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Welcome to Long Eaton Rugby Football Club. Firstly, we would like to thank you. Our Club goes from 

strength to strength and does so because of our many volunteers and the hours you give. This pack 

is intended to give you guidance in your role and sign post you to people, documents and websites 

that will support you. If you have any difficulties or issues there is also a contact list of people that 

can help you. The following bullet points provide a brief outline of your role and fuller detail follows. 

This is NOT an exhaustive list and at its most simple managers take care of the admin so that 

coaches can take care of the rugby!!! 

Coaches 

• Be clear on your 'vision' for your team and with your co-coaching team. Your manager is 

there to help the smooth running of your training sessions and fixtures by confirming player 

attendance. Communication is key. 

• Plan sessions for your team that are appropriate and sit within the RFU Age Grade guidelines 

• Ensure you are available for training sessions or game days. If not then it is your 

responsibility to contact the Club Coach Coordinator - to make alternative arrangements and 

then let your manager know 

• Make the Core Values the centre of your team 

• Ensure all game time responds to LERFC and RFU expectations for Junior Rugby 

• Take necessary steps to address poor/challenging player behaviour referring to Club Coach 

Coordinator/Safeguarding Officer if required 

• Make sure your team manager is aware of game and training arrangements so they can 

share this accurately with parents and players 

• Ensure all kit (including First Aid kit) is transported to away fixtures 

• Carry a contact list at all training/games 

• Complete the Accident Book following any player injury and report to Safeguarding Officers 

if any player is detained in hospital overnight (your manager could also do this) 

• Attend CPD offered by the Club (especially Play it Safe and Rugby Ready) 

• Attend Coaches meetings 

Managers 

• Contact parents/carers to confirm availability for training sessions/games as appropriate to 

the age group. Use secure and administered Facebook page if appropriate. 

• Pass availability to your head coach to allow the coaching team to plan training/ games to 

help these run smoothly. 

• Be the link between coaches and parents. Pass any issues/complaints that cannot be easily 

resolved at team level to Club Coach Coordinator 

• Carry an up to date contact list to all training/game 

• Welcome new players and parents/carers to the club 

• Issue and collect in membership forms 

• Pass any changes to membership to the Membership/Registration Secretary (currently Des 

Chapman) and let Club Coach Coordinator know 

• Organise kit and issue in liaison with Club Coach Coordinator  

• Complete NLD competition paperwork/match cards with coaches 

• Pass on Club/team news to parents/players 

 



October 2016 v3 
 

Managers contd. 

• Lead the organisation of any extra trips/activities/visits/tour etc putting requests to the 

Management Committee for agreement 

• Be the responsible adult for any trips/visits/activities/tour ensuring the safeguarding 

guidelines and RFU/NLD protocols are met 

• Support coaches in the completion of the Accident Book following player injury 

• Support coaches with kit/duties etc at their request 

 

Players and Parents - The Managers Responsibilities 

At the start of the season you will receive an updated list of players and their contact details.  As a 

Manager it's your responsibility to ensure that all the contact details are correct and inform the 

Membership/Registration Secretary (Des Chapman) if there are any changes that need to be made.  

If you have a new player you need to give them a registration form and when completed return it to 

the Director of Rugby for your section (Minis and Juniors is Paul Gardner).  Ideally, after 2 training 

sessions, potential new players will be registered members. Players must be registered before 

playing in any cup fixtures. 

On the registration form there is a section giving permission for photographs to be taken. If you have 

a player who, for whatever reason, is unable to be on pictures you need to make all your coaches 

aware.  A reason doesn't have to be given, as this information is private, but the coach does need to 

be aware to ensure they aren't on any photos. There is also a section around medication and/or 

additional needs. Again, any information in this section is confidential but must be shared with 

coaches (if you are unsure about any of these contact the Club Safeguarding Officer(s). 

 It's also a good idea to keep a record of their contact details for yourself so that you can let them 

know about what they get with their membership in terms of kit, training, access to the physio etc – 

encourage parents to join the Club website and ask them to look at the "Welcome Pack" under the 

information/document tab on the club website.  

We would also suggest telling the parents about what we would like from them in terms of replying 

to availability texts, offering transport to matches etc.  Tell them about the Club's website 

(longeatonrfc.co.uk) and Players and Supporters Facebook page so that they're able to keep up to 

date with what's happening at the club.  

 Parents are also some of the best people to ask for help when you need volunteers to help with any 

social events for your team.  

