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 RULES FOR USE WITH THE   

MEMORANDUM AND ARTICLES OF ASSOCIATION  

  ROUNDHEGIANS RUGBY FOOTBALL CLUB LIMITED 

 (“THE CLUB”) 

 

RULES 
 

These rules of the Club are made pursuant to Article 15 of the Club‟s Articles of 

Association. The terms used shall have the same meaning as in the Articles of 

Association. Where there is any inconsistency between these Rules and the Articles of 

Association, the provisions of the Articles of Association shall prevail. 

 

1. Interpretation of the Rules 

 

 The interpretation of the rules shall be the prerogative of the Council of 

Management 

 

2. Membership 

 

Under Article 26, the Club consists of Voting Members and Non-Voting 

Members.  

 

3. Voting Members 

 

3.1 All players and active supporters of the stated Objects of the Club who are 

over 18 years of age and who fall into one or more of the following categories 

may be admitted as Voting (Full Members) on application to the Council of 

Management and on payment of the appropriate membership subscription.   

 

3.1.1 people who participate in playing rugby union (whether competitively or not) 

for  the Club (“Playing Members”); 

3.1.2 coaches and/or officials who represent the Club in that capacity (“Coach 

Members”); 

3.1.3 administrators and volunteers who have qualities to promote the objects of the 

Club (“Skilled Members”);  

3.1.4 individuals who have formerly played rugby football for the club or for 

another rugby football club and who are admitted to the Club by the Council 

of Management upon application in accordance with the Articles 

3.1.5 individuals who participate in playing Badminton (whether competitively or 

not) for the Roundhegians Badminton Club  

3.1.6 coaches, officials and administrators of the Roundhegians Badminton Club 

3.1.7 individuals who participate in playing any other sport (whether competitively 

or not) which the Council of Management may from time to time accept into 

affiliate membership 
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3.1.8 spouses or partners of Members in any of the above categories, as long as they 

live at the same address and actively support the purpose and objects of the 

Club by volunteering or otherwise participating more widely in the sport-

related activities of the Club   

3.1.9 individuals who have a general interest in sport and who participate in 

informal sporting activities organised through the Club, including Country 

Members and Patrons of the Club  

 

4. Non-Voting Members 

 

Players under 18 years of age (“Juniors”) of Rugby, Badminton or any other 

sport (whether competitively or not) which the Council of Management may 

from time to time accept into affiliate membership are admitted as Non-Voting 

Members.    

 

5.  Rights and Privileges of members 

 

 Voting Members (“Seniors”) are entitled (under the Articles of Association) to 

receive notice of, attend and vote at general meetings of the Club (either in 

person or through his proxy); propose and second candidates for election; 

receive all Club publications; and to such other membership rights as the Club 

in general meeting shall from time to time determine. 

 

 Non-Voting Members (“Juniors”) are entitled to such other membership rights 

as the Club in general meeting shall from time to time determine.  They are not 

entitled to receive all Club publications, or to receive notice of, attend or vote 

at general meetings of the Club or propose and second candidates for election. 

 

6 . Use of Clubhouse and ancillary facilities 

 

6.1 Voting Members (“Seniors”) may use the Clubhouse and ancillary facilities 

for any purposes related to the stated Objects, subject to any further Rules 

governing such use 

 

6.2 Non-Voting Members (“Juniors”) are entitled to take part in Club-organised 

activities at scheduled times and otherwise to use the general facilities of the 

Club only by agreement with the Chair or a member of the Executive 

Committee and when under the supervision of a responsible adult who is a 

Member of the Club 

 

7. International Tickets 

 

7.1 The sale of tickets for international matches at Twickenham is strictly 

regulated by the Rugby Football Union, who apply sanctions both to 

individuals and to clubs for any breaches of RFU regulations.  The Club will 

therefore only supply international tickets strictly subject to the terms and 

conditions stipulated by the Rugby Football Union. 
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7.2 Tickets are only available to Members of the Club who are Rugby affiliates 

and whose subscriptions are fully paid.   

 

7.3 The Club views the allocation of international tickets as a privilege and 

therefore accords preference to Members who have given notable volunteer 

service to the Club.   

