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COUNTY ROLE PROFILE FORM

ROLE:
COUNTY VOLUNTEER OFFICER
MAIN PURPOSE OF ROLE:



· To provide a focal point for volunteers and volunteering within the County Association
· To take overall responsibility for the recruitment, retention, recognition and rewarding of volunteers within the County through the implementation of a County Volunteer Plan.

ACTUAL DUTIES INVOLVED

· To formulate volunteer action plans in order to appoint specific volunteers

· To identify means of recruiting potential volunteers and to ensure that a policy of open recruitment when advertising for and appointing volunteers is implemented
· To formulate up-to-date County Role Profile Forms for volunteer positions
· To appoint sufficient volunteers to formulate the county committee and sub committees, to organise and support county activities and events

· To ensure that new volunteers are welcomed appropriately and are provided with all relevant information and support

· To attend events, tournaments and social evenings to promote and encourage new volunteers 

· To ensure volunteers are given appropriate support and guidance to maintain their enthusiasm

· To value, recognise and reward volunteers in an appropriate manner

· To become a free VIP Member (Volunteer Investment Programme - please call 0800 363373) in order to be updated on all volunteering issues

· To nominate volunteers through the England Squash Volunteer Recognition Database, by completing the enclosed nomination form

· To liase with club representatives (junior and senior) to communicate county association vacancies

LIAISON WITH:
Senior and junior committee, sub committees, club members, schools, colleges and universities, county juniors and parents and the Regional Squash Development Officer.

THE POST HOLDER WILL BE RESPONSIBLE TO: 
The Senior Committee

MEETINGS TO ATTEND:



· Senior and Junior Committee Meetings to advise on the recruitment, retention, recognition and rewarding of volunteers and to advise on the number of volunteers required to run county activities

· County Annual General Meeting 

· To induct newly appointed volunteers and provide existing support and guidance.

ESTIMATED TIME COMMITMENT:
2 –4 hours a month

TERM OF ROLE:
To be appointed for one year at a time, and to retain the role for a maximum of 3 years.

OUT OF POCKET EXPENSES WILL BE PAID FOR:

Travel: Yes
Telephone Calls: Yes

Postage: Yes  

Resources: Stationery, posters etc.

OTHER INFORMATION:
This is an essential role within the county, as it provides an opportunity to get to know a wide range of people, in order to formulate a strong volunteer workforce

RECOMMENDED TRAINING: Sport England - Running Sport for Clubs – Volunteer Management

Workshop

COUNTY ROLE PROFILE FORM

ROLE:
COUNTY ASSOCIATION SECRETARY
MAIN PURPOSE OF ROLE:

Official manager of the day-to-day business of the County Association Committee

ACTUAL DUTIES INVOLVED:

· To take minutes at all Main Committee Meetings and Annual General Meeting 

· Type the minutes and action points within one month of the meeting and distribute to committee members and relevant parties

· To liase with the Chairperson on the agenda for each meeting and circulate with notification of meeting 

· To distribute information to relevant people and places (e.g. County Handbook, Newsletter etc)

· To deal with any county squash related enquires, procedures and handle correspondence

· Liaison with relevant bodies

· To organise meetings

· To keep records

· To be responsible for holding the County Association Resource Pack and ensure all officers have access to the relevant information

LIAISON WITH:


· All committee members, in particular the County Chair

· Local clubs and club players

· England Squash






· Regional Squash Development Officer




THE POST HOLDER WILL BE RESPONSIBLE TO:
Senior Committee/Junior Committee

MEETINGS TO ATTEND

· Senior Committee Meetings 

· County Annual General Meeting 

· National England Squash forums and meetings if appropriate

ESTIMATED TIME COMMITMENT:
Average 2– 3 hours per week throughout the year

TERM OF ROLE:
The Secretary will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years 

OUT OF POCKET EXPENSES WILL BE PAID FOR:

Travel: Yes

Telephone Calls: Yes

Postage: Yes

Resources: Stationery, photocopying, computer etc

OTHER INFORMATION: The post holder should posses good Information Technology Skills

RECOMMENDED TRAINING:

Sport England – Running Sport for Clubs – A Club for All Workshop, Personal Effectiveness (Home Study Pack) Running a Club (Information Booklet)


COUNTY ROLE PROFILE FORM

ROLE:
COUNTY ASSOCIATION CHAIRPERSON
MAIN PURPOSE OF ROLE:

There are two distinct functions of the chairperson, the executive role and the presidential role. They are applicable in different instances.

