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INTRODUCTION
Welcome to the Galmington Dragons Information Pack.
This pack provides all managers with the necessary information to run their age groups.
All required policies, procedures and forms to maintain FA Charter Standard Status are within this
pack.
All managers must use the contents of this information pack to run their individual age groups.
Galmington Dragons have adopted the FA Charter Standard Club Programme Constitution and
Club Rules along with other policies and procedures required for FA Charter Status.
GALMINGTON DRAGONS EXECUTIVE COMMITTEE
James Ward
Chairperson

Martin Day
Vice Chairperson

Carmela Tucker
Secretary

Stephen Walkman
Vice & Minute Secretary

Peter Kirby
Treasurer

Simon Trump
Club Welfare Officer

Martyn Lever
IT/Website Co-ordinator

CLUB PHILOSOPHY
To provide an excellent, safe opportunity for young people in our community, irrespective of their
age, ability, sex, religion or ethnic background, to develop their personal skills, confidence and
self-esteem through a shared love of football;
To encourage players and coaches to constantly strive to develop their own sporting and personal
potential within the game;
To encourage all members to help maintain the highest standards in all areas of their lives both
on and off the pitch;
To help establish a secure club for the future through a selfless sense of civic duty which in turn
can provide a benefit through its contribution to and as a role model for our broader society.
And finally, through all our best endeavours, to make the ball, without which there would be no
game, happy!

SECTION 1.0
CONSTITUTION AND CLUB RULES

CONSITUTION AND CLUB RULES
1 Name
The club shall be called Galmington Dragons F.C.
(the “Club”)
2 Objects
The objects of the Club shall be to provide facilities, promote the game of Association Football, to
arrange matches and social activities for its members and community participation in the same.
3 Status of Rules
These rules (the “Club Rules”) form a binding agreement between each member of the Club.
4 Rules and Regulations
(a) The members of the Club shall so exercise their rights, powers and duties and shall, where
appropriate, use their best endeavors to ensure that others conduct themselves so that the
business and affairs of the Club are carried out in accordance with the Rules and Regulations of
The Football Association Limited (“The FA”), County Football Association to which the Club is
affiliated (“Parent County Association”) and Competitions in which the Club participates, for the
time being in force.
(b) No alteration to the Club Rules shall be effective without prior written approval by the Parent
County Association. The FA and the Parent County Association reserve the right to approve any
proposed changes to the Club Rules.
(c) The Club will also abide by The FA’s Child Protection Policies and Procedures, Codes of
Conduct and the Equality Policy as shall be in place from time to time.
5 Club Membership
(a) The members of the Club from time to time shall be those persons listed in the register of
members (the “Membership Register”) which shall be maintained by the Club Secretary.

(b) Any person who wishes to be a member must apply on the Galmington Dragons Registration
Form and deliver it to the Club. Election to membership shall be at the discretion of the Age Group
Manager (AGM) for Players. Election to membership shall be at the discretion of the Club
Committee for coaches. Membership will be granted in accordance with the anti-discrimination
and equality policies which are in place from time to time. An appeal against refusal may be
made to the Club Committee in accordance with the Complaints Procedure in force from time to
time. Membership shall become effective upon an applicant’s name being entered in the
Membership Register and be subject to clause 7 (a).
(c) In the event of a member’s resignation or expulsion, his or her name shall be removed from
the Membership Register.
(d) The FA and Parent County Association shall be given access to the Membership Register on
demand.
6 Annual Membership Fee
(a) An annual fee payable by each member shall be determined from time to time by the Club
Committee and set at a level that will not pose a significant obstacle to community participation.
Any fee shall be payable on successful application for membership and annually by each
member. Fees shall not be repayable.
(b) The Club Committee shall have the authority to levy further subscriptions from the members
as are reasonably necessary to fulfill the objectives of the Club.
7 Resignation and Expulsion
(a) A member shall cease to be a member of the Club if, and from the date on which, he/she gives
notice to the Club Committee of his/her resignation. A member whose annual membership fee or
further subscription is more than two (2) months in arrears shall be deemed to have resigned.
(b) The Club Executive Committee shall have the power to expel a member when, in its opinion, it
would not be in the interests of the Club for them to remain a member. An appeal against such a
decision may be made to the Club Executive Committee in accordance with the Complaints
Procedure in force from time to time.
(c) A member who resigns or is expelled shall not be entitled to claim any, or a share of any, of
the income and assets of the Club (the “Club Property).
8 Club Committee
(a) The Club Committee shall consist of the following Club Officers: Chairperson, Vice
Chairperson, Treasurer, Secretary and Minutes Secretary and up to five other members, elected
at an Annual General Meeting.

(b) Each Club Officer and Club Committee Member shall hold office from the date of appointment
until the next Annual General Meeting (“AGM”) unless otherwise resolved at an Extraordinary
General Meeting (“EGM”). One person may hold no more than two positions of Club Officer at any
time. The Club Committee shall be responsible for the management of all the affairs of the Club.
Decisions of the Club Committee shall be made by a simple majority of those attending the Club
Committee meeting. The Chairperson of the Club Committee meeting shall have a casting vote in
the event of a tie. Meetings of the Club Committee shall be chaired by the Chairperson or in their
absence by the Vice Chairperson. The quorum for the transaction of business of the club
Committee shall be three.
(c) Decisions of the Club Committee of meetings shall be entered into the Minute Book of the Club
to be maintained by the Club Secretary.
(d) Any member of the Club Committee may call a meeting of the Club Committee by giving not
less than seven days’ notice to all members of the Club Committee. The Club Committee shall
hold not less than four meetings a year.
(e) An outgoing member of the Club Committee may be re-elected. Any vacancy on the Club
Committee which arises between Annual General Meetings shall be filled by a member proposed
by one and seconded by another of the remaining Club Committee members and approved by a
simple majority of the remaining Club Committee members.
(f) Save as provided for in the Rules and Regulations of The FA, the Parent County Association
and any applicable Competition, the Club Committee shall have the power to decide all questions
and disputes arising in respect of any issue concerning the Club Rules.
(g) The position of a Club Officer shall be vacated if such person is subject to a decision of The
FA that such person be suspended from holding office or from taking part in any football activity
relating to the administration or management of a football club.
9

Annual and Extraordinary General Meetings

(a) An AGM shall be held in each year to:
(i)

receive a report of the activities of the Club over the previous year

(ii)

receive a report of the Club’s finances over the previous year

(iii)

elect the members of the Club Committee consider any other business.

(iv)

consider any other business.

