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1. IntroducƟon to Club Governance  

Tug of War Ireland is commiƩed to ensuring good governance across our sport and has put together 
this guide to provide guidance to clubs which we hope will be of assistance at club level.  
At Government level, the NaƟonal Sports Policy 2018–2027 (which among other targets) specifically 
requires the adopƟon by all funded sports bodies of The Governance Code which is the Code 
advocated by Sport Ireland to be adopted by all sport’s NaƟonal Governing bodies.  At Board level we 
have confirmed our compliance with the Code to Sport Ireland.  
  
We hope this guide can assist all clubs to embrace governance at club level and help clubs have a beƩer 
understanding of how good governance can be implemented.  Many clubs have already put good 
governance pracƟces in place, and we encourage all clubs to conƟnue to make improvements at all 
levels. Governance pracƟces are there to protect you and your club and to have a clear set of principles 
and policies to follow when issues arise.  
  
It is important that your club commiƩee consider governance in how you operate and ideally have 
individual/s within the club that can help the club keep improving in this area. we suggest you could 
consider seƫng up a subcommiƩee to support the main commiƩee with this work.  
  
If you require any assistance, please do contact us at secretary@tugofwarireland.com  
  

2. What does governance for our Clubs look like?  

Governance effecƟvely means seƫng out how your club is run, who is in control and what processes, 
policies and controls are in place to ensure the club is aƩracƟve for new members, financially stable 
and well run. Good governance means having good policies and procedures in place that allow clubs 
to run their affairs as autonomously as possible but to a standard expected as a member of Tug of War 
Ireland. It also means how we behave, lead and work within our club. It includes;   
  

• Complying with all rules of affiliaƟon   
• Providing a safe and enjoyable environment for members  
• Having a good club culture and ethos  
• Ensuring high standards of safeguarding pracƟces  
• OperaƟng your commiƩee for the overall benefit of the clubs and your members  
• Making good decisions and being transparent about those decisions  
• Encouraging involvement across the membership  
• Being open to new ideas and new people  
• Working as a team, democraƟcally and not for individual/ group interests  
• Being open to new ideas  
• ProtecƟng the reputaƟon of the club and our sport  
• Following a clear strategy and plan to meet club goals  
• Being resilience and sustainable into the future  
• Ensuring your club is inclusive and meets any minimum standards of diversity and 

inclusivity  
• Complying with any legislaƟon or financial standards, codes or regulaƟons  
• Not leƫng poliƟcs get in the way   
• Doing what is always the best for the Club as a whole  
• Knowing when it’s Ɵme to step away from a role   
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By having a good governance framework in place, you can:  

• Build trust and confidence  
• Set the culture, ethos and behaviour expected   
• Encourage more members to parƟcipate and join  
• Ensure everyone can enjoy our sport in a safe, fun, and healthy environment  
• Protect and safeguard members but parƟcularly children and vulnerable adults  
• Set minimum standards of what we expect from our commiƩee and volunteers  
• Provide a clear process when complaints or issues are raised  
• Make our club more aƩracƟve for funding   
• Define everyone’s role within the club and encourage teamwork  
• Allow for club succession and rotaƟon of roles  
• Encourage more diversity and inclusiveness  
• Protect the club from legal, financial and regulatory issues  
• Build our clubs reputaƟon  

  

When good governance is not observed it can:  
  

• Undermine good work of volunteers and membership  
• Expose the club to complaints and concerns  
• Lead to reputaƟonal damage  
• Result in legal, financial or other invesƟgaƟons or cases  
• Damage relaƟonships between members and the wider community  
• Impact funding and other applicaƟons  
• Reduce membership applicaƟons and renewals  
• Personally affect individuals’ health and wellbeing  

  
Common causes of poor governance include:   
  

• Poor club culture  
• Good intenƟons, but a lack of experience or knowledge  
• A skills gap in key areas of finance, risk, safeguarding or legal maƩers  
• Conflicts of interest and loyalty interfering with good decision making  
• Lack of diversity, insular thinking including lack of gender balance   
• UnfeƩered power by one or a small group of individuals   
• Unwieldy board and commiƩee sizes  
• Poor disseminaƟon of informaƟon to members and stakeholders   
• Absence of term limits for the commiƩee  
• Lack of internal checks and challenges  
• No agreed policies and procedures in place  
• Lack of understanding of roles & responsibiliƟes  
• Poor meeƟng processes (papers, minutes etc.)  
• Personal disagreements and personality clashes  
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3. AffiliaƟon  
  