 

7.4 The option provided by the RFU for Clubs to sell surplus tickets to licensed 

hospitality providers can be a significant source of revenue.  For this reason, 

the Club will not necessarily make its full allocation of tickets available to 

Members, although in principle the Club will seek to ensure all Members have 

an opportunity to enjoy the Twickenham Experience. 

 

7.5 Each Member is entitled to apply for a single ticket for personal use. Once 

supplied, tickets remain under the control of the Club and may not under any 

circumstances be transferred or offered for re-sale to anyone else. If a Member 

is unable to attend an international for which a ticket or tickets have been 

issued, he must return the ticket(s) to the Club‟s Ticket Secretary. 

 

7.6 Applications for additional tickets for companions who are also Members of 

the Club will be considered as long as names and  contact details are provided 

at the time of application and the date of birth is given for any Juniors. 

 

7.7 All tickets must be paid for in full at the time allocation is confirmed. Each 

ticket is subject to an administration charge of £5.   

 

7.8 For some matches, tickets can be returned for a refund. For others, Members 

have to accept that if they are unable to attend they will forfeit any payment 

made. 

 

7.9 If requests outnumber our allocation in any category, applicants will be offered 

alternatives at higher or lower price if available.   

 

7.10 The interpretation of any of the rules relating to the provision of tickets and the 

resolution of any dispute over ticket allocation will be decided by the Principal 

Officers of the Club. 

 

8. Subscriptions 

 

8.1 The annual subscription payable by members of the Club, subject to alteration 

as provided later in this rule, shall be set by the Council of Management from 

time to time in accordance with the Articles. Annual subscriptions are 

currently:  Senior Rugby Playing Member £45; Senior Rugby Non-Playing 

Member £35; Junior Rugby single player and one adult £50; Junior Rugby 

Family membership £75; Badminton Senior Playing Member £65; Badminton 

Senior Non-Playing Member £35; Badminton Junior Player £15 

 

8.2 Concessions of 50% reduction apply to persons over the age of 60, to students 

in full-time education, to persons who are unwaged and to persons registered 

for receipt of statutory benefits 
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8.3 Annual membership subscriptions are due on 1 August.  

8.4 Any change in subscription made by the Council of Management will be 

notified to members by electronic mail or by prominent display on relevant 

websites, or by notice, newsletter, or similar document posted to the member 

and addressed to him at his last known address, on or before 1
st
 August 

following the decision to make the increase and will take immediate effect. 

8.5 Members admitted in the first six months of the annual subscription period  

shall pay the full annual subscription but if admitted at any later time during 

the year shall pay such proportion of the annual subscription as apportioned to 

represent the number of full months remaining in the subscription year. 

8.6 In the event that a member‟s membership is terminated for any reason, no 

refund of subscription shall be payable unless the Council of Management 

decides otherwise. 

 

9. Disciplinary and Grievance Procedure  

 

9.1 Pursuant to Article 2.18, 2.19 and 27.1, the Club has the right to sanction 

Members for breaches of Club Rules, for misconduct and for any acts which 

bring the Games of Rugby or Badminton into disrepute or which damage the 

good name of the Club. Pursuant to Article 28, serious breaches of Rules may 

lead to suspension or to expulsion from the Club. 

 

9.2 Instances of alleged misconduct, whether by players, members or spectators, 

will be dealt with initially by a Disciplinary Panel which will be led by the 

Club‟s Disciplinary Officer, who will choose the other members of the Panel 

according to relevance to the instance of misconduct, either from members of 

the Executive Committee or from an appropriate Sub-committee.   

 

9.3 Where a sport governing body has published guidelines for sanctions 

applicable to particular offences, these will be used; otherwise, the 

Disciplinary Panel will impose a sanction it deems fair in relation to the nature 

of the misconduct.  

 

9.4 Where a player is dismissed from the field of play by a referee, the Club 

imposes an automatic two-week suspension. 