(b) Nominations for election of members as Club Officers or as members of the Club Committee
shall be made in writing by the proposer and seconder, both of whom must be existing members
of the Club, to the Club Secretary not less than 21 days before the AGM.
Notice of any resolution to be proposed at the AGM shall be given in writing to the Club Secretary
not less than 21 days before the meeting.
(c) An EGM may be called at any time by the Club Committee and shall be called within 21 days
of the receipt by the Club Secretary of a requisition in writing, signed by not less than five
members stating the purposes for which the Meeting is required and the resolutions proposed.
Business at an EGM may be any business that may be transacted at an AGM.
(d) The Secretary shall send to each member of either committee, at their last known address,
written notice of the date of a General Meeting (whether an AGM or an EGM) together with the
resolutions to be proposed at least 14 days before the meeting.
(e) The quorum for a General Meeting shall be:
(f) The Chairperson, or in their absence a member selected by the Club Committee, shall take the
chair. Each member present shall have one vote and resolutions shall be passed by a simple
majority. In the event of an equality of votes the Chairperson of the Meeting shall have a casting
vote.
(g)The Club Secretary, or in their absence a member of the Club Executive Committee, shall
enter Minutes of General Meetings into the Minute Book of the Club.
10 Club Teams
At its first meeting following each AGM the Club Committee shall appoint a Club member to be
responsible for each of the Club’s football teams. The appointed members shall be responsible for
managing the affairs of the team. The appointed members shall present to the Club Committee at
its last meeting prior to an AGM a report of the activities of the team.
11 Club Finances
(a) Bank accounts shall be opened and maintained in the name of the Club (the “Club Account”).
No sum shall be drawn from the Club Account except by cheque signed by two designated
signatories. All monies payable to the Club shall be received by the Treasurer and deposited in
the Club Account.

(b) The Club Property shall be applied only in furtherance of the objects of the Club. The
distribution of profits or proceeds arising from the sale of Club Property to members is prohibited.
(c) The Club Executive Committee shall have the power to authorise the payment of expenses to
any member of the Club (although a Club shall not remunerate a member for playing) and to any
other person or persons for services rendered to the Club.
(d) The Club may provide sporting and related social facilities, sporting equipment, coaching,
courses, insurance cover, medical treatment, away match expenses, post match refreshments
and other ordinary benefits of Community Amateur Sports Clubs as provided for in the Finance
Act 2002.
(e) The Club may also in connection with the sports purposes of the Club:
(i)

sell and supply food, drink and related sports clothing and equipment

(ii)

employ members (although not for playing) and remunerate them for providing goods
and services, on fair terms set by the Club Committee without the person concerned
being present

(iii)

pay for reasonable hospitality for visiting teams and guests

(iv)

indemnify the Club Committee and members acting properly in the course of the
running of the Club against any liability incurred in the proper running of the Club (but
only to the extent of its assets).

(f) The Club shall keep accounting records for recording the fact and nature of all payments and
receipts so as to disclose, with reasonable accuracy, at any time, the financial position, including
the assets and liabilities of the Club. The Club must retain its accounting records for a minimum of
six years.
(g) The Club shall prepare an annual “Financial Statement”, in such format as shall be available
from The FA from time to time. The Financial Statement shall be verified by an independent,
appropriately qualified accountant and shall be approved by members at General Meeting. A copy
of any Financial Statement shall, on demand, be forwarded to The FA.
(h) The Club Property, other than the Club Account, shall be vested in not less than two and no
more than four custodians, one of whom shall be the Treasurer (“the Custodians”), who shall deal
with the Club Property as directed by decisions of the Club Committee and entry in the Minute
Book shall be conclusive evidence of such a decision.
(i) The Custodians shall be appointed by the Club in a General Meeting and shall hold office until
death or resignation unless removed by a resolution passed at a General Meeting.

(j) On their removal or resignation a Custodian shall execute a Conveyance in such form as is
published by The FA from time to time to a newly elected Custodian or the existing Custodians as
directed by the Club Executive Committee. The Club shall, on request, make a copy of any
Conveyance available to The FA. On the death of a Custodian, any Club Property vested in them
shall vest automatically in the surviving Custodians. If there is only one surviving Custodian, an
EGM shall be convened as soon as possible to appoint another Custodian.
(k) The Custodians shall be entitled to an indemnity out of the Club Property for all expenses and
other liabilities reasonably incurred by them in carrying out their duties.
12 Dissolution
(a) A resolution to dissolve the Club shall only be proposed at a General Meeting and shall be
carried by a majority of at least three-quarters of the members present.
(b) The dissolution shall take effect from the date of the resolution and the members of the Club
Committee shall be responsible for the winding up of the assets and liabilities of the Club.
(c) Any surplus assets remaining after the discharge of the debts and liabilities of the Club shall
be transferred to another Club, a Competition, the Parent County Association or The FA for use
by them for related community sports.

SECTION 2.0
RESPECT CODE OF CONDUCT

Galmington Dragons Football Club - Respect Code of Conduct
Football, at all levels, is a vital part of a community. Football will take into account community
feeling when making decisions.
Equality
Football is opposed to discrimination of any form and will promote measures to prevent it, in
whatever form, from being expressed.
Participants
Football recognises the sense of ownership felt by those who participate at all levels of the game.
This includes those who play, those who coach or help in any way, and those who officiate, as
well as administrators and supporters. Football is committed to appropriate consultation.
Young People
Football acknowledges the extent of its influence over young people and pledges to set a positive
example.
Propriety
Football acknowledges that public confidence demands the highest standards of financial and
administrative behaviour within the game, and will not tolerate corruption or improper practices.
Trust and Respect
Football will uphold a relationship of trust and respect between all involved in the game, whether
they are individuals, clubs or other organisations.
Violence
Football rejects the use of violence of any nature by anyone involved in the game.
Fairness
Football is committed to fairness in its dealings with all involved in the game.
Integrity and Fair Play
Football is committed to the principle of playing to win consistent with Fair Play.

Galmington Dragons Football Club Respect Code of Conduct for Coaches, Team Managers
and Club Officials
We all have a responsibility to promote high standards of behaviour in the game.
In the FA’s survey of 37,000 grassroots participants, behaviour was the biggest concern in the
game. This included the abuse of match officials and the unacceptable behaviour of overcompetitive parents, spectators and coaches on the sideline.
Play your part and observe the Football Association’s Respect Code of Conduct in everything you
do.
On and off the field, I will:
•
•
•
•
•
•
•

Show respect to others involved in the game including match officials, opposition
players, coaches, managers, officials and spectators
Adhere to the laws and spirit of the game
Promote Fair Play and high standards of behaviour
Always respect the match officials’ decisions
Never enter the field of play without the referee’s permission
Never engage in public criticism of the match officials
Never engage in, or tolerate, offensive, insulting or abusive language or behaviour.

When working with players, I will:
•
•
•
•
•
•
•
•

Place the well-being, safety and enjoyment of each player above everything,
including winning
Explain exactly what I expect of players and what they can expect from me
Ensure all parents/carers of all players under the age of 18 understand these
expectations
Never engage in or tolerate any form of bullying
Develop mutual trust and respect with every player to build their self-esteem
Encourage each player to accept responsibility for their own behaviour and
performance
Ensure all activities I organise are appropriate for the players’ ability level, age and
maturity
Co-operate fully with others in football (e.g. officials, doctors, physiotherapists,
welfare officers) for each player’s best interests.

I understand that if I do not follow the Code, any/all of the following actions may be taken by my
club, County FA, league or The FA.
I may be:
•
•
•
•
•
•
•
•

Required to meet with the club, league or County Welfare Officer
Required to meet with the club committee
Monitored by another club coach
Required to attend a FA education course
Suspended by the club from attending matches
Suspended or fined by the County FA
FACA membership withdrawn
Required to leave or be sacked by the club.

In addition:
•

My FACA (FA Coaches Association) membership may be withdrawn.