The Club CommiƩee should ensure that it is correctly affiliated to Tug of War Ireland. A club wishing 
to be affiliated to the Company, shall in accordance with ArƟcle 4 of the Tug of War ArƟcles of 
AssociaƟon:   
  
  
  
(a) have minimum of 5 Club Members who have discharged their Membership Fee in accordance  with 

Clause 15 of the ArƟcles of AssociaƟon;   
(b) have parƟcipated in a minimum of 2 events sancƟoned by the Company during the preceding  

calendar year;   
(c) be consƟtuted to promote and develop the acƟvity of Tug of War in Ireland,   
(d) have an ExecuƟve CommiƩee consisƟng of a Chair, Secretary, and Treasurer;   
(e) have submiƩed to the Company, evidence of a validly adopted ConsƟtuƟon in a form prescribed  

by the Company and demonstraƟng common objects of the Company;   
(f) Have paid an annual Membership Fee as determined by the Company from Ɵme to Ɵme on or  

before 31 January every year.   
  
For clarity, any Affiliated Club that has not paid their annual Membership Fee by 31 January shall not  
be considered affiliated and therefore shall not have any voƟng rights for that calendar year at any  
Company meeƟng.  
  
Once a club is affiliated to Tug of War Ireland the club is bound to observe the consƟtuƟon and all the 
rules, policies and procedures of Tug of War Ireland   
   
All official communicaƟon with Clubs is made via the clubs Secretary.  
  
AƩendance and VoƟng at General MeeƟngs  
  
Every affiliated Club as the right to noƟce of, and to aƩend at, general meeƟngs of the Company and 
the right to nominate a Delegate in accordance with the provisions of the ArƟcles of AssociaƟon and 
such delegates shall have the right to speak and the right to vote at general meeƟngs.   

4. Structure of your club  
  
It is important to know if your club is structured as volunteer commiƩee structure with a club 
consƟtuƟon and commiƩee running its affairs or a company structure with a company consƟtuƟon.  If 
necessary, speak to your solicitor about that as having the right structure provides clarity on roles and 
responsibiliƟes of the club.   
  
ConsƟtuƟon   
A ConsƟtuƟon sets out the basis upon which the club operates and must be in compliance with 
company law if you are a company structure. If you are a not a company structure you must sƟll have 
a consƟtuƟon. For either structure the following should be clearly set out in the ConsƟtuƟon   
  

• Membership and affiliaƟon to Tug of War Ireland  
• General rules regarding admission and members rights  
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• Objects of the club, its purpose etc  
• CommiƩee membership  
• Terms of office   
• ElecƟon procedures  
• Powers and remit of the CommiƩee   
• Minimum number of Ɵmes a year the CommiƩee meet  
• Procedures regarding meeƟngs of the club  
• What is the quorum and how is voƟng managed  
• Role of the chair and high-level details on other key roles  
• How sub commiƩees may be set up and delegated tasks and duƟes  
• Reference to any ancillary policies, codes and rules that must be complied with  
• Accounts and governance provisions  

  
  
Your club may also have addiƟonal club rules, policies, or other regulaƟons included in the body of the 
consƟtuƟon or these may sit separately in a club rules document which can also incorporate club 
policies and general club informaƟon  
  

5. Club CommiƩee and Sub CommiƩees  
  
The CommiƩee   
Clubs are managed and controlled by a commiƩee which takes decisions on behalf of the members. 
CommiƩees should provide leadership, direcƟon, and guidance. The commiƩee are ulƟmately 
responsible for ensuring good governance and financial oversight of the Club. The CommiƩee take 
responsibility for ensuring member’s interests are protected and decision-making works to achieve 
the clubs’ objecƟves. CommiƩees and members provide the necessary leadership to ensure the future 
viability of the club and sustainability into the future. CommiƩees should not operate as private 
domains of any one set of individuals and should be open, accessible, and transparent. Clubs which 
are structured as a company are similarly run by a Board of Directors however, they may be commonly 
known as or referred to as a “commiƩee” by the Club which is in order but should be aware that they 
are subject to addiƟonal legal and statutory obligaƟons under the law.  
  