 

9.5 The Club reserves the right to reclaim any administration charge made by the 

Constituent Body for disciplinary hearings it organises, or any other costs 

incurred by the Club directly as a consequence of a Member‟s misconduct 

 

9.6 In respect of any allegation made against a volunteer or member of staff which  

raises concerns related to the welfare of children and young players and the 

appropriateness of behaviour(s), the Safeguarding Officer will make first 

consideration of the case.  If appropriate, further investigation will then be 

instigated, and if necessary a formal hearing will be held by a Disciplinary 

Panel who will determine what action needs to be taken.  In cases of this 

nature the Panel will be led by the Safeguarding Officer and will usually 

include two of the following: the Development Officer; the Year Group 
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Leader or the Lead Coach of the relevant Year Group; the Chair of the Junior 

Playing and Game Development Committee; the Club‟s Disciplinary Officer 

 

9.7 A Member or member of staff called before the Disciplinary Panel has the 

right to be accompanied by another Member or a colleague of his choosing to 

support and help represent his case. 

 

9.8 Notice of a minimum of seven days must be given of any date set for a 

disciplinary hearing. 

 

9.9 A Member judged to have committed an act of misconduct has the right to 

appeal against any sanction imposed by the Disciplinary Panel, in  which case 

a second-stage hearing by the Principal Officers of the Club will be arranged.  

A further  appeal may be made to the Council of Management, whose decision 

in the matter will be final.   

 

9.10 A Member who considers he has a grievance against the Club  has the right to 

request a hearing from a Panel formed from members of the Executive 

Committee and to be accompanied at the hearing by another Member. If the 

Member is not satisfied with the resolution decided by the Panel, he has the 

right to appeal to the Council of Management, whose decision in the matter 

shall be final. 

 

 

10. Rules concerning the provision of alcohol on the Club premises 
 

10.1 Purchase for the Club and supply by the Club of intoxicating liquor must be at 

the absolute discretion of a sub-committee of not less than  four Full Members  

elected for that purpose by the Members;  

 

10.2 The Bar sub-committee shall comprise: the Chairman; The Club Secretary; the 

Vice Chairman; the Assistant Treasurer (Facilities Account);  

 

10.3 If any member of the sub-committee for any reason ceases to be a Member, he 

automatically ceases to be a member of the sub-committee, and another 

Member must be elected by the Members in his place. 

 

10.4 The sub-committee must not in any way be restricted in freedom of purchase. 

 

10.5 No one may at any time receive at the expense of the Club or any Member any 

commission, percentage or similar payment on or with reference to purchases 

of intoxicating liquor by the Club. 

 

10.6 No one may directly or indirectly derive any pecuniary benefit from the supply 

of intoxicating liquor by or on behalf of the Club to Members or guests apart 

from any benefit accruing to the Club as a whole and apart also from any 

benefit which a person derives indirectly by reason of the supply giving rise to 

or contributing to a general gain from the carrying on of the Club. 
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11 Visitors to the Club 

 

11.1 Any person, not being a member of the Club, may enter the premises of the 

Club and intoxicating liquor may be sold or supplied to such persons with the 

agreement of The Council of Management, whose decision shall be final and 

binding. 

 

11.2 Visitors by definition shall comprise: 

 

11.2.1 All members and bona fide supporters of any opposing sporting Club or other 

sporting Association for the actual day or days on which such matches are 

played 

 

11.2.2 All members of Local, County and or National Sporting Authorities using the 

premises of the Club for sporting occasions such as trial matches, county 

matches, international matches, competitions, meetings etc for the day or days 

for which such invitations are extended by The Council of Management and 

during which such events are held 

 

11.2.3 All members and supporters of any Club or Association whose Objects are 

sporting in purpose, invited by the Council of Management for the day or days 

such invitations are extended by the Council of Management 

 

11.2.4 The Clubhouse and Grounds may be made use of for private functions such as 

wedding receptions, coming of age etc of members of the Club or any person 

approved by the Council of Management. Such persons attending said 

functions who are not members of the Club shall be extended the facilities of 

the clubhouse and grounds for the day of the said function provided that such 

functions do not exceed 12 in any one year. 

 

12 Guests 

 

12.1  Any Member may introduce  guests to the Club, provided that no-one whose 

application for membership has been declined or who has been expelled from 

the Club may be introduced as a guest 

 

12.2 A Member may not introduce more than four guests on any particular visit to 

the clubhouse 

 

12.3 No one may be admitted as a guest on more than four occasions in any 

calendar year 

 

12.4   A Member introducing a guest must enter the name and address of the guest 

together with his name as introducer in a book which must be kept on the 

Club's premises; the same procedure must be followed for any person 

introduced as a guest of the Council of Management. 
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13 . Opening of Club premises 

 

 The Club is open at such times or for such periods as the Council of 

Management shall decide. 