Galmington Dragons Football Club Respect Code of Conduct for Youth Players
We all have a responsibility to promote high standards of behaviour in the game.
As a player, you have a big part to play. That’s why The FA is asking every player to follow a
Respect Code of Conduct.
When playing football, I will:
•
•
•
•
•
•
•

Always play to the best of my ability
Play fairly – I won’t cheat, complain or waste time.
Respect my team-mates, the other team, the referee or my coach/manager.
Play by the rules, as directed by the referee
Shake hands with the other team and referee at the end of the game
Listen and respond to what my coach/team manager tells me
Talk to someone I trust or the club welfare officer if I’m unhappy about anything at
my club.

•

Be required to apologise to my team-mates, the other team, referee or team
manager
Receive a formal warning from the coach or the club committee
Be dropped or substituted
Be suspended from training
Be required to leave the club.

I may:

•
•
•
•
In addition:
•
•

My club, County FA or The FA may make my parent or carer aware of any
infringements of the Code of Conduct
The FA/County FA could impose a fine and suspension against my club.

I understand that if I do not follow the Code, any/all of the following actions may be taken by my
club, County FA or The FA.

Galmington Dragons Football Club Respect Code of Conduct for Match Officials
We all have a responsibility to promote high standards of behaviour in the game.
The behaviour of the match officials has an impact, directly and indirectly, on the conduct of
everyone involved in the game – both on the pitch and on the sidelines.
Play your part and observe The FA’s Respect Code of Conduct for match officials at all time.
I will:
•
•
•
•
•
•
•
•
•
•
•

Be honest and completely impartial at all times
Apply the Laws of the Game and competition rules fairly and consistently
Manage the game in a positive, calm and confident manner
Deal with all instances of violence, aggression, unsporting behaviour, foul play and
other misconduct
Never tolerate offensive, insulting or abusive language or behaviour from players and
officials
Support my match official colleagues at all times
Set a positive personal example by promoting good behaviour and showing respect
to everyone involved in the game
Communicate with the players and encourage fair play
Respond in a clear, calm and confident manner to any appropriate request for
clarification by the team captains
Prepare physically and mentally for every match
Complete and submit, accurate and concise reports within the time limit required for
games in which I officiate.

I understand that if I do not follow the Code, any/all of the following actions may be taken by my
club, County FA or The FA.
I may be:
•
•
•
•
•
•
•
•

Required to meet with The FA/County FA Refereeing Official
Required to meet with The FA/County FA Refereeing Committee
Obliged to attend or re-attend The FA Respect training or other FA education course
Issued with a written warning
Fined by the County FA
Offered less senior appointments
Suspended from all appointments for a defined period
Excluded from affiliating as a FA Referee.

Galmington Dragons Football Club Respect Code of Conduct for Spectators and
Parents / Carers
We all have a responsibility to promote high standards of behaviour in the game.
This club is supporting The FA’s Respect programme to ensure football can be enjoyed in a safe,
positive environment.
Remember children’s football is a time for them to develop their technical, physical, tactical and
social skills. Winning isn’t everything.
Play your part and observe The FA’s Respect Code of Conduct for spectators and parents/carers
at all times.
I will:
•
•
•
•
•
•
•
•

Remember that children play for FUN
Applaud effort and good play as well as success
Always respect the match officials’ decisions
Remain outside the field of play and within the Designated Spectators’ Area (where
provided)
Let the coach do their job and not confuse the players by telling them what to do
Encourage the players to respect the opposition, referee and match officials
Avoid criticising a player for making a mistake – mistakes are part of learning
Never engage in, or tolerate, offensive, insulting, or abusive language or behaviour.

I understand that if I do not follow the Code, any/all of the following actions may be taken by my
club, County FA, league or The FA.
I may be:
•
•
•
•
•
•
•
•

Issued with a verbal warning from a club or league official
Required to meet with the club, league or CFA Welfare Officer
Required to meet with the club executive committee
Obliged to undertake an FA education course
Obliged to leave the match venue by the club
Requested by the club not to attend future games
Suspended or have my club membership removed
Required to leave the club along with any dependents.

In addition:
•

The FA/County FA could impose a fine and/or suspension on the club.

Respect Code of Conduct - Acknowledgment
for: ................................................ Age Group: .................................. Season: .........................
Name

Signature

Date

SECTION 3.0
GOAL POST SAFETY

Galmington Dragons Football Club Goalpost Safety Guidelines
The Football Association, along with the Department for Culture, Media and Sport, the Health and
Safety Executive and the British Standards Institution, would like to draw your attention to the
following guidelines for the safe use of goalposts.
Too many serious injuries and fatalities have occurred in recent years as a result of unsafe or
incorrect use of goalposts. Safety is always of paramount importance and everyone in football
must play their part to prevent similar incidents occurring in the future.
1.

For safety reasons goalposts of any size (including those which are portable and not
installed permanently at a pitch or practice field) must always be anchored securely to the
ground:
•
•
•
•

Portable goalposts must be secured as per the manufacturer’s instructions
Under no circumstances should children or adults be allowed to climb on, swing or
play with the structure of the goalposts
Particular attention is drawn to the fact that if not properly assembled and secured,
portable goalposts may overturn
Regular inspections of goalposts must be carried out to check that they are properly
maintained.

2.

Portable goalposts should not be left in place after use. They should be dismantled and
removed to a place of secure storage.

3.

The use of metal cup hooks on goals was banned from the commencement of season
2007/08 and match officials have been instructed not to commence matches where such
net fixings are evident for safety reasons. Nets should only be secured by plastic
arrowhead hooks, Velcro tapes or plastic clips and not by metal cup hooks. Any metal cup
hooks should be removed and replaced. New goalposts should not be purchased if they
include metal cup hooks.

4

Goalposts which are “home made” or which have been altered from their original size or
construction must not be used. These have been the cause of a number of deaths and
injuries.

5

There is no BS/CEN standard for wooden goals and it is unlikely that wooden goals will
pass a load or stability test. The FA recommends that wooden goals should be replaced
when necessary with compliant metal, aluminium or plastic goalposts. All wooden goals
previously tested by independent consultants have failed strength and stability tests.

For reference, you should note that The FA and BSI, in conjunction with the industry, have
developed two standards for goalposts - BSEN 748 (2004) and BS 8462 (2005). It is strongly
recommended that you ensure that all goals purchased comply with the relevant standard. A
Code of Practice BS 8461 has also been completed and copies of all of these three standards are
available from the British Standards Institute.
Funding for replacement goals is available via the Football Foundation and eligibility criteria and
further details can be obtained on their website www.footballfoundation.org.uk
Venue Risk Assessment / Goal Post Safety Form
The Venue Risk Assessment/Goalpost Safety Form must be completed as follows:
For home matches / training sessions where the venue and facilities have not changed this form
must completed once for the season (minimum).
For home matches / training sessions where the venue has changed then this form must be
completed for each new venue.
For all away matches this form must be completed for each venue.
All completed forms must be kept in the back of your information pack or in a separate folder
clearly marked.