The CommiƩee is responsible for:  
  

• Seƫng the overall strategy for the club  
• Culture and leadership  
• Governance and risk management  
• Policy seƫng and implementaƟon  
• Compliance with law and regulaƟons  
• AppoinƟng sub commiƩees and their terms of reference  
• Compliance with consƟtuƟon  
• Commercial decisions  
• Membership policy   
• Financial oversight and controls  
• Employment/Services/Contractor engagement  
• All legal and financial compliance  
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The commiƩee will also have operaƟonal duƟes (the day to day running of the club) to manage. Such 
operaƟonal duƟes may be delegated to volunteers, contractors, staff or working groups and may 
include;  

• Club administraƟon  
• Running events, programmes, training, compeƟƟons etc  
• Membership administraƟon  
• CommunicaƟons and social media  
• Financial accounts  
• MarkeƟng and commercial work  
• Volunteer management  
• Safeguarding  

  
  
CommiƩee size  
While there are no legal requirements advising what size the CommiƩee should be we recommend no 
less than 6 and no more than 10 members in order to be effecƟve however there is no specific 
requirement if a club is unable to meet these requirements.  
  
CommiƩee Members and Skill set  
While everyone should be encouraged to step forward at all levels it is important that the commiƩee 
has a combined unit has the necessary skills to effecƟvely manage and operate the club. An 
appropriate mix of skills, experience and knowledge should exist on each commiƩee.  Each commiƩee 
member should have clear roles and responsibiliƟes and be able to work together as a team. Equally 
it is important when members offer their assistance that clubs find an appropriate role as we all know 
volunteers are not easy to come by.  
  
One way of ensuring skills sets is to provide guidance to members on the type of roles and skills that 
the commiƩee need on an annual basis. This can also issue to members in advance of elecƟons. 
ProacƟvely idenƟfying volunteers who are interested in running for elecƟon with specific skill sets is 
also a useful way to help strengthen commiƩees but should be approved by the membership as part 
of the elecƟon procedures. Clubs can also include provisions in their consƟtuƟon to allow commiƩees 
to co-opt/appoint a specific number of individuals if some specific skill sets are needed.  
  
The club should consider;  
  

• What skills are needed?   
• Have we considered gender balance?  
• Are we diverse enough?  
• What leadership or other aƩributes do we need?  
• What commitment do members need to give?  

  
CommiƩee ElecƟons/ Appointments  
CommiƩee members should be elected, appointed, or co-opted in accordance with the provisions of 
the consƟtuƟon. Finding skills sets purely via an elecƟon process can be difficult but it is a maƩer for 
the club to determine what may work best. A mix of elecƟons and co-opƟons/appointments can be 
helpful to ensure a fair transparency process. Every club should assess the needs for their club 
commiƩee and decide on how best to populate these roles. Prior to elecƟons it can be useful to set 
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up a NominaƟons Sub CommiƩee. This commiƩee can help idenƟfy the skill sets needed and 
potenƟally encourage members to step up.   

  
6. CommiƩee Roles  
  
Tug of War Ireland recommends the following posiƟons to be filled in the CommiƩee:   
  
Chair / President  
Some clubs may have decided to combine this role together however clubs may decide to split these   
due to the skills that may be required to undertake each role. The role of the President is to 
represent  the club and act as an ambassador for the club and they may or may not be a member of 
the  commiƩee.   
  
The role of the chair is to manage the commiƩee and provide good leadership.  A chair should  
ulƟmately be responsible for bringing people together to work as a team for the beƩerment of the  
club and its members. Alongside this leadership role the chair is responsible to ensure the commiƩee  
funcƟons correctly and to conduct all meeƟngs. This person should have leadership experƟse and  
experience in chairing meeƟngs and understand good governance pracƟces. If at any meeƟng the  
chair is not present, clubs should have a clause within their consƟtuƟon to appoint a temporary chair  
for that meeƟng.   
  
Treasurer   
The Treasurer is responsible for the financial management of the club and should have a skill set and 
experience in finance and ensure financial planning and rigorous controls are in place. This individual 
should liaise with external advisors and auditors on all financial maƩers when required.  
  