 

14 . Permitted hours 
 

The permitted hours for the supply of intoxicating liquor and provision of 

regulated entertainment shall be as permitted by the Club's Club Premises 

Certificate. 

 

15. Dress Code 

 

The dress code for functions at the Club shall be decided by the Council of 

Management 

 

 

16. Codes of Conduct 

 

16.1 All members must appreciate that whenever they play for the Club or can be 

identified as members of the Club they have an important representational 

role.  How members behave both on and off the field of play affects how the 

Club is perceived in the local community and by decision-makers in the 

various stakeholder-organisations.  Careless and irresponsible behaviour can 

have serious consequences for the Club and for individuals involved in its 

management. As stated in Articles 2.18, 2.19 and 27.1 the Club will impose 

sanctions for any actions that bring the Club or the Game into disrepute.  

 

16.2 The Club publishes Codes of Conduct as a guide to the standards of behaviour 

expected of its Members. Major breaches of any of the Codes may lead to 

disciplinary action being taken against the Member or Members concerned.  

 

16.3 The Club expects that Members who have joined in good faith will be 

prepared to help on a voluntary basis with the organisation of Club activities.  

The Club considers that ten hours‟ “service” over the course of a year is a 

reasonable minimum expectation to help spread the work involved. 

 

16.4 Committee Members and other Leaders are expected to: 

 Know what they are responsible for 

 Communicate effectively 

 Make things happen and keep promises 

 Involve others and build consensus decisions 

 Model and reinforce core values 

 Encourage and support others 

 Challenge complacency 

 Always look for improvements 

 

16.5 Spectators and Parents are expected to: 

 Be courteous to officials and players of home and visiting teams 

 Help make every game an enjoyable experience for everyone 
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 Buy raffle tickets and make contributions to collecting boxes 

Be familiar with the coaching and training programme in order to ensure full 

understanding and involvement 

 Applaud good performance by players of home and visiting teams 

 Encourage all players irrespective of ability 

 Let players play their game 

 Praise efforts, not results 

 Set a good example for the players 

Be aware of the RFU Safeguarding of Young Players policy and Procedures in 

relation  to verbal and emotional abuse and in other respects comply with 

safeguarding requirements  

 

16.6 Senior Rugby Players are expected to: 

 Train regularly 

 Work hard and encourage team mates 

 Behave sportingly on and off the pitch 

 Accept the decisions of referees and touch judges 

 Be punctual 

 Observe the dress code and wear clean kit 

 Pay subscriptions and match fees promptly 

 Do any jobs assigned 

 Make sure the captain, team manager or coach knows if you are unavailable 

 Make every effort to play when selected and not cry off at short notice 

 

16.7 Junior players are expected to: 

 Play for enjoyment 

 Play hard but play fair 

 Play by the laws of the game 

 Be committed to their team 

 Attend practices regularly and for matches when selected 

 Never argue with the referee 

 Be a good sport and control temper at all times 

 Applaud good play whether from your own team-members or opponents 

 Have fun, improve skills and feel good 

Appreciate the efforts made for their benefit by coaches, parents, match 

officials and administrators 

 

16.8 Coaches are expected to: 

 Create an enjoyable environment for training and play 

 Positively reinforce the actions of players 

 Lead by example 

 Be honest with themselves and with players 

 Give all players an opportunity to participate in the game 

 Insist on fair play and discipline 

Be reasonable with the demands made on players‟ time, energy and 

enthusiasm 

 Encourage good sportsmanship 
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17. Financial Management 

 

17.1 The financial year shall be from 1
st
 May to 30

th
 April. 

 

17.2 Further to Article 7.5  The Council of Management shall decide what accounts 

are to be held and approve all signatories 

 

17.3 Grant and sponsorship monies shall be accounted for as required by the 

awarding bodies  

 

17.4 All arrangements for Tours shall be made under the control of the Executive 

Committee and all tour monies and transactions shall be managed through a 

restricted account. 