The Directors of Rugby have access to the kit stash and once the first Direct Debit payment has gone 

out please see him to get the kit that you need (e.g. Player hands in form mid-October, first payment 

on 1st November then kit can be issued). Should you have an existing player that has outgrown their 

kit ask them to return it to you and replace it with the size they need. (Again, please do this through 

the Directors of Rugby so we can track stocks of kit) 

Managers should try and attend the Play It Safe course which covers Safeguarding in our sport. 

LERFC will cover costs of courses – see Director of Junior and Mini Rugby for details. 

 

Players and Parents - The Coaches Responsibilities 

It is the responsibility of the Coach to ensure the safety of players at all times. 

Be early to training sessions to check your training area for hazards and set up your session. Know 

your players. 

Be aware of the Player Pathways (attached)  
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Players and Parents - The Coaches Responsibilities contd. 

 Ideally we would like you to complete the Rugby Ready course and for those in the Under 13 game 

and above the Scrum Factory CPD too. Play It Safe is also a course all coaches and managers should 

attend. The Club will cover the costs of all training courses that you need to do including age 

relevant CPDs and Level 1/2 coaching courses. It's your responsibility to ensure that you are 

coaching to the appropriate age grade guidelines, the Club will keep you informed of any changes to 

the laws for age grade rugby and should you have any queries please ask the Director of Rugby for 

Minis and Juniors. Paul Gardner will nominate all coaches for the Rugby Ready and Scrum Factory (if 

applicable) courses 

You must also apply for DBS clearance. This is not optional as it is a matter of legislation. Contact the 

club safeguarding officer – Sam Nason. 

 

Your Team - the Managers & Coaches Responsibilities 

 Teamwork, Respect, Enjoyment, Discipline & Sportsmanship are Rugby's Core Values and should 

be promoted to the players and parents.  Some parents are new to rugby and aren't aware of how 

different the values can be to some other sports, should you see or hear a parent or player being 

disrespectful to a referee/player/opposition please point out that this is unacceptable.  On the Club's 

website (longeatonrfc.co.uk) there are guides for parents/players/coaches and even a basic guide to 

rugby union which it is worth telling the parents to have a look at.   

From the U13s upwards all players are expected to wear a shirt and club tie after matches and to 

stay and host the opposition after the match for at least 45 minutes and to stop at the hosting club 

for the same amount of time.  

Please make sure that your team are aware of the standards that the changing rooms are expected 

to be left in and that they are swept out after use.  There is a duty rota on the wall in the Clubhouse 

that identifies 3 player numbers who are have a clean-up duty each week. 

At home matches for these age groups we encourage having a man (woman) of the match to 

encourage the team to have fun. Please consider that we are on a public park and how things may 

look to anyone passing by -  keep it age appropriate and remember that there are younger players 

around the Clubhouse.  

If there are any issues then these should be dealt with face to face. Social media is NOT the place for 

criticism. Be aware that your players are still 'children' and so if you are unsure of how to deal with 

an incident/situation please seek advice from the Safeguarding Officer. 

Be aware of the players in your team, should you notice any issues such as bullying or you have 

concerns about a player's welfare please contact the Club's Safeguarding officer for advice on 

dealing with the situation.  Anything you have to say to them will be dealt with in confidence. 

 

Fixtures & Training - The Managers Responsibilities 

All the fixtures are set at the start of the season and you will receive a copy of the fixture list, you 

need to contact all the parents to ask for availability and who will need transport or if they are able 

to transport a player. It is good practice for parents/players to sort transport out between 

themselves where ever possible. It's best to send the texts out early in the week to give people a 

chance to reply, you will always get one or two that don't get back to you until the last minute.  Once 

you have a list of players you need to give this to your Head Coach and liaise with the 

parents/coaches to ensure that all the players who need transport have arranged it and can get to 
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the match. Make sure that the coach has the emergency contact details for all players (this could be 

a sheet kept in your first aid bag and updated when necessary).  

  

 

Fixtures & Training - The Managers Responsibilities contd. 

Whenever possible arrange a meet time at West Park car park. If you are going with the team take 

your list with you and check all the players off to ensure nobody is forgotten (if you won't be there 

confirm that a coach will do this).  

A point that may be obvious to you, but isn't always for everyone, is to make sure that those that 

take a player to the match also bring them back! Unless arrangements have been made for a player 

to get a lift to the meet point or back home from the meeting point please make it clear to the 

parent that it's their responsibility to get the player there and to be collected afterwards if they are 

having a lift to the match.  Should there be any change in training times/locations due to the 

weather you need to notify all parents.  