Galmington Dragons Football Club Venue Risk Assessment / Goalpost Safety Form

Galmington Dragons Football Club Venue Risk Assessment / Goalpost Safety Form
(Cont)

SECTION 4.0
SAFE GUARDING CHILDREN

Galmington Dragons Football Club - Safe Guarding Children Policy
1

Galmington Dragons Football Club acknowledges its responsibility to safeguard the welfare
of every child and young person who has been entrusted to its care and is committed to
working to provide a safe environment for all members. A child or young person is anyone
under the age of 18 engaged in any Club football activity. We subscribe to The Football
Association's Safeguarding Children Policy and Procedures and endorse and adopt the
Policy Statement contained in that document.

2

The key principles of The FA Safeguarding Children Policy are that:
•
•

•
•

The child's welfare is, and must always be, the paramount consideration
All children and young people have a right to be protected from abuse regardless of
their age, gender, disability, culture, language, racial origin, religious beliefs or sexual
orientation
All suspicions and allegations of abuse will be taken seriously and responded to swiftly
and appropriately
Working in partnership with other organisations, children and young people and their
parents/carers is essential.

We acknowledge that every child or young person who plays or participates in football
should be able to take part in an enjoyable and safe environment and be protected from
poor practice and abuse.
Galmington Dragons Football Club recognises that this is the responsibility of every adult
involved in our club.
3.

Galmington Dragons Football Club has a role to play in safeguarding the welfare of all
children and young people by protecting them from physical, sexual or emotional harm and
from neglect or bullying. It is noted and accepted that The Football Association's Child
Protection Regulation (see The FA Handbook) applies to everyone in football whether in a
paid or voluntary capacity. This means whether you are a volunteer, match official, helper on
club tours, football coach, club official or medical staff.

4.

We endorse and adopt The FA's Responsible Recruitment guidelines for recruiting
volunteers and we will:
•
•
•
•
•

Develop a role profile
Request identification documents
As a minimum meet and chat with the applicant(s) and will conduct interviews before
appointing
Request and follow up with two references before appointing
Require an FA CRB Unit Enhanced Disclosure where appropriate in line with FA
guidelines.

All current Galmington Dragons Football Club Members who are regularly caring for,
supervising, training or being in sole charge of children and young people will be required to
complete a CRB Enhanced Disclosure via The FA CRB Unit. If there are concerns regarding
the appropriateness of an individual who is already involved or who has approached us to
become part of Galmington Dragons Football Club guidance will be sought from The
Football Association. It is noted and accepted that The FA will consider the relevance and
significance of the information obtained via The FA CRB Unit Enhanced CRB Disclosure
and that all decisions will be made in the best interests of children and young people.
It is accepted that The FA aims to prevent people with a history of relevant and significant
offending from having contact with children or young people and the opportunity to influence
policies or practice with children or young people. This is to prevent direct sexual or physical
harm to children and to minimise the risk of 'grooming' within football.
5.

FA Charter Standard Club supports The FA's Whistle blowing Policy*. Any adult or young
person with concerns about a colleague can 'whistle blow' by contacting The FA Child
Protection Team on 0207 745 4787, by writing to The FA Case Manager at The Football
Association, 25 Soho Square, W1D 4FA, or alternatively by going direct to the Police,
Children's Services or the NSPCC.
Galmington Dragons Football Club encourages everyone to know about it and utilise it if
necessary.

6.

Galmington Dragons Football Club has appointed a Club Welfare Officer (CWO) in line with
The FA's role profile and required completion of the Safeguarding Children and Welfare
Officers Workshop. The post holder will be involved with Welfare Officer training provided by
The FA and/or CFA. The CWO is the first point of contact for all Club committee members
regarding concerns about the welfare of any child or young person. The CWO will liaise
directly with the CFA Welfare Officer and will be familiar with the procedures for referring
any concerns. They will also play a proactive role in increasing awareness of Respect, poor
practice and abuse amongst their Club members.

7.

We acknowledge and endorse The FA's identification of bullying as a category of abuse.
Bullying of any kind is not acceptable in our league. If bullying does occur, all players or
parents/carers should be able to tell and know that incidents will be dealt with promptly.
Incidents need to be reported to the CWO or alternatively, in cases of serious bullying, we
may contact the CFA Welfare Officer.

8.

Respect codes of conduct for Players, Parents/Spectators, Officials and Coaches have been
implemented by Galmington Dragons Football Club. In order to validate these Respect
codes of conduct the Club has clear actions it will take regarding repeated or serious
misconduct at Club level and acknowledges the possibility of potential sanctions which may
be implemented by the CFA in more serious circumstances. All registering members will be
required to adopt the Respect codes.

9.

Reporting your concerns about the welfare of a child or young person. Safeguarding is
everyone's responsibility. If you are worried about a child it is important that you report your
concerns - no action is not an option.
•
•
•

•

If you are worried about a child then you need to report your concerns to the CWO
If the issue is one of poor practice they will either: - deal with the matter themselves or
-seek advice from the CFA Welfare Officer
If the concern is more serious - possible child abuse - they will, where possible, contact
the CFA Welfare Officer first, then immediately contact the Police or Children's
Services
If the child needs immediate medical treatment take them to a hospital or call an
ambulance and tell them this is a child protection concern. Let your CFA Welfare
Officer know what action you have taken.

If at any time you are not able to contact your CWO or the matter is serious then you can
either:
•
•
•

Contact your CFA Welfare Officer directly or
Call The FA/NSPCC 24-hour Helpline for advice on 0808 800 5000 or
Contact the Police or Children's Services.

NB - The FA's Safeguarding Children Policy and Procedures is available via
www.TheFA.com/Footballsafe. Click on the 'downloads' under Policy and Procedures, it
outlines in detail what to do if you are concerned about the welfare of a child and includes
flow diagrams to describe this process. This is also covered within the Safeguarding
Children workshop, where participants are given the opportunity to discuss how this feels
and how best they can prepare themselves to deal with such a situation.
10

Further advice on Safeguarding Children matters can be obtained from:
•
•
•
•

www.TheFA.com/Footballsafe
Somerset County Football Association's Welfare Officer
The FA Safeguarding Children enquiry line 0845 210 8080
Emailing - Footballsafe@TheFA.com

SECTION 5.0
EQUALITY

Galmington Dragons Football Club Equality Policy
The aim of this policy is to ensure that everyone is treated fairly and with respect and that
Galmington Dragons Football Club is equally accessible to them all.
Galmington Dragons Football Club is responsible for setting standards and values to apply
throughout the club at every level. Football belongs to and should be enjoyed by, anyone who
wants to participate in it.
Our commitment is to confront and eliminate discrimination whether by reason of gender, sexual
orientation, marital status, race, nationality, ethnic origin, colour, religion or belief, ability or
disability and to encourage equal opportunities.
This policy is fully supported by the Club Committee who are responsible for the implementation
of this policy.
Galmington Dragons Football Club, in all its activities will not discriminate, or in any way treat
anyone less favorably on grounds of gender, sexual orientation, marital status, race, nationality,
ethnic origin, colour, religion or belief, ability or disability. It means that Galmington Dragons
Football Club will ensure that it treats people fairly and with respect and that it will provide access
and opportunities for all members of the community to take part in, and enjoy, its activities.
Galmington Dragons Football Club will not tolerate harassment, bullying, abuse or victimisation of
an individual, which for the purposes of this policy and the actions and sanction applicable is
regarded as discrimination. This includes sexual or racially based harassment or other
discriminatory behaviour, whether physical or verbal.
Galmington Dragons Football Club will work to ensure that such behaviour is met with appropriate
action in whatever context it occurs.
Galmington Dragons Football Club is committed to taking positive action where inequalities exist
and to the development of a programme of ongoing training and awareness raising events and
activities in order to promote the eradication of discrimination and promote equality in football.
Galmington Dragons Football Club is committed to a policy of equal treatment of all members and
requires all members to abide and adhere to these policies and the requirements of the relevant
equalities legislation – Race Relations Act 1976, Sex Discrimination Act 1975 and Disability
Discrimination Act 1995 as well as any amendments to these acts and any new legislation.
Galmington Dragons Football Club commits itself to the immediate investigation of any claims
when brought to its attention, of discrimination on the above grounds and where such is found to
be the case, a requirement that the practice stop and sanctions are imposed as appropriate.