 

17.5 All monies received from any source shall be paid into the appropriate account 

within five banking days 

 

17.6 No member is permitted to initiate any agreement with a potential supplier or 

sponsor without prior discussion with and approval from an account signatory 

 

17.7 The signatures of two Officers shall be required on cheques drawn on any 

account.  The principal signatory shall be the Treasurer. 

 

 

18. Brand Management 

 

18.1 The design and use of any Club logo, seal or emblem in any publication, 

printed materials or on any kit or merchandise is controlled by the Council of 

Management.  

 

18.2 No unauthorised use of such logo, seal or emblem is permitted and no 

unofficial versions of the approved logo, seal or emblem are allowed 

 

18.3 The content of any letter to be sent on Club letter-headed paper must be 

approved by a member of the Executive Committee and should preferably go 

out under the signature of the Honorary Secretary.  

 

 

19. The Management of the Club   
 

19.1 The Council of Management has ultimate responsibility for governance, 

financial management and all other corporate affairs.  Responsibility for co-

ordinating the day-to-day running of the Club is delegated to the Executive 

Committee under Articles 6.1 and 6.2  

 

 The Chair of the Executive Committee by virtue of that position shall be a 

member of the Council of Management and shall also act as Chair of the 

Council of Management to ensure effective linkage between those two 

management groups.  
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19.2 The Executive Committee consists of the Officers of the Club, who shall lead 

and represent the members of sub-committees with terms of reference relating 

to the following functional areas: 

 

 Governance and Administration 

 Finance and Funding 

 Marketing and Communication 

 Facilities and Services 

 Senior Rugby Playing and Game Development  

 Junior Rugby Playing and Game Development  

 Badminton Playing and Game Development  

19.3 The Executive Committee is required to meet formally at least quarterly to 

review progress against the business plan and otherwise is expected to meet 

„as required‟. At least one member of The Council of Management other than 

the Chair should usually attend formal meetings of the Executive Committee.   

 

19.4 Sub-committees are expected to meet „as required‟.  Because of the nature of 

the activities involved, the Senior Rugby Committee should usually meet 

weekly in season.  The Junior Rugby Committee and the Badminton 

Committee should usually meet monthly. 

 

19.5 The Articles provide for “meetings” to be held remotely. It is not always 

necessary for members of particular committees to meet face-to-face to 

conduct business or otherwise to communicate. Strong emphasis is therefore 

placed on commitment to task-completion and to ensuring effective 

communication between committee members. 

 

19.6 Pursuant to Article 6.2.3, all committees must nominate a person who will 

ensure their activities and decisions are reported regularly to the Chair of the 

Council of Management. 

 

19.7 Pursuant to Article 6.2.1, the Executive Committee and the various sub-

committees must follow procedures based as far as applicable on the 

provisions of the Articles  governing the taking of decisions by the Council of 

Management. 

 

 

20. Election to Committees 

 

20.1 The Executive Committee shall include the Chairman, the Honorary 

Secretary, the Honorary Treasurer and the Vice Chairman as the Principal 

Executive Officers of the Club. The procedure for the election of the Chairman 

is stated in Article 22. 

 

20.2 Any Voting Member may nominate another Member to be Honorary 

Secretary, Honorary Treasurer or Vice-Chairman.  Any person nominated to 

one of those offices must be a Voting Member of not less than two years‟ 

standing and must have indicated readiness to stand for election. Any 
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nomination must be made on the form prescribed from time to time by the 

Council of Management. Any nomination must be seconded by another Voting 

Member. Voting Members may only nominate or second one candidate for 

each post and the form must be completed and returned to the Honorary 

Secretary not later than such date as the Council of Management shall 

prescribe each year. 

 

20.3 Members elected to the positions of Honorary Secretary, Honorary Treasurer 

and Vice Chairman shall hold office for a period of three years and shall retire 

at the Annual General meeting held three years after their initial election, but 

shall be eligible for re-election for a further period of three years.   

 

20.4 Other members of the Executive Committee shall be the Chair of the Junior 

Rugby Committee, the Rugby Development Officer, the Marketing Officer, 

the Chair of the Badminton Committee and the Badminton Development 

Officer or an alternative member of the Badminton Club.  