Secretary  
The Secretary undertakes much of the club’s administraƟve work. If the club is incorporated, then by 
law a Company Secretary must be appointed - this may be the Club Secretary (if they have the relevant 
experience). All official communicaƟons is conducted via the registered Secretary.  
  
Other CommiƩee Members  
These addiƟonal members should be elected, appointed/co-opted in accordance with the  consƟtuƟon 
of each club and generally at the AGM and should as a minimum include a;   
  

• Safeguarding Designated Liaison Officer  
• Safety Advisor  

  
Directors  
If a club is structured as a company, then the club will have a board which acts as the commiƩee  
and each member of the commiƩee including the roles outlined above will also be a legal director  
under company law.  
  
Trustees  
Some clubs may have trustees appointed to specifically hold assets on behalf of the club. Where a club 
has trustees, the club should seek legal advice on their role and their powers within the club.  
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Gender balance requirements for club commiƩees  
Research shows that having more diversity adds value by offering different perspecƟves and a broader 
range of opinions, which ulƟmately helps improve our decision making.  Tug of War Ireland has a 
minimum gender balance requirement of 40% of either gender at naƟonal Level and strongly 
advocates that clubs also adopt the gender balance principle.  
  
Terms of Office   
Although not a legal requirement it is good governance pracƟce, that those who hold posiƟons in the 
club should step aside once they meet a maximum term of office. While volunteers can be hard to 
find, it is best pracƟce to ensure good rotaƟon of people in key roles within the club. This ensures 
diverse thinking and transparency of succession. It is also important for clubs to encourage new 
members to put themselves forward. It is important when bringing in terms of office to also 
acknowledge the service of those that have served.  Former commiƩee members can sƟll be involved 
on working groups or sub commiƩees once term limits expire. Clubs should also consider how rotaƟon 
will work as it is not good pracƟce for all members to step away at the same Ɵme.  

  
SubcommiƩees  
  
SubcommiƩees may also be established to manage operaƟonal maƩers such as compeƟƟons, 
membership, or for more regulatory maƩers like audit and risk, governance, and finances. Each 
subcommiƩee should report to the main commiƩee.  SubcommiƩee members should have the 
necessary skills in the area involved and external experts may be brought in to assist on such 
commiƩees.    Clubs should ensure each subcommiƩee:  
  

• Is properly approved and set up in accordance with the club consƟtuƟon  
• Has a term of reference lisƟng its funcƟon and remit  
• Has members with relevant experƟse/skill sets  
• Reports to the main commiƩee  
• Has support when as required (e.g.; financial, audit)  
• Keeps to an agreed meeƟng schedule  
• Keeps a record/minutes of its meeƟngs  

  
  
Club Strategy/ Club OperaƟons Plan  
While many members and commiƩees have great ideas about how their club can develop, many do 
not have a plan that is wriƩen down. Planning is essenƟal to ensure everyone is working in the right 
direcƟon and everyone understands the core purpose and prioriƟes of the club.  Without a wriƩen 
plan clubs run the risk of being over dependent on specific individuals taking responsibility for maƩers 
on an ad hoc basis rather than being led by a plan of acƟon and clear set of objecƟves.  Having a solid 
plan can:  

• Ensure the club is going in the right direcƟon  
• Help a club grow and embed itself into the community  
• Communicate to its membership, the wider community, to media and potenƟal 

funders  
• Acknowledge and celebrate its achievements  
• Provide a clear pathway and succession plan for new commiƩees  
• Ensure less dependency on ideas of individuals by embracing broader input  
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• Gives confidence to membership and provides transparency and accountability  
• Avoids ad hoc projects and ensures commiƩees sƟck to the plan  
• Form part of good governance pracƟces  

  

What should be included in a Strategic Plan?  
  

• Club Vision: What do we want for the future or where do we want to be?  
• Club Mission: What is our current purpose and role?  
• Club Values: What is our culture and what principles do we embrace?  
• Stakeholder Map: Who is important to our overall strategy?  
• Core objecƟves/goals:  What do we want to achieve over the next 2, 3, 4 or 5 years?  
• AcƟons/ IniƟaƟves: How do we achieve this and what overall acƟons are needed?  
• Timeline and evaluaƟon of overall objecƟves/goals  
• Budget/ funding requirements  

What should be included in the yearly operaƟon part of the plan?  
  