Galmington Dragons Football Club - Equality Monitoring Form

SECTION 6.0
RECRUITMENT AND DEVELOPMENT

Galmington Dragons Football Club - Player Recruitment Policy
Identifying the Club’s needs
It is essential to identify a club's recruitment needs in order to select the appropriate group to
target. Factors, which may affect target group selection in order to develop the club, i.e. junior,
youth or senior players are as follows:
•
•
•
•

Demand from the local community
Existing playing opportunities
(e.g. Local Authority/Football in the Community
schemes/other local Clubs)
Existing league opportunities available (e.g. Mini-Soccer, Girls/Boys League, County
League etc)
Local Schools, Colleges or Universities who are able to provide new players.

If a group is targeted in order to attract new members, it is important that the appropriate structure
and support of the whole club is in place to cater for the needs of the players and that there
should be a local opportunity where that new club can play games. It is also important to
remember that every player joining your club will probably do so for very different reasons.
Benefits of targeting specific groups
Senior Players
a) Are needed to strengthen and develop existing senior and reserve sides.
b) Assist with the general running of the club, especially coaching younger players and being role
models.
c) Generate income through increased membership.
d) Bring organisational skills to the club through their existing job.
e) Raise people from playing side as role models to Junior Youth Players, reflecting exit route for
Junior Players.
Junior Youth Players

a) Are the future of the sport and of your club.
b) Provide future Players, Coaches, Officials and Administrators for all teams.
c) Help raise the profile of the club in the local community.

d) Provide an opportunity to identify parents who may have footballing or organisational skills;
they may wish to assist with the administration or organisation of the club.
e) Assist in the development of existing Coaches and can become potential Coaches themselves.
f) Generate income by increased membership and enhance the likelihood of grant aid (see
Funding Handbook).
g) Provide better access to local authority and school facilities and equipment.
h) Are offered the chance to participate in meaningful activities which support a young person’s
health and social skills development.
Methods of Recruitment
There are numerous methods of attracting players to clubs. Activities to recruit new players can
be organised in partnership with Local Authority, Sports Development Officers, Football in the
Community Officers, County Schools’ Associations, County Football Association, Football
Development Officers.
Recruiting in partnership with existing football providers will ensure your club gains maximum
promotion opportunities and that every potential player is aware that you are developing a new
team.
Player Recruitment (Juniors)
•
•
•
•
•
•
•
•
•
•

Come and Try It, Introductory Coaching Sessions
Taster Days
Kick Start Coaching Schemes (Active Sports)
Coaching Courses
Top Sport Community Football Clubs
Mini-Soccer Centres.
Coaching Weeks/Holiday Courses
Festivals
Club Open Day/Parents Meeting
Taster Sessions in Schools.

•
•
•
•
•
•
•
•

Posters/Flyers/Adverts
Press Releases
Local Business/Sports Centre competition
Youth Games
Tournaments
Club Information Leaflet (See FA Resources Leaflet)
Recreational Games
Veterans.

It is important to keep records of players once they have been recruited to your club in case of
emergencies etc. It is also essential that all newly recruited players are issued with your club’s
Code of Conduct - see “Respect Code of Conduct for Players”.
Insurance
All football clubs are urged to obtain adequate insurance cover for their players in case of injury or
accident whilst playing or traveling to matches.
This may even be mandatory for some competitions or County Football Associations. Clubs must
also protect themselves by obtaining suitable public liability insurance and coaches’ personal
insurance.

Galmington Dragons Football Club – Coach Recruitment and Development Policy
Qualified Coaches
It is imperative for the development of the game that all coaches at all levels within clubs hold a
recognised FA qualification or are working towards becoming qualified.
Recruitment of suitable Coaches
Research has consistently shown that the major factors, which motivate individuals to become
involved in coaching, are:
•
•
•

A desire to continue their involvement in sport after playing and continue to meet their
competitive needs
A desire to help young people to develop sport, particularly their own children
A desire to put something back into sport.

Finding new coaches is not an easy task, however, it is a good idea to target the following group
of individuals:
•
•

•
•
•

Ex-players or players who are coming to the end of their playing career
Students, particularly those studying Physical Education or Sports Degrees, A-Level
Physical Education, G.N.V.Q Leisure and Tourism, C.S.L.A students, Junior Football
Organisers and Step into Sport
Parents/Carers. (This could be part of your Soccer Parent sessions)
Young players to work towards taking a qualification, working alongside more experienced
coaches
Teachers, particularly those who have an interest in football.

Advertising within the local community
The Football Association recommends for the safety and welfare of coaches and players, the
following measures are adopted when recruiting coaches:
•
•
•
•
•

Clubs should follow The FA Best Practice and Procedures
Coaches should be required to complete an application form identifying experience,
qualifications and references. (See Volunteer Application Form)
Coaches should be required to be interviewed
Coaches should be required to sign up and deliver the club’s Respect Code of Conduct.
(See Club’s Respect Code of Conduct for Coaches in “Mandatory Templates”)
Coaches should be required to work in pairs wherever possible.

Coach Development
Helping coaches to become qualified and develop is a key factor in the development of clubs.
The Football Association provides a range of courses for coaches at all levels. See
www.TheFA.com/GrassrootsNew/ FALearning/
It is recommended that all coaches join the Football Association Coaches Association (FACA) and
their local county coaches association to keep coaches up to date. FACA provides the following
services and support to coaches; Continued Professional Development, regular coaches’
magazine (Insight), insurance cover and access to resources.

Galmington Dragons Football Club – Volunteer Recruitment Policy
The first stage of any recruitment process involves planning. Club officials should draw up a role
profile, which highlights the main areas of an identified voluntary role. They should also decide
upon the skills and experience that an individual would need to fulfill the requirements of the role
and draw up a person specification. The club recruitment process must be developed in such a
way that they treat every applicant in a fair and consistent manner.
Advertising
In order to attract new volunteers it may be necessary to advertise outside the club itself, for
example, on a sports hall notice board, a local school, shop/community hall or newspaper.
The advertisement should reflect the club’s Child Protection Policy and it should contain the skills
and experience required and the duties to be undertaken. However, it should not discriminate in
terms of age, race, gender or disability.
Application Form
Clubs should use application forms to collect information on each applicant. The Volunteer
Application Form can be adopted for club use. Each applicant’s information is then collected in a
consistent way.
More than one official should look at the application forms to ensure that a fair and equitable
scrutiny is completed. It’s very important that clubs ask for identification documents to confirm the
identity of the applicant, for example, a passport or driving license.
Meeting/Interview
It is highly recommended that club officials meet with all applicants prior to any recruitment
decisions being made. More than one official should be present. The meeting/ interview will
enable the club to explore further the information provided in the application form.