 

20.5 The procedure for the election of the Executive Committee members named at 

20.4 shall be as stated at 20.2.  Each of these members shall serve for an initial 

period of one year and will then be eligible for re-election annually to a 

maximum of six years‟ service.  

 

 20.6 The election of the various Duty Officers required to complete the 

subcommittees shall also follow the procedure stated at 20.2.   

 The composition of each sub-committee is listed below: 

 

20.6.1 Governance and Administration: 

The President of the Club 

The Chairman of the Club 

The Company Secretary 

The Honorary  Secretary 

The Assistant Secretary (Junior Rugby) 

The Primary Webmaster 

The Safeguarding Officer 

The Disciplinary Officer 

The Secretary of the Badminton Club 

The Membership Secretary of the Badminton Club 

 

20.6.2 Finance and Funding: 

The Chair of the Club 

The Club Treasurer 

The Assistant Treasurer (Facilities Account) 

The Vice-Chairman (“Club Captain”) 

The Chair of the Junior Rugby Playing and Game Development Committee  

The Development Officer (Rugby) 

The Assistant Treasurer (Junior Rugby) 

The Assistant Treasurer (Badminton) 

The Volunteer Co-ordinator 

Co-opted volunteers 
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20.6.3 Marketing and Communication: 

Chairman of the Club 

Marketing Officer 

Kit and Merchandise Sales Team 

Rugby Development Officer 

Badminton Development Officer (or alternate) 

Primary Webmaster 

Co-opted volunteers 

 

20.6.4 Facilities and Services: 

The Chairman of the Club 

Assistant Treasurer (Facilities) 

Vice-Chairman 

Catering Duty Officer (Junior Rugby) 

Buildings Maintenance and Property Services lead volunteer 

Grounds Maintenance lead volunteer 

Volunteer Co-ordinator 

Co-opted volunteers 

 

20.6.5 Senior Rugby Playing and Game Development: 

Vice Chairman (“Club Captain”) 

Honorary Secretary 

Fixtures Secretary 

Lead Coach(es) 

Coaching Co-ordinator 

Team Captains 

Team Managers 

Volunteer Co-ordinator 

Pathfinder 

 

20.6.6 Junior Rugby Playing and Game Development: 

 Chairman of Junior Rugby 

 Assistant Secretary (Junior Rugby) 

 Assistant Treasurer (Junior Rugby) 

 Development Officer 

 Safeguarding Officer 

 Catering Co-ordinator (Junior Rugby) 

 Assistant Treasurer (Junior Rugby) 

 Fixtures Secretary (u7 – u13) 

 Fixtures Secretary (u14 – 116) 

 Year Group Leaders 

 

 Team Managers and Lead Coaches for each Junior Rugby Year Group shall be 

nominated by the Junior Rugby Committee.  
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20.6.7 Badminton Playing and Game Development: 

 Chairman 

 Assistant Secretary 

 Membership Secretary  

 Assistant Treasurer  

 Fixtures Secretary 

 Competitions Secretary 

 Development Officer 

 

  

21. The Terms of Reference for The Council of Management  
The Council of Management has collective responsibility: 

 

21.1 to define and maintain the Club‟s  mission, vision, values and performance 

standards; 

 

21.2 to decide and prioritise the Club‟s strategic aims; 

 

21.3 to  enable risk to be assessed and managed; 

 

21.4 to determine the policies and procedures that will ensure compliance with all 

statutory obligations and general duty of care; 

 

21.5 to formulate, in consultation with the Executive Committee, the Club‟s  

business goals and targets and organisation development and operational 

plans; 

 

21.6 to add value to the Club by directing and supervising activities to ensure 

effective management, efficient administration and firm financial control of 

the Club‟s activities; 

 

21.7 to ensure that effective working relationships are maintained with all relevant 

external organisations 

 

 

22. The Terms of Reference for the Executive Committee  

 Pursuant to Article 6, the remit of the Executive Committee is: 

 

22.1 to agree strategies, policies and action plans with the Council of Management, 

and to implement these by co-ordinating the activities of the various sub-

committees and designated Duty Officers 

 

23. The Terms of Reference for the Governance and Administration 

Committee  
In respect of Governance : 

 

23.1 to advise new members of the Council of Management at induction of the 

duties and obligations associated with their position; 
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23.2 to ensure that all Club members including Juniors adhere to the Articles of 