· To chair the meetings and act as principal officer throughout the year, by making decisions whenever the need arises, in consultation with other officers when appropriate

· To attend meetings in a neutral and uncommitted capacity, to enable the group to have a discussion with a neutral person in the chair.

ACTUAL DUTIES INVOLVED
· Agree meeting agendas and other county papers with the secretary

· To sign committee minutes as approved by and on behalf of the Committee

· Chair meetings

· Act as a spokesperson for the County Association

· To guide the committee through planning processes and in decision making

· Co-ordinate the work of all officers

· Motivate and support committee members

· To ensure that equal opportunities exist through the committee and its actions

LIAISON WITH:

· Committee Members in particular the Secretary

· Clubs and their members within the county

· England Squash

THE POST HOLDER WILL BE RESPONSIBLE TO:
Senior Committee

MEETINGS TO ATTEND
· Senior Committee Meetings 

· Sub committees by request

· County Annual General Meeting 

· England Squash forums and meetings if appropriate

ESTIMATED TIME COMMITMENT:
Average 1 –2 hours per week throughout the year

TERM OF ROLE:
The chairperson will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years.

OUT OF POCKET EXPENSES WILL BE PAID FOR:

Travel: Yes     Telephone Calls: Yes
Postage: Yes

Resources: Stationery Etc

OTHER INFORMATION: To understand and work within the principles adopted by the Governing Body

RECOMMENDED TRAINING -Sport England – Running Sport for Clubs – A Club for All Workshop, Sports Development Planning Workshop, Developing Sporting Partnerships Workshop, Leadership and Delegation (Home Study Pack), Motivation and Team Building (Home Study Pack) 

COUNTY ROLE PROFILE FORM

ROLE:
COUNTY ASSOCIATION TREASURER
MAIN PURPOSE OF ROLE:

· To be responsible for the management of the County Associations finances in accordance with the decisions of the Committee  

ACTUAL DUTIES INVOLVED
· To look after the finances of the County Association

· Recommend action on financial matters to the committee

· To collect all monies due to the County Association

· To issue receipts for all money received and to record this information

· To pay bills and record the information

· To keep up-to-date records of all financial transactions

· To ensure that all cash and cheques are promptly deposited in the bank or building society

· Ensure funds are spent properly

· Financial planning including producing an annual budget and monitoring it throughout the year

· Ensure budgets are adhered too

· Report regularly to the committee on the financial position of the County Association

· Prepare and present accounts for the Annual General Meeting and end-of-year financial report and audit

· Renew insurances annually

· To help prepare and submit any statutory documents that are required (e.g. VAT returns, PAYE and NI returns, tax returns, grant aid reports) 

· Liase with County League Secretary to ensure that clubs playing within the County League have affiliated to England Squash

LIAISON WITH:

· Committee Members

· Auditors

· England Squash Membership and Finance Departments

THE POST HOLDER WILL BE RESPONSIBLE TO:
The Senior Committee/Junior Committee

MEETINGS TO ATTEND:

· Senior and Junior Committee Meetings 

· Sub committees or working parties by request in an advisory capacity 

· County Annual General Meeting 

ESTIMATED TIME COMMITMENT:
Average 1 - 2 hours per week. Increasing around year end

TERM OF ROLE: Will be appointed for one year at a time, and for a maximum of 3 years