References
At least two references should be requested from individuals who are not related to the applicant.
One reference should be associated with the applicant’s place of work and if possible one that
demonstrates the individual has been involved in sport, particularly children’s football previously.
References should be followed up prior to any offer of appointment being made. If the references
raise any concerns you are advised to contact The FA Safeguarding Children department for
advice and guidance (see example of Volunteer Reference Form).
Criminal Record Bureau (CRB) Disclosures
CRB checks are another tool in the recruitment procedure.
A CRB Enhanced Disclosure tells The FA about a person’s recorded offences. It can indicate that
a person is not a suitable person to work with children, for example if they have a history of sexual
offending. It may also tell The FA that further investigations are required, for example if the person
has a history of drug dealing or racist offending.
Volunteers and others in football should be assured that The FA will take into account the
Rehabilitant of Offenders Act and only consider offences which are relevant to the care,
supervision and training of children.
The FA is not allowed to tell the club or County FA about the actual offending and so applicants
can be assured of confidentiality. The FA will however tell the club and County FA whether or not
the person is considered suitable to work with children.
Applications for CRB checks should be dealt with by the club’s designated person for Child
Protection. If an applicant claims to have an FA CRB Unit Enhanced Disclosure the club should
seek advice from The FA CRB Unit or the Goal website on how to proceed.
Further information can be found by visiting www.TheFA.com/Goal

Recruitment Decisions
Clubs should consider all the information they receive via the application form, confirmation of
identity, the outcome of the take up of references and the FA CRB Unit Enhanced Disclosure.
This information should then be considered alongside the outcome of the meeting/interview to
make an informed decision as to whether or not to accept the applicant into their club.
Post Recruitment
It is important that once a new volunteer has been recruited follow up action is taken, for example:
•
•
•
•

Any qualifications should be substantiated, for example, requesting photocopies of
coaching certificates
That new volunteers are made aware and sign up to the club’s Safeguarding Children
policy and procedures, best practice guidelines and any codes of conduct
That any training needs are established and actioned statement of the roles and
responsibilities of the new volunteer is prepared
Initially, a period of supervision/observation or mentoring could be introduced to support
the new volunteer.

Summary
Safeguarding Children is about putting in place the best possible practices and procedures; this
will protect not only the child but also you, the adult, in football.

Galmington Dragons Football Club - Volunteer Application Form

Qualifications Record
(To be completed by the Age Group Manager and submitted to the Volunteer Co-ordinator)
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SECTION 7.0
ANNUAL REVIEWS

Galmington Dragons Football Club Annual Review - Players

Galmington Dragons Football Club Annual Review - Coaches

Galmington Dragons Football Club Annual Review – Parents / Carers

SECTION 8.0
INCIDENTS AND ACCIDENTS

Dealing with an Incident / Accident

1

Stay calm but act swiftly and observe the situation. Is there danger of further injuries?

2

Listen to what the injured person is saying

3

Alert the first-aider who should take appropriate action for minor injuries

4

In the event of an injury regarding specialist treatment, call the emergency services

5

Deal with the rest of the group and ensure that they are adequately supervised

6

Do not move someone with major injuries. Wait for the emergency medics

7

Contact the injured person’s parent/guardian

8

Complete an accident report form

Galmington Dragons Football Club Incident / Accident Report Form
1.

Site where the accident/incident happened:

2.

Where on the Site it took place:

3.

Name of person in charge of session/game/competition:

4.

Name of injured person:

5.

Address of injured person:

6.

Date and time of incident/accident:

7.

Nature of incident/accident:

8.

Give details of how and precisely where the accident took place. Describe what activity was taking place e.g.
training programme, getting changed etc.

9.

Give full details of the action taken including any first aid treatment and the names of the first aider(s).

10

Were any of the following contacted (delete as appropriate):
Ambulance

YES / NO

Guardian

YES / NO

Police

YES / NO

11

What happened to the injured person following the accident/incident? (i.e. went home, went to hospital, carried on
with session)

12

All of the above facts are true and accurate record of the accident/incident.

Name: (Print)

Position:

Signed:

Date:

SECTION 9.0
COMPLAINTS

Galmington Dragons Football Club – Complaints Procedure
In the event that any member feels that he or she has suffered discrimination in any way or that
the Club Policies, Rules or Code of Conduct have been broken, they should follow the procedures
below:
1

They should report the matter to a member of the Club Executive Committee.
The report should include:
i.

Details of what, when and where the occurrence took place

ii.

Any witness statement and names

iii.

Names of any others who have been treated in a similar way

iv.

Details of any former complaints made about the incident, date, when and to
whom made

v.

A preference for a solution to the incident.

2

The Club’s Executive Committee will sit for any hearings that are requested.

3

The Club’s Executive Committee will have the power to:
i.

Warn as to future conduct

ii.

Suspend from membership

ii.

Remove from membership any person found to have broken the Club’s Policies
or Codes of Conduct.

SECTION 10.0
CLUB FORMS

Galmington Dragons Football Club – Registration Form
Player’s Name (Print): .....................................................................

Season: .............................

Player’s Address:…………................................................................................................................
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………
Player’s Date of Birth: ................................................................. Age:………………………….........
Parent’s / Guardian’s Name:.............................................................................................................
Telephone (Home):...................................……….Telephone (Mobile):………………………….........
Telephone (Emergency):...................................................................................................................
E-Mail Address:………………………………………………………………………………………….......
Please register me as a member of Galmington Dragons FC. In doing so, I agree to abide by the
FA’s and the Club’s Respect Code of Conduct for Youth Players.
Player’s Signature: ....................................................................... Date:...........................................

As Parent / Guardian I agree to the above becoming a member of Galmington Dragons F.C.
I agree to pay the registration & all subscription fees (to cover training & matches) as set out /
communicated by the Club.
Parent’s / Guardian’s Name (Please Print):………………………………………………………….......
Parent’s / Guardian’s Signature:....................................................Date:................................….......
Please return this form with the Registration Fee advised.
As a Chartered Standard Club, Galmington Dragons acts in accordance with the Code of Practice
& Rules set by the English Football Association & Somerset County FA.
The club requires all Managers, Coaches and any Volunteers to be CRB checked.
Codes of Conduct are available on request or can be viewed on our Website, detailed above.

Galmington Dragons Football Club – Parent / Guardian Consent Form
Please complete this form if you give your consent to the following:
•
•
•
•
•
•

Treat your child with basic first aid if needed
Give your child emergency medical treatment during matches / training
Transport your child to and from matches (in exceptional circumstances)
Transport your child to and from training if needed (in exceptional circumstances)
Consent to another parent transporting your child to matches or training
Consent to the manager / coach contacting your child’s mobile telephone regarding
training, matches or issues regarding Galmington Dragons FC

Player’s Name (Please Print):..........................................................................................................
Player’s Date of Birth:................................................................. Age:.............................................
Player’s Signature:..................................................................... Date:.............................................
I consent and approve all of the above for.….…….................………….….. (Player’s Name)
Parent’s / Guardian’s Name (Please Print):......................................................................................
Parent’s / Guardian’s Signature:.................................................. Date: ..........................................
Parent’s / Guardian’s Contact Number 1:.........................................................................................
Parent’s / Guardian’s Contact Number 2:.........................................................................................
Medical Conditions:
Please state if the Player named above suffers from any medical condition or requires specific
treatment that the Manager or Coaches should be aware of i.e. Asthma, Epilepsy or Diabetes.
…………………………………………………………………………………………………………......….
…………………………………………………………………………………………………………………
…………….....……………………………………………………………………………...........................

