631699
Fax: 01509 631689
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