SECTION 5
The Background Work

Club Committees

The Purpose of Committees
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Finding Committee Members
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Working with a Committee
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The Role of the Chairman
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The Role of the Secretary
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The Role of the Treasurer
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The following financial rules should be known and agreed to in the
club and then strictly applied:
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Recommended Financial Rules and Procedures
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If the club leader, or any other member of the club, is a paid
employee receiving fees or a salary, they may not serve as a voting
committee member.

Fundraiser
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Transport Officer
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Public Relations Officer
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Welfare Officer
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Planning for Meetings
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Preparation
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Decisions
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Sample Agendas

AGENDA for First Meeting



AGENDA for Regular Club Committee Meeting
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AGENDA for Annual General Meeting



Further Background Work

Keeping Records

Personal Information
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The Data Protection Act 1998
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The above principles must be followed by anyone handling personal
information regardless of registration under The Data Protection Act.
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Other Required Information

Equipment Records
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Records of Meetings
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Register of Attendance

# &
! = # & #
! &
11 i ,
! (
# & #
& ! )
0 ALL (# #
/ # 8 &
! & & &
#
6 2 &
; 1 # & &
I 0 0 0 0
6 - 66 - Cc> ;>
GG@ GG@ GG@ GG@
0o - F GG F GG F GG GG
F GG F GG GG

Guests: Name & Address
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APPLICATION FORM
for
Club Membership
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Welfare Notes
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Club Complaints Procedure

Introduction

#
( (
# #
( & # # o0 '
| ! &
&K = & #
& & L &
L|
Receiving a Complaint
" & # ( = &
& # & 1
P
0] 1 & & &
1 < 1
& # 1
6 & & ( #
+ #
( # !
&
5
&
&
4 5
Registering a Complaint
, # 1
( (
! ! ;& (
/ *
) &
! G &

&8



Induction

Club Leaders’ Induction
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Induction Checklist

The following checklist should be completed and signed by all new
volunteers and workers in Phab clubs and countersigned by the
person responsible for their induction.
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