Title/Description – Letter Template
Line1
Line2
Town
Post code
Date:
Your Ref:
Our Ref:

25/07/09
123456789
abcdefg

Contact:
Tel:
Email:

Dear Sir/Madam,
Letter Subject
Add letter content here..............................................

** This template can be downloaded from the website **

Martyn Lever
01823 xxxxxx
martyn.lever@galmingtondragons.net

Galmington Dragons Session Plan
Team Name/Age Group:

Date:

Pitch checked: Yes / No

By:

Session Objectives:

1

Time:

2
3
4
5
Equipment for this session:

1
2
3
4
5

Warm up:

Time:

Activity 1:

Time:

Activity 2:

Time:

Activity 3:

Time:

Activity 4: Game

Time:

Cool Down:

Time:

Safety Factors to Observe:

Galmington Dragons Football Club – In-Service Attendance Register
Name

Course Description

Date

SECTION 11.0
ROLES AND RESPONSIBILITIES

Chairperson / Vice Chairperson
Who will I be responsible to?
The General Committee
Who will I be responsible for?
Not Applicable
How much time will I need to give to the job?
Two to three hours per month for meetings.

What is the role of the Chairperson
Chair the Committee meetings and AGM.
Assist the secretary to produce the agendas, head the committee in making decisions for the benefit of
the whole club including disciplinary matters

What else can you tell me about the job?
As the Chair of the Club, it is essential you are a strong leader who can be objective. As the supporting
officer to the Secretary, it is useful for you to have access to a telephone.

What sorts of tasks are involved? Tasks will include:
Chair committee meetings/AGM
Agree monthly agenda for committee meetings and the AGM

Secretary
Who will I be responsible to?
The General Committee, through the Chairperson.
Who will I be responsible for?
The Vice & Minute Secretary.
How much time will I need to give to the job?
Approximately four hours each week and many of these will be at weekends and in the evenings.
What is the role of the Secretary
The main purpose of this role is that of principal administrator for the club. The Club Secretary carries
out or delegates all the administrative duties that enable the club and its members to function effectively.
The Club Secretary is a pivotal role within the club, with a close involvement in the general running of
the club. The secretary and their assistant provide the main point of contact for people within and
outside the club on just about every aspect of the club’s activities.
What else can you tell me about the job?
As the first point of contact with the club it is helpful for the secretary to be available to take phone calls
during the working day. The club is keen to support the secretary in the use of modern office technology
to assist them in their job. This is a demanding, high profile role that has a major impact on the efficient
and effective management of the club. The secretary has contact with a wide range of people from
within and outside the club. Representation of the club at outside meetings provides the opportunity to
find out what’s going on at league and county level and this could be a platform for future volunteering
opportunities.
What sorts of tasks are involved? Tasks will include:
Attending league meetings
Affiliating the club to the County Football Association
Affiliating the club to the league(s)
Registering players to the league(s)
Dealing with correspondence
Organising and booking match facilities for the season
Organising the club AGM and other club meetings
Representing the club at outside meetings at the direction of the main committee

Vice & Minute Secretary
Who will I be responsible to?
The General Committee, through the Secretary and Chairperson
Who will I be responsible for?
Not applicable
How much time will I need to give to the job?
Approximately four hours each week and many of these will be at weekends and in the evenings.

What is the role of the Vice & Minute Secretary
The main purpose of this role is that of making sure minutes of all club meetings are recorded and filed
accurately for the club. The Club Secretary carries out or delegates all the administrative duties that
enable the club and its members to function effectively. The Minute Secretary has a close involvement
in the general running of the club.
What else can you tell me about the job?
The club is keen to support the minute secretary in the use of modern office technology to assist them in
their role. This is a demanding role that has a major impact on the efficient and effective management of
the club. The minute secretary will have contact with a wide range of people from within club.

What sort of tasks are involved? Tasks will include:
Dealing with correspondence
Assisting the club secretary with organising the club AGM and other club meetings
Producing accurate minutes of all meetings
Keeping accurate records of all club meetings

Treasurer
Who will I be responsible to?
The General Committee
Who will I be responsible for?
Match/training fees collector
How much time will I need to give to the job?
Approximately two to three hours per week.

What is the role of the Treasurer?
The treasurer must be well organised, able to keep records, careful when handling money and cheques,
scrupulously honest, able to answer questions in meetings, confident handling figures, prepared to take
instant decisions when necessary.

What else can you tell me about the job?
Training courses are available through Effective Football Club Administration Programme, ‘Club
Finances’ and Sport England ‘Looking after the money’

What sort of tasks are involved? Tasks will include:
Collecting subscriptions and all money due to the organisation.
Paying the bills and recording information
Keeping up date records of all financial transactions.
Ensuring that all cash and cheques are promptly deposited in the bank or building society.
Ensuring that funds are spent properly
Issuing receipts for all money received and recording this information.
Reporting regularly to the committee on the financial position.
Preparing a year end statement of accounts to present to the Auditors
Arranging for the statement of accounts to be audited
Presenting an end of year financial report to the AGM.
Financial planning including producing an annual budget and monitoring it throughout the year.

Helping to prepare and submit any statutory documents that are required (e.g. VAT returns,
PAYE and NI returns, grant aid reports).
Even if these duties are delegated to a professional officer, the Treasurer is still ultimately
responsible. It is up to the Treasurer to make sure that any delegated work is done properly.

Club Welfare Officer
Who will I be responsible to?

The General Committee
How much time will I need to give to the job?
2-3 hours per week
What is the role of the Club Welfare Officer?
As a Club Welfare Officer you have two key responsibilities these are:
1. To be clear about the clubs responsibilities when running activities for children and young
people. This involves:
• ensuring these responsibilities are well understood by others
• working with the Youth League Welfare Officer (YLWO)
• working with your County FA Welfare Officer
• promoting The FA’s Respect Programme and helping to develop best practice processes
2. To help club personnel understand what their ‘duty of care’ towards children and young
people actually means and entails on a day-to-day basis.
In order to carry out your responsibilities you need to follow these five simple steps:
Put in place:
• a safeguarding children policy, anti-bullying policy and equality policy
• responsible recruitment processes including the taking up of references and submitting FA CRB
checks (getting the right people into the game)
• The FA Respect Programme codes of conduct
Understand:
• what the Respect Programme aims to do
• the benefits of implementing the Respect codes
• the quick wins to be gained by using The FA’s safeguarding children best practice guidance (e.g.
Travel, Trips and Tournaments, Photography guidelines, Anti-bullying Policy and Safeguarding Children
Policy Template)
• why certain roles require an FA CRB check and how The FA CRB process works
• how to refer a concern about the welfare of a child