• How to implement the strategic plan on a more detailed monthly/yearly basis • 
 Breaking down the acƟons into clear deliverable tasks  

• Who is responsible for each acƟon?  
• What is our annual budget for these acƟons  
• Seƫng out a detailed Ɵmeline to complete the acƟons  
• EvaluaƟon of the acƟons at year end  

  

Club Policies   

What are policies and why do clubs need them?  
Not all operaƟonal and administraƟve maƩers can be outlined within a club consƟtuƟon so it is good 
pracƟce to have a suite of policies which sit alongside the club consƟtuƟon, and which provide 
guidance and procedures which the club follow and which the members should comply with. A club 
can have a number of policies in place dealing with a range of maƩers. Policies provide addiƟonal 
informaƟon on how the club deals with certain issues like its safeguarding pracƟces, its data protecƟon 
compliance, its complaints procedures, how it communicates and how it manages club funds.  A club 
should try and ensure policies are implementable, easy to understand and are available for all 
members.  It is good pracƟce to have the majority of these available on the club website.   
  
Below is an example of recommended policies the club should put in place. Clubs may decide to 
implement other policies for specific purposes, and we encourage all clubs to do so if they feel a policy 
is needed to cover another area the club may be involved in.  
  
Financial Controls Policy  
The club should have a clear policy in place to set out how funds are managed, bank accounts held, 
signatories required, accounƟng and audit procedures and borrowing or other financial controls or 
powers the club may have.   

Risk Assessment and Register   
As part of good governance, the club should conduct a risk assessment and keep a risk register  
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Insurance   
Clubs should take advice to ensure they have the correct insurance policies in place. It is important to 
consult with your broker/insurance company and understand what cover is in place, what is the level 
of cover and where there may be gaps.  Indemnity cover is important for directors, trustees and 
commiƩee members.   

Codes of Conduct  
A code of conduct details what is expected from individuals in terms of their commitment, loyalty, 
confidenƟality, and behaviour. The code sets out the culture and environment under which the club 
operates and summarises expectaƟons of those that serve the club.  Clubs may also wish to have a 
member’s code in place which clearly sets out the club’s expectaƟons of behaviour from its members  

MaƩers Reserved for the CommiƩee V the Membership  
It is good pracƟce to have a schedule or list of items are that exclusively reserved for the commiƩee to 
deal with or to make a decision on.  This will help the club avoid unnecessary conflict and for members 
to understand what maƩers must be put before an AGM / EGM or what the commiƩee can determine 
itself. For example, agreeing what bank to use or the signatories for accounts can be decided upon by 
the commiƩee whereas borrowing or lending money should be put to the membership.   

  
Data ProtecƟon Policy/GDPR  
Clubs need to have a robust Data ProtecƟon Policy/ GDPR (the EU’s General Data ProtecƟon 
RegulaƟon) in place. This will require the club to undertake a data mapping exercise which will 
establish a list of exactly what data the club holds or collects, for what reason and for what length. 
Data can be as simple as holding an email address or phone number of a member or more complex 
such as bank account details or medical informaƟon. The Data ProtecƟon Policy may be different for 
each club depending on what acƟviƟes they undertake and what data is collected from individuals.   

Business ConƟnuity Policy/ Disaster recovery  
As occurred during the Covid-19 pandemic, many clubs closed, and business had to stop. A business 
conƟnuity policy will set out what happens in such circumstances. When business is interrupted this 
can be very helpful parƟcularly in cases of crisis and emergency including injury or death, an accident, 
loss of data, cyber-aƩack etc.    

Equality Policy  
To comply with equality legislaƟon the club needs to have an equality policy to ensure there is no 
discriminaƟon against any individual or group. Clubs are legally bound by the Equal Status Acts in 
Ireland. It is important that clubs understand their anƟ-discriminaƟon obligaƟons. Clubs should ensure 
maƩers relaƟng to its equality policy are examined and any concerns or issues around equality in the 
club are immediately advised to the commiƩee for review and acƟon.  

Bullying, harassment and vicƟmisaƟon Policy  
AllegaƟons around maƩers such as bullying and harassment can be very damaging for a club and can 
undermine confidence and trust at all levels. What is important for the club is to set out a clear and 
fair process for how issues will be reported, managed and ideally resolved.   