NLD Cup/Shield etc and 7s are Juniors only competitive tournaments. There is specific paper work 

and match cards that need completing. The rules, paperwork and details of these competitions can 

be found on the NLD RFU website – see below 

NLD competitions 14-16 link  http://nldrfu.co.uk/14-16 

 

Fixtures & Training - the Coaches responsibilities 

The Coach must ensure that the playing training area is free from hazards such as litter and dog 

fouling which is an issue as we are on a public park. As you know the Council aren't always on top of 

the dog fouling situation and should you have a problem with it and need it clearing please text the 

Dog Fouling line on 07922 701583, the more we report it the more likely the Council are to check on 

problem areas.   

Ensure your manager is clear on the arrangements for game days so that this can be passed on to 

parents/players clearly and in good time. 

Know injury protocols – especially the Headcase Concussion guidelines – and follow them. Player 
welfare must be paramount. There must be no short cuts and knowing your players well is vital 
http://www.englandrugby.com/my-rugby/players/player-health/concussion-headcase/resources/ - 
Concussion guidance.   

Under no circumstances should coaches become physically involved in a training session, this 
includes holding the tackle pads for the players. On match days, whether home or away, ensure that 
all the Club's players kit and any equipment used is returned to the Clubhouse afterwards (all kit 
bags placed in the disabled toilets for laundering after use) and that water bottles and first aid kit is 
taken.  For training sessions please make sure that the water bottles are filled and put on the side of 
your training area for players to use should they need to.  First aid kit can either be taken to the 
training area or left in the physio room should you need to use it. The kit storage room must be left 
tidy and return your own kit to the secured locker allocated to your team. Please take care of kit – 
the club spend a sizable amount on balls every season!!! 

First Aid Kits - Managers' Responsibilities 

Each team has their own first aid kit which is checked regularly, should you be running low on 

anything please let Paul Gardner know. These are kept in the physio room and can be accessed at 

any time during training and need to be taken to away matches, this is the responsibility of the 

http://nldrfu.co.uk/14-16
http://www.englandrugby.com/my-rugby/players/player-health/concussion-headcase/resources/
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Coach but if you're going with your team just double check that the Coach has it along with water 

bottles which are kept in the team's lockers.  

 

 

Reporting Player Injuries - Manager and Coach Responsibilities 

Should a player be injured during training or a match either the team Manager or Coach needs to fill 

in the Accident Book which is kept behind the bar.  This needs to be done as soon as possible after 

the incident, as a Club we have to notify the RFU of certain injuries and any injuries which require an 

overnight hospital stay. The accident book is checked regularly by one of the Safeguarding Officers.  

 

Safeguarding - Manager and Coach Responsibilities 

The Club has a comprehensive safeguarding policy which you must read as it is a legal requirement. 

It can be found on our website www.longeatonrfc.co.uk under info 'Safeguarding Policy'.  

It covers everything from showers and changing rooms to tours. Attention should be paid to the 

section on Social Media which is very clear and in part reads 

Long Eaton RFC expects:  
• When communicating by phone, where possible Club Officials and coaches should speak to the 
parent of a child  
• Club Officials and coaches should not communicate with individual children by text or on-line at 
any time, on any matter, unless there is an immediate risk to the welfare of that child which can be 
lessened by such contact 
 • If a club needs to communicate club-related information to children by email (such as training or 
match details), it should use email groups comprising email addresses given by parents. It is 
inadvisable for a coach to communicate by email on a one-to-one basis with a child; if replying to an 
email from a child the parent should be copied in to the response  
• Coaches and Club Officials should not communicate with children through social networking sites 
such as Facebook.  
• Adults involved in Long Eaton RFC should not be ‘friends’ (on social media) with members in the 
U16 age group and below. Exception can be made for those who have developed a relationship with 
the child outside of the club e.g. through their own children/family friends.  
 
Should your age group decide to have a page for players and parents it must be moderated by a 

responsible adult (you can ask a parent to do this if they're willing) and be a closed group so that 

only players/parents/manager/coaches are able to see the posts. Availability can be requested here. 

It is the responsibility of the admin for the group to ensure that posts are appropriate and that all 

members are vetted to ensure that they are a parent/guardian or a player.  

Contact must never be made directly with a player from the U16 and below age groups – the 

parent/carer is ALWAYS your point of contact.  

The Club's Safeguarding Officer is Sam Nason, should you have any queries about whether 

something is appropriate or you have a concern about a player or adult then either of them will be 

able to help you.  The safeguarding policy is designed to protect adults and children 

 

Tours 

Should you decide to take your team on tour please read the guidelines on touring from the RFU in 

the following link  

www.rugbyengland/touringwithchildren  

http://www.longeatonrfc.co.uk/
http://www.rugbyengland/touringwithchildren
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The rules and regulations around touring with Junior players are detailed and must be adhered to 

including game playing, absence of alcohol, permissions etc 

You will also need to submit a Tour Authorisation Form to the LERFC Management Committee for 

approval.  