OUT OF POCKET EXPENSES WILL BE PAID FOR:

Travel: Yes      Telephone Calls: Yes
Postage: Yes    
Resources: Stationery

OTHER INFORMATION:
This post holder must have book-keeping and accounting knowledge

RECOMMENDED TRAINING: Sport England – Running Sport for Clubs – Funding and Promoting Your Club Workshop, Balancing the Books (Home Study Pack) Managing the Money (Home Study Pack)

COUNTY ROLE PROFILE FORM

ROLE:
COUNTY ASSOCIATION JUNIOR CHAIRPERSON
MAIN PURPOSE OF ROLE

· To chair the committee responsible for the management of junior squash activity and development within the county

ACTUAL DUTIES INVOLVED
· To be a point of contact for any junior activity within the county

· Liaison with the County Coach to organise junior coaching activities

· Organise Junior Team Managers 

· To be responsible for junior competitions, tournaments, league matches, administration and finance

· Informing and communicating with parents and young people e.g. through the County Newsletter

· Liaison with the senior committee in the capacity of Junior Representative

· To liase with the County Development Officer in order to work with outside agencies, in particular with Schools, Local Authorities and England Squash

· To be familiar with and promote England Squash Junior Initiatives e.g. Junior Skills Awards, and the England Squash Club Charter

· Co-ordinate sub-committees, and volunteers to help organise junior activities and development with the county

LIAISON WITH:
Committee members, clubs, schools, local authority, parents, juniors, county league secretary, county development officer, county coach, junior county tournament officer, regional squash development officer, county child officer, England Squash

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND

· Senior Committee Meetings

· Junior Committee Meetings

· Annual General Meeting 

· Relevant County and England Squash Meetings and Forums

ESTIMATED TIME COMMITMENT: Average 1 - 2 hours per week 

TERM OF ROLE: The Junior Chair will be appointed for one year at a time, with the hope that the 

post holder will retain the role for a maximum of 3 years.

OUT OF POCKET EXPENSES WILL BE PAID FOR:

Travel: Yes    Telephone Calls: Yes    
Postage: 
Yes    Resources: Stationery etc

OTHER INFORMATION:
The post holder must be familiar with the England Squash Child Protection Procedures

RECOMMENDED TRAINING: Sport England – Running Sport for Clubs – Developing Sporting Partnerships/Developing Junior Clubs Workshop, Sports Development Planning Workshop


COUNTY ROLE PROFILE FORM

ROLE: COUNTY ASSOCIATION LEAGUE SECRETARY

MAIN PURPOSE OF ROLE
· To have overall responsibility for the organisation and running of the county leagues (to include men’s, women’s and junior leagues)

ACTUAL DUTIES INVOLVED
· Promote and organise all county league competitions

· Co-ordinate county fixtures meetings inviting all clubs participating in the league

· Collect team entry fees from clubs and forward payments to the Treasurer

· Formulate league positions according to the previous seasons results

· Compile county league fixture lists and distribute to participating clubs

· Liase with England Squash Membership Department to ensure that all clubs participate in the league are affiliated to England Squash

· Distribute league stationary e.g. score cards and ensure completed cards are returned

· Liase with club league contacts

· Co-ordinate league results and distribute to clubs at least twice a year (middle and end of season)

· Organise trophies/plaques for league winners and if possible organise a presentation evening

· Understand and implement league rules, deal with rule discrepancies and enforce necessary disciplinary procedures

LIAISON WITH:


· Committee members

· Team players

· Club League Contacts

· England Squash

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND

Senior Committee Meetings, Annual General Meeting, Sub Committee Meetings, County League Meeting, England Squash Annual League Secretaries Meeting

ESTIMATED TIME COMMITMENT:
Weighted towards the start of the Winter and Summer League. Average 3 hours per week throughout the year

TERM OF ROLE: The League Secretary will be appointed for one year at a time, with the hope that  

the post holder will retain the role for a maximum of 3 years.