Safety Statement and Health and Safety Policy  
Clubs are required to have a safety statement which is visible to members.  The Health & Safety policy 
sits along with this and sets out the health and safety protocols and procedures a club will follow in 
relaƟon to all its acƟviƟes. An individual should be idenƟfied as responsible for health and safety and 
first aid within the policy. Someone with experience in health and safety should be asked to conduct 
a visit and assessment and assist with the policy.  
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Volunteer Policy  
Given the number of volunteers clubs engage with it is good pracƟce to have a clear policy in place 
when an individual becomes engaged with the club for the first Ɵme. This policy can act as a signal for 
volunteers as to what is expected from them and the various policies that apply to them as volunteers 
for the club.   

Social Media Policy  
Social media use is now commonplace and a policy can be a helpful tool to provide guidance and 
advice to our commiƩee members. While clubs cannot police and control what the general public may 
say with regard to the club on social media, they can set guidance for members and commiƩee 
members.   

CommunicaƟons Policy  
A good communicaƟons policy can make it clear who is the spokesperson for the club, how media 
queries will be dealt with, how announcements are made and who should engage on behalf of the 
club. It can help to lay out the process of how commiƩees will be updated and who is ulƟmately 
responsible for the clubs messaging.  

Internet and Email Policy  
It may be the case that your club has provided volunteers access to servers and email addresses. If this 
is the case, then a club should have a policy with regard to data ownership and how data is shared and 
kept confidenƟal.  

GiŌs Policy  
In good governance a high standard of ethics is now expected across all areas. In sport it can be 
commonplace for giŌs to be exchanged. A policy can set out the level of monetary value that giŌs 
should not exceed before having to be reported.  
Safeguarding/ Child Welfare Policy  
The policy will outline the clubs process with regard to veƫng procedures and the overall posiƟon with 
regard to safeguarding. It should also cover vulnerable adults. The policy should also clearly state how 
maƩers will be handled, by whom and the responsibiliƟes for reporƟng in line with current legislaƟon.  
It should also set out how stand down order and suspensions are handled and the Clubs policy on 
Safeguarding training and veƫng. Sport Ireland’s Safeguarding Guidance for Children and Young 
People in Sport (2019) which follows Children First: NaƟonal Guidance for the ProtecƟon and Welfare 
of Children (2017) sets out requirements on recruiƟng and working with children, young people and 
vulnerable adults. Every club must have a policy in that regard and commiƩee members should be 
familiar with their obligaƟons.  Clubs should have a Children’s Officer and a Designated Liaison Person 
who is separate to the children’s officer (if possible) to ensure the required reporƟng procedures are 
followed and to report any suspected cases of child neglect or abuse to the duty social worker in the 
Child and Family Agency/Tusla or an Garda Síochána.   

Disciplinary and Grievance Policy  
It is important that Clubs also have a Disciplinary and Grievance policy in place for its members and 
volunteers separate to any staff policy. This will set out how complaints and disputes or breaches of 
policies will be handled.   

Lobbying Policy  
If the club is undertaking in any lobbying acƟvity (i.e. lobbying a 'designated public official' about 
purchase of land, policy changes, legal changes, grants etc) you may be required to register as an 
organisaƟon that partakes in lobbying and file a quarterly return. The sipo.ie website provides 
guidance on whether you should register or not and what consƟtutes lobbying acƟvity.   
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Inclusion/ Disability Policy  
This Policy sets out the Clubs commitment to all people with disabiliƟes and outlines how our Club will 
facilitate the inclusion of those with disabiliƟes in developing and offering acƟviƟes. The policy should 
also include any Club training providing, details of who is responsible for enquires and our general 
access policy in respect of our facility and equipment.  
  