 

Tours contd. 

Be aware that if you are thinking of travelling across boarders i.e. in to Wales then permissions get 

more complicated so please seek advice from the Club before entering in to any arrangements. 

There are also Club guidelines in terms of fundraising for and sponsorship of tours that you need to 

be aware of as ALL fundraising activities must be approved by the Management Committee.  

Please discuss your tour plans with a member of the Management Team who will give you all the 

information that you need before firm plans are made. 

You will be required to submit a financial statement to the Management Committee once tour has 

taken place. 

 

 

Useful Websites 

longeatonrfc.co.uk - All the information needed for coaches/players/parents is under the info tab.  

nldrfu.co.uk - our constituent body website 

englandrugby.com – the new RFU website includes coaching tutorials, access to CPD, Age Grade 

information 

 

Club Contacts & Responsibilities 

CLUB PRESIDENT - Des Chapman - Des is the figurehead of the Club and works closely with both 

Chris and Paul in the running of the Club.  He is also our Membership & Registration Secretary 

CHAIRMAN - Chris Brookes - Chris is the Director of Senior Rugby and is also responsible for running 

the Clubhouse, liaising with the Council and the day to day running of the Club and organising the 

Junior team fixtures.  If there's anything you need to know about what's happening at the Club then 

Chris is your man! 

VICE CHAIRMAN - Paul Gardner - Paul is the Director of Mini & Junior Rugby, Match & Fixture 

Secretary (Seniors Only), Touch Rugby Co-ordinator, Mixed Ability Co-ordinator, Women's Rugby Co-

ordinator. Any queries about anything to do with the Mini's & Junior sections should in the first 

instance be directed to him unless it's a safeguarding matter. 

HON. SECRETARY – Sarah Sumpter -Sarah is responsible for administration of the Club and is the 

first point of contact for external bodies such as the RFU/NLD and receives all the Club's 

communication. 

SAFEGUARDING OFFICER - Sam Nason  - Sam is responsible for compliance with RFU and legislative 

guidelines relating to Safeguarding and welfare. For any issues or questions you can speak to either 

Sam in confidence.  

CLUB CAPTAIN - Andrew "Shorty" Shorthose - If you have any questions or queries around anything 

regarding the Club or if you have a question you would like raising with the Management Committee 

then Shorty will do that for you.   The role of the Club Captain is to represent the players and club 

members on the Management Committee. 

HEALTH & SAFETY OFFICER - Andy Scotland - Andy ensures that all the Club complies with all Health 

& Safety regulations and that all risk assessments are completed.  
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WEBMASTER – Liam Waddingham - Liam runs the Club's website and ensures that it's kept up to 

date, if you have any event for your team that you'd like to promote or important information to 

share please send it to Liam.  

 

Club Contacts & Responsibilities 

PRESS/MEDIA OFFICER - Gary Sumpter - Gary ensures that the Club's profile is kept in the press and 

gets photo's/match reports distributed to the local media for publication.  

FUNDRAISING/SPONSORSHIP OFFICER - Bobby Rees - Bobby heads the fundraising and sponsorship 

team and is always looking for new sponsors.  Should you know of anyone who would be interested 

in sponsoring the Club or is able to offer any form of financial assistance please contact him. 

VOLUNTEER LIAISON OFFICER - Jackie Brookes -  if you have anyone who offers to help the Club in 

any way Jackie will find a job for them!  Jackie also leads the Social Team in organising events at the 

Club. If you have any suggestions for events, or would like to hold one for your team or even a 

private function, Jackie will advise and help you put the request to the Committee for approval.  

 

The full list of the Management team of the Club is on the screens in the Clubhouse, if you can't find 

the person that you want then speak to any member of the team who will pass the message on.  

Many of our Management Committee are also players, coaches, first aiders, parents etc so are 

usually to be found around the Club on training/match days. 

 

Every year around May time the Club holds its AGM, this is an opportunity for anyone with an 

interest in the club to come and hear about what's happened within the Club and the plans for the 

coming season.  There are various positions on the Club's Management Committee which anyone 

can stand for, the nomination form goes up on the notice board at the beginning of April and anyone 

is welcome to stand for nomination.  Please try to attend and encourage your team’s parents to 

attend. This is the opportunity for everyone to have their say about things that happen within the 

club and the more people involved the better the Club will become. 

 

Once again, thank you for giving up your time to become involved with Long Eaton RFC. Your 

support and commitment is very much appreciated. 

 

 

 

 

 

 

 

 