Club Welfare Officer (Cont)
Communicate with:
• club officials about the Respect Programme and its aims
• parents/spectators and get them to sign up to the Respect codes
• parents and new players by getting involved with running ‘start of season’ welcome sessions for
members
• coaches and managers about the importance of being consistent role models for their players
• your Youth League Welfare Officer – introduce yourself, find out how they can support you and let
them know what you are doing to safeguard children in your club
• your County FA Welfare Officer if you need help or advice
• The FA by taking part in surveys, questionnaires, focus groups as and when asked
Encourage:
• parents to complete the Respect education programme
• coaches, team managers, first aiders/medics to complete The FA’s Safeguarding Children Workshop
• coaches and team managers to listen to their players thoughts, ideas and views
• the committee to make use of the Respect Programmes designated spectator area at all games
e) Monitor:
• repeated incidents of poor behaviour and liaise with your committee (and where necessary Youth
League Welfare Officer or County FA Welfare Officer)
• compliance with FA CRB checks through The FA CRB Unit for those who require one using The FA
Safeguarding Online System

IT/Website Co-ordinator
Who will I be responsible to?
The General Committee
Who will I be responsible for?
Not applicable
How much time will I need to give to the job?
3 to 4 hours a week approximately.

What is the role of the IT/Website Co-ordinator
This role assists all club committee members with the necessary IT/website requirements of running a
football club. In addition take/control of all photography produced for the club.

What else can you tell me about the job?
This role requires input into club processes and procedures as well as any fund raising events, social
events or any club publications/media input with outside sources so as to maintain the club website.
In this role it is essential to have good organisational skills, innovative, enthusiastic and be prepared to
make a regular time commitment. It is also essential to have good communication skills. Access to a
telephone and computer are essential.

What sorts of tasks are involved? Tasks will include:
Contribute to General Meetings
Contribute to Annual General Meetings
Manage club website and club IT resources
Produce club documents and literature as required by the main committee and the Publicity/Media
Officer.
Control images and logos for print purposes and create/maintain club forms.
Setup/control any required IT at presentations or club events
Take club photographs for use on the website and in any publicity events

Publicity/Media Officer
Who will I be responsible to?
The General Committee
Who will I be responsible for?
Website Co-ordinator
How much time will I need to give to the job?
Approximately two hours per week.

What is the role of the Media Secretary / Publicity Officer?
To raise the profile of the Club in the local community.
To be available to talk to local media.
Co-ordinate weekly match reports for all teams and age groups to be forwarded to the local press.
Possibly editor of the match day programme (in larger clubs)
What else can you tell me about the job?
As the media officer, it is essential to have good communication skills and ability to produce coherent
match reports, press releases etc. Access to a fax, telephone and computer are necessary. Training
courses are available through Effective Football Club Administration Programme, ‘Marketing and
Sponsorship’.

What sort of tasks are involved? Tasks will include:
Produce weekly match reports for inclusion in the local paper
Produce a club News Sheet twice a season
Co-ordinator production of programme for home games
Produce general interest stories about the club for local press
Ensure that the club is featured in locally produced sports magazines

Schools Liaison Officer
Who will I be responsible to?
The General Committee

Who will I be responsible for?
Not applicable
How much time will I need to give to the job?

1-2 hours a week

What is the role of the Schools Liaison Officer?
To establish links with all local schools.
Meet with school staff to promote the Club as required.
To ensure information on the Club is sent to schools.
To develop opportunities for young leaders and players within the Club.
To organise U5 recruitment sessions before the start of each season.
To report to the Club Committee on all related issues.

Coach/Volunteer and Qualifications Co-ordinator
Who will I be responsible to?
The General Committee

Who will I be responsible for?
Not applicable
How much time will I need to give to the job?
2-3 hours per week

What is the role of the Coach/Volunteer and Qualifications Co-ordinator
To support and be a point of contact for coaches.
To support and promote volunteers within the club.
To be a point of contact for Galmington Dragons Development Officer and relay information and material
to volunteers and coaches within the club.
To work & communicate with all Club Officials regarding opportunities for existing/new coaches.
To obtain and keep up to date the Clubs qualification records
What else can you tell me about the job?
Skills Required:
• Approachable and a good listener
• Well organised
• Able to delegate
• Confident and effective communicator
• Enthusiastic and a good motivator
• Tactful and discrete
• Prepared to make a regular time commitment

What sort of tasks are involved? Tasks will include:
Supervise/ oversee all club volunteers
Act as a point of contact for all volunteers and coaches
Liaise with the Chairperson to ensure that all tasks required to run the club efficiently are carried out
Ensure that each volunteer/coach understands their job and their role within the organisation
Get to know all club volunteers/coaches

Development Officer
Who will I be responsible to? How much time will I need to give to the job?
The General Committee
Who will I be responsible for?
Youth team coaches
How much time will I need to give to the job?
Five to ten hours per week.

What is the role of the Development Officer
The main purpose of the Development Officer is to oversee the development of youth team coaches and
teams.

What else can you tell me about the job?
As the Youth Teams Officer it is advisable for you to have an FA Coaching Certificate qualification,
attended an FA Child Protection and Best Practice Workshop and have good communication skills.
Training in club development is advisable. Training courses are available through effective Football Club
Administration Programme, ‘Developing Youth Football’ and Sport England ‘Developing a Junior Club’
and ‘Sports Link’.

What sorts of tasks are involved? Tasks will include:
Co-ordinate the recruitment of junior players.
Co-ordinate the recruitment of coaches/managers for junior sessions and teams.
Assisting/delivering of youth sessions.
Organise fixtures for junior teams in liaison with the youth manager
Liaise with schools to recruit junior players.
Liaise with Local Authority Sports Development Unit/County Development Officer to recruit junior
players, recommend players to centres of excellence, county squads etc.

Age Group Manager
Who will I be responsible to?
The General Committee

Who will I be responsible for?
My designated age group team
How much time will I need to give to the role?
Team activities on match day will, depending on the venue for the game, take up approximately 4 hours.
Coaching and training sessions at the club each week take up around 2 hours. Other duties associated
with the tasks outlined above are spread across the week, with telephone calls etc., and will take around
4 hours.

What is the role of the Youth Team Manager
The main purpose of the role is to ensure that the club provides a team to compete in the District Youth
League and Cup Competitions. The Manager is responsible for all aspects of activity regarding the age
group. The Manager is permitted to engage assistants as required, so long as they meet the
membership requirements of the club.

What else can you tell me about the role?
The Club requires the minimum FA qualification of the Level One Coaching Football Award (including
first aid award) for all Team Managers. The Club will assist you in obtaining this award during the
season if you do not already have the qualification. An allowance for telephone calls is paid. Other Club
Officials and Team Managers are always available for any assistance or advice. A Club first aid kit will
be issued to all team managers, which can be replenished on request. The Club provides all playing kit
and match and training equipment.
What sorts of tasks are involved? Tasks will include:
Team selection
Organisation of coaching/training at club once per week
Organisation of transport for team matches
Team kit & equipment (including laundry, parents usually take turns)

Reporting results after matches
Reporting postponements
Monthly - team accounts
Once each season - end of season report to Club Committee
Act as referee co-ordinator
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