Association and Rules of the Club, and observe the policies and codes of 

conduct published by relevant sport governing bodies; 

 

23.3 to implement disciplinary proceedings when Club members breach the terms 

and conditions of their membership; 

  

23.4 to ensure that the activities of the Club and its individual members comply 

with all statutory and other regulatory requirements 

 

The remit in respect of Administration is: 

 

23.5 to ensure all committees and sub-committees are aware of their Terms of 

Reference and that individuals are given role descriptions and support where 

necessary to enact them; 

 

23.6 to make available to Club members any information necessary to ensure their 

understanding of the legal and regulatory context for their decisions and 

actions and their legal obligations as members of the Club; 

 

23.7 to design Quality Management documents needed for standard operating 

procedures and organise their routine completion and storage; 

 

23.8 to keep records of training and development qualifications of volunteers and 

staff; 

 

23.9 to maintain full and proper records of the activities and business transactions 

of the Club and keep them available for inspection by or submission to agents 

or representatives of regulatory bodies; 

 

23.10 to manage the allocation of International Tickets to members, sponsors and   

licensed hospitality providers within the rules prescribed by the RFU; 

 

23.11 to keep all licences and insurances current; 

 

23.12 to maintain accurate records of membership, to issue application and renewal 

notices and to  monitor the collection of annual subscriptions; 

 

23.13 to prepare and distribute papers for routine committee meetings and general 

meetings, to record the business carried out at such meetings and to keep such 

records securely for the required period of time; 

 

23.14 to collect, collate and make available for reference purposes any documentary 

evidence and statistical information needed for financial and management 

audit, including that needed for quality accreditation purposes ; 

 

23.15  to maintain accurate records relating to employment, to the supply of goods 

and services under contract or licence agreements, and of contact details for 

external organisations with an interest in the running of the Club. 
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24. The Terms of Reference for the Finance and Funding Committee 

In respect of Finance:  

 

24.1 to guide the Executive Committee and Sub-committees in formulating income 

and expenditure forecasts within budget limits set by the Council of 

Management and in exercising appropriate budgetary control; 

 

24.2 to ensure the collection of all subscriptions, match fees and other payments 

from members; 

 

24.3 to ensure the prompt payment of invoices for products and services provided 

to the Club; 

 

24.4 to maintain accurate records of all income and expenditure; 

 

24.5 to manage the various accounts of the Club including restricted and investment 

funds; 

 

24.6 to produce monthly, quarterly and annual statements of income and 

expenditure and account balances for the Council of Management, the 

Executive Committee and Sub-Committees as appropriate; 

 

24.7 to submit returns required by HMRC, the RFU, Companies House and Grant 

Providers 

 

In respect of Funding: 

 

24.8 to organise and promote regular small-scale fund-raising activities for general 

club purposes; 

  

24.9 to organise and promote occasional larger-scale fund-raising activities and 

events e.g. Grand Draw, Charity Dinner, Sponsored Walk; 

 

24.10 to make applications for grant support for particular development purposes. 

 

 

 

25 The Terms of Reference for the Marketing and Communication 

Committee 

In respect of Marketing: 

 

25.1 to analyse the membership by age-band and set recruitment and retention 

targets for team membership and year-group membership, and for building a 

broader base of supporters and spectators; 

 

25.2 to recommend to the Council of Management a rolling 3-year Marketing  

strategy with a detailed one-year action plan that will generate sustainable 

sponsorship revenue to fund playing activities across the Club and help recruit 

and retain members at all levels; 



16 

 

 

 

 

25.3 to identify a range of prospective sponsors at different contribution levels; 

to recommend a range of „packages‟ or other forms of acknowledgement 

linked to tiers or types of contribution; 

 

25.4 to devise a strategy for approaching prospects and handling the subsequent 

development of relationships, ideally to lead to a medium-long term 

„community partnership‟; 

 

25.5 to develop and promote a brand identity consistent with the mission, vision, 

values and intended ethos of the Club by: 

 

25.5.1 carrying out internal market-testing and designing  and negotiating the supply 

of team strip and other branded sportswear, some including sponsor-branding 

and some displaying only the Club corporate identity; 

 