Running EffecƟve MeeƟngs  

  
Role of Chair  
  
The role of the Chair is to agree and set the agenda with input from the secretary (or managing staff if 
any) or taking into account maƩers which may need to be addressed or which have been raised by 
members.  The Chair sets the tone for the meeƟng, the agenda and the Ɵmings. It is good pracƟce to 
ensure a set amount of Ɵme is divided as appropriate to each agenda item to ensure all maƩers receive 
adequate aƩenƟon. They key to a well-run meeƟng is a strong chair and a well-planned agenda. The 
chair should:  

• Insist papers have been read in advance so Ɵme is not wasted reading through material  
• Control how the meeƟng is run and the speaking Ɵme for member’s present avoiding too many 

discussions running over or any monopoly in conversaƟons  
• Encourage an open transparent meeƟng, seek out quesƟons on topics and ensure each 

member feels they can contribute to the discussion.   
• Encourage individual contribuƟons and avoid group thinking. UlƟmately the decision will be 

made by the majority if that is what the ConsƟtuƟon sƟpulates but a robust discussion in a 
construcƟve rather than disrupƟve manner should take place.   

• Call out poor behaviour when necessary and resolve conflicts where possible.  
  

MeeƟng Schedule  
It is good pracƟce to try agree a meeƟng schedule for the year ahead or at least for the next 6 months 
and ensure the dates are secured in peoples diaries.  MeeƟngs should be held for the minimum 
number of Ɵmes set out in the consƟtuƟon, but good pracƟce would be at least every 4-6 weeks 
depending on the nature of the commiƩee. In smaller Clubs it may meet more regularly as it may be 
more operaƟonally involved.  

Agenda  
An agenda might include:   
  

• The minutes of the last meeƟng   
• MaƩes arising from minutes  
• Outstanding acƟon points  
• Update on Club acƟviƟes  
• Strategic issues   
• Financial updates   
• Governance updates  
• Risk Register update  
• Membership/Stakeholder issues  
• Project work  
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NoƟce of MeeƟngs, Papers and AƩendance   
Clubs should ensure adequate noƟce is provided for its meeƟngs and how it has been agreed noƟce 
should issue e.g. via email.  The secretary should take note of aƩendance. Members should ensure 
they give apologies if they are unable to aƩend but the chair should raise any repeated failure to aƩend 
with the relevant member.  Papers should be issued a number of days in advance if possible and ideally 
each agenda item should have a memo or paper aƩached outlining what the discussion is about.     

Minutes  
The secretary should take minutes in an agreed standard format which outline key discussions and 
decisions of the commiƩee and any follow up acƟons necessary. Minutes do not need to be verbaƟm 
what was said at the meeƟng but an overall indicaƟon of what was discussed under each agenda item 
and the outcome or decisions relaƟng to same. The chair should review the minutes and may offer 
guidance on what detail should be recorded.  Key maƩers especially around financial decisions must 
be properly recorded.  There is no need to aƩribute comments to parƟcular individuals however 
members may wish individual concerns are recorded. The final decision of the commiƩee however is 
collecƟve even if not everyone agreed.   Minutes are normally approved at the next meeƟng and 
signed by the chair.   

General MeeƟngs AGM/EGM  
Clubs must hold general meeƟngs of all members in accordance with their consƟtuƟon. The key to 
running a good meeƟng is proper planning, Ɵming and communicaƟon with members. It is important 
the meeƟng is set up correctly, chaired in a professional manner and there are no surprises for 
members which could generate a bad outcome.  If there are key decisions to be made at such meeƟngs 
(e.g. changes to the ConsƟtuƟon or an important club policy) consideraƟon should be given to advance 
consultaƟon with members before springing maƩers on them at a general meeƟng.  An AGM should 
include:  

• Overview of financial statements   
• Clubs acƟviƟes report   
• Appointment of the auditors and seƫng fees where relevant   
• ElecƟons   

  
An EGM is generally held in accordance with the Club ConsƟtuƟon for urgent maƩers.  

  
Where do we start ?  
  
Start by seƫng up a governance commiƩee  
The commiƩee should agree who in the club should sit on a governance commiƩee. This can be made 
up of members of the main commiƩee or include other members who may have skills or experƟse or 
an interest in this area.  This governance commiƩee should:  
  

• Agree a terms of reference for the work the commiƩee will undertake  
• Consult with the members in relaƟon to governance and any changes that may impact them  
• Review the exisƟng club governance and understand where the club is currently posiƟoned  
• IdenƟfy a list of gaps that the club may need to work on  
• Make recommendaƟons to the main commiƩee on changes to be adopted  
• Create an acƟon plan and Ɵmeline to implement change   
• Divide up the workload and agree who is responsible for which elements  
• Bring forward any consƟtuƟonal changes to your EGM/ AGM  


