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The following tables provide an indication of the major areas of responsibility for each of the named roles. While it is important to have some guiding principles it is also very important that each volunteer brings their own personality and flair to the role they undertake at the Academy. Team work is also essential and all our volunteers must work for the goof of the Academy members.
	Role


	The person in this role will - 

	Chairman

Kevin Lemasney


	· Provide Leadership

· Develop Strategy
· Responsible for overall organisation

· Co-ordinate and monitor Action Plan

· Represent the Academy on the Executive Committee
· Act as Academy Spokesperson
· Prepare Annual Report



	Vice Chairman

Open


	· Assist the Chairman in his/her  role and prepare to take over from him at the end of his term of office
· Act as an Academy Ambassador


	Past Chairman

Nigel Metcalfe


	· Act as an Academy Ambassador

· Act as advisor to the committee and squad managers

· Co-ordinate the annual awards


	Treasurer

Jane Baines
	· Prepare Budget

· Manage Academy accounts
· Keep auditable records of all financial transactions
· Provide accurate account of finances at committee meetings

· Prepare Annual accounts following [May 31st] end of year



	Academy Secretary

Katie Griffiths

	· Co-ordinate general administration of the Academy 

· Co-ordinate management of committee meetings and notes

· Serve as the focal point for communication – internal and external

· Assist committee in development, implementation and management of processes which the Academy needs to follow



	Membership Secretary

Kevin Gollop

	· Co-ordinate Registration of players on RugbyFirst
· Work with the Assistant CCC to ensure that all volunteers are Club Members
· Provide details of new kit requirements to Shop Keeper 



	Fixtures Secretary

Nigel Metcalfe

(Looking for an assistant)
	· Co-ordinate home & away fixtures list

· Keep results table and Academy diary up to date

· Liaise with Managers to ensure they understand the management of fixtures


	Head Coach

Ben Harvey

(Assisted by Ben Evans)
	· Recruit/appoint Lead Coaches for each of the Academy Squads

· Manage & develop coaches

· Communicate training techniques to players

· Management/allocation of pitches


	Safeguarding Officer

Claire Lowe
	· Ensure that policies are compliant with RFU and Local Government guidelines

· Ensure that all committee members, managers and coaches are registered Club members and CRB checked
· Provide guidance to all managers and coaches on safeguarding good practice

· Work with the Academy CCC to arrange training sessions for those in need 

· Oversee any investigations into reported cases 


	Volunteer Coordinator

Adrian Colston Weeks
	· Recruit new volunteers

· Help induct new volunteers

· Arrange annual recognition for all volunteers 



	Kit Master
Bron Le Brun

	· Manage Equipment procurement & maintenance

· Management playing kit

· Manage Equipment room 


	Communication
Chris Carpenter

	· Lead on all aspects of Academy communication
· Look after sponsors interests

· Brief the local media on items of interest

· Ensure that the website is up to date

· Ensure that our sponsors are aware of the media stories

· Liaise with the fixtures secretaries and squad managers to ensure that results are published



	CCC, Community & RFU Liaison

David McCormack (RDO)

	· Liaise with schools rugby coaches

· Promote the Academy within the local primary & secondary schools

· Arrange fixtures with school squads

· In association with the Head Coach organise Level 1 & 2 coaching courses for coaches 


	Assistant CCC – Club Coaching Co-ordinator
Julie Laffoley

	· Help with the recruitment of new coaches

· Ensure that all coaches & managers are registered members and CRB checked and that their records are kept up-to-date

· Track the development of each coach

· Help David McCormack & Ben Harvey with the organisation of coach development courses



	Events 
Tim Mitchell
	· Make arrangements for the Siam Cup
· Assist the Past Chairman in the organisation of the Awards ceremony


	Squad Lead Coaches
Neil, Roger, Simon, Phil, Colin, Dave, Scott, Pat, Guy & Nathan
	· Work with the Squad Manager and the Head Coach to ensure that there is an adequate coaching team in place before the start of the season

· Liaise with the Kit Master to ensure the correct level of equipment before and during the season

· Organise and manage training sessions

· Liaise with the Head Coach to ensure the appropriate development of the coaching team

· Select squads for fixtures

(A dedicated section on the Academy website contains a number of very informative and useful documents for all lead coaches.)


	Squad Manager

Mike & Katie, Fi, Michelle, Iain, Nicky, Cherry, Anne, Brian, Tracey & Jimmy, Claire, Gail and Alan & Chris

	· Work with the Lead Coach to ensure that there is an adequate coaching team in place before the start of the season

· Act as the all important link between parents and coaches

· Ensure that all players and coaches are correctly registered with the Membership Secretary

· Keep an attendance record at each training session and send a copy to the membership secretary after each session
· Liaise with the Treasurer on a regular basis to ensure that the squad accounts are up to date

· In association with the Fixtures Secretary and the Club House manager arrange home fixtures
· Organise away fixtures
· Safeguarding is an extremely component of the manager’s responsibility. Managers should familiarise themselves with Club and RFU guidelines and ensure that coaches do likewise.


(A dedicated section on the Academy website contains a number of very informative and useful documents for all lead coaches.)



	Management Sub-Committee

Chairman, Vice Chairman, Treasurer, Membership Secretary


	· Agree annual budget

· Manage cash flow
· Manage membership issues


	Safe guarding Sub-Committee

Safeguarding Officer

Nicky Le Bihan, Phil Dennett, Philippa Daubeney

	· The JRFC has an agreed Safeguarding policy and the role of this sub-committee is ensure that the Academy not only follows Club and RFU guidelines but instils a culture of best practice in the care of our members and visitors
(Risk assessments, First Aid and physio cover are areas that the members would look at and concerns and suggestions would be reported to both the Academy and Executive committees) 


	Hampshire County Sub--Committee

Marcus, Dave, Claire, Gail, & ?


	· Work with the RDO and the Head Coach on the selection of County players

· Establish an annual budget and make the necessary arrangements for payments to be made

· Ensure that regular new items are conveyed to the Comms person and the local media



	Fixtures Sub-Committee

Nigel, Katie

	· Establish an annual blueprint for fixtures that includes home and away fixtures, house competitions, inter-age games and involvement with local schools
· Liaise with the squad managers to ensure that games are being planned and executed as agreed


	Communications Sub-Committee

Chris Carpenter, Jane Pinel,  
	· The JRFC and JRFCA enjoy a very high profile in the local community. This sub-committee will ensure that the local media receive a regular supply of interesting articles on the activities of each squad and the Academy in general. Our website is an important tool and this will be kept fresh and interesting with a variety of in-house material.
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