25.5.2 designing and managing the sale of supplementary branded products to 

different membership groupings both through the Club shop and by on-line 

facility; 

 

25.5.3 reviewing the existing range of promotional materials and recommending 

additional or replacement materials which will establish a high-profile for the 

Club in the local community, and in particular which will support the delivery 

of the Club‟s in-school programme and outreach activities; 

 

25.5.4 reviewing internal displays and signage on Club premises and recommending 

additions and replacements which will convey appropriate messages about the 

Club‟s purpose, history, vision and achievements and which will stimulate 

continuing interest and identification among members; 

 

 

In respect of Communication: 

 

25.6 to create and maintain a marketing database to facilitate the targeting of 

prospective sponsors and the development of continuing relationships with any 

interested individuals/companies; 

 

25.7 to include listings of external stakeholders e.g. school sport co-ordinators and 

of other „interest-groups‟ such as former playing members, „country 

members‟, main contacts in other clubs both local and further afield, 

prospective tour-visitors, potential providers for visiting tourists; 

 

 

25.8  to devise and recommend a media strategy and action plan which will make 

appropriate use of the various promotional methods (advertisements, posters 

and stickers, direct mail, press releases, exhibitions and/or open days, e-zine 

and internet opportunities) to inform/remind about the Club‟s existence, 

educate about its offerings and achievements, differentiate it from the local 

competition, publicise any „good news‟ and encourage people to join or use 

the Club.  



17 

 

 

 

 

26 The Terms of Reference for the Facilities and Services Committee 

In respect of Facilities: 

 

26.1 to maintain the clubhouse, sports hall, annexe and outbuildings in a good state 

of repair and to carry out refurbishment or additions/extensions as funding 

permits; 

 

26.2 to maintain and arrange servicing for plant, machines and appliances; 

 

26.3 to maintain the pitches, surrounds, wooded areas, car park, driveway and 

boundaries to ensure a high standard of playing provision and a secure 

environment for members and visitors; 

 

26.4 to carry out a comprehensive Risk Assessment at six-monthly intervals 

including Fire Risk Assessment, First Aid Risk Assessment and Health and 

Safety assessments, and to include any necessary counter-measures in the 

annual works programme; 

 

26.5 to produce an action plan for the annual works programme including 

prioritised development projects (complete with costings based on competitive 

sourcing ) for approval by the Council of Management 

 

In respect of Services: 

 

26.6 to ensure the clubhouse and other ancillary facilities are cleaned regularly and 

kept neat and tidy; 

 

26.7 to manage the sale of items of sportswear and branded merchandise to 

members at favourable prices set by the Council of Management and the 

Executive Committee; 

 

26.8 to organise bar and catering services as a social adjunct to sporting activity; 

 

26.9 to organise or accommodate member-functions, entertainments and corporate 

events of a sporting nature for sponsors and other appropriate organisations; 

 

26.10  to organise hospitality for touring sides and to supervise the organisation of 

open days, galas, tournaments and festivals 

 

 

27 The Terms of Reference for the Playing and Game Development 

Committees are: 

 

27.1 to organise competitive match play in leagues, merit tables, festivals and 

tournaments together with opportunities for social/leisure play including 

touring experiences; 

 

27.2 to arrange coaching and training for playing members; 
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27.3 to provide hospitality for visiting players and officials; 

 

27.4 to publicise the activities and achievements of players at the various levels, 

both internally and externally; 

 

27.5 to keep accurate records of the playing membership and collect annual 

subscriptions and match fees; 

 

27.6 to  ensure correct registration with the organising sport body; 

 

27.7 to keep records of matches played and relevant statistics and to produce a 

summary report of sporting activities for presentation at the Annual General 

meeting of the Club; 

 

27.8 to manage the supply of selected items of kit and equipment to players; 

 

27.9 to plan for the recruitment and retention of members both as players, coaches, 

referees (umpires), administrators and otherwise as volunteer-helpers; 

 

27.10  to contribute to fund-raising for Club purposes or for specific activities such as 

a tour or to make a charitable donation; 

 

27.11  to arrange social activities for the enjoyment of members and their families and 

immediate friends;  

 

27.12 to manage all the above within a budget agreed with the Council of 

Management and based on recommendations made and approved for the 

annual  action plan 

 