OUT OF POCKET EXPENSES WILL BE PAID FOR:

Travel: Yes
Telephone Calls: Yes

Postage: 
Yes

Resources: Stationery, League Score Cards

OTHER INFORMATION: To have access to a computer and appropriate software and IT skills, to posses diplomacy and patience and communication skills 

RECOMMENDED TRAINING: Sport England – Running Sport for Clubs – Managing Events (Booklets) mentoring and shadowing


COUNTY ROLE PROFILE FORM

ROLE:
JUNIOR TEAM MANAGER
MAIN PURPOSE OF ROLE:

· To be responsible for the organisation of the designated junior team(s) – boys/girls under 13/15/17/19

ACTUAL DUTIES INVOLVED
· Obtain Inter-County Championship Stage 1 and 2 weekend dates and match details via England Squash Events Department

· Provide squad members with fixture and training dates

· Organise the match weekend as appropriate and inform team players: -

AWAY MATCHES: Confirm arrangements with host county, book accommodation if required, arrange transport, pick-up points and sufficient adult help

HOME MATCHES: Organise courts and facilities as specified in England Squash Inter County Championships ‘hosting’ requirements

· Liase with Treasurer for team budget and record team expenses

· Forward results and match report to the Media/Publicity Officer or send directly to the local paper

· Provide names and addresses of all squad members to the County Child Officer

· Liase with the County Child Officer to ensure all ‘Parent Consent’ and ‘Personal Disclosure Forms’ are completed

· Consult with the County Coach and Junior Committee on team selection/order and where necessary, seek confirmation of national ranking positions with England Squash Events Department

· Arrange ‘friendly’ matches with other counties

· Distribute team kit (if applicable)

LIAISON WITH:


Senior and Junior Committee Members, team players and parents, England Squash Events Department, Other County Team Managers 

THE POST HOLDER WILL BE RESPONSIBLE TO: Junior Committee

MEETINGS TO ATTEND:
Junior Committee Meetings

ESTIMATED TIME COMMITMENT:
Two match weekends (may involve overnight stay) and 3 – 4 hours prior to weekend

TERM OF ROLE: The Team Manager will be appointed for one year at a time, with the hope that the 

post holder will retain the role for a maximum of 3 years.

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes 
Telephone Calls: Yes
Postage: Yes


Resources: Stationary, purchase of balls and marking sheets etc
Accommodation: Yes

OTHER INFORMATION:
To posses a good understanding of the rules and child protection procedures, to have completed personal disclosure forms and hold a current driving licence and transport

RECOMMENDED TRAINING: Mentoring, Buddying or Shadowing and Marking and Refereeing Courses


COUNTY ROLE PROFILE FORM

ROLE:
COUNTY ASSOCIATION TOURNAMENT OFFICER
MAIN PURPOSE OF JOB:

· To co-ordinate and/organise an annual programme of tournaments within the county, in particular the Senior/Junior County Closed

ACTUAL DUTIES INVOLVED
· To formulate an annual programme of tournaments for example, County Championships – Men’s, Women’s, Age Groups and Juniors, Team Knock Out Competition, Junior/Senior County Open Tournament, County Open Graded Tournament, Doubles Tournament, Racketball Tournament

· Obtain designated dates of the County Closed Championships (Senior and Junior) from England Squash Events Department

· If the county wishes to host an England Squash Sanctioned Event, contact England Squash Events Department to obtain necessary literature

· Publicise all tournaments to players across the county and where appropriate the country

· Ensure squash courts and other facilities e.g. catering are booked for all tournaments and events and ensure sufficient First Aid cover is organised

· Produce and administer all relevant tournament literature e.g. application forms, tournament draw, posters and other advertising and promotional mechanisms

· Where appropriate liase with the County Coach and England Squash for tournament seeding

· Formulate court schedule for each tournament/event

· Consult with Sponsorship Officer regarding funding requirements

· Organise prizes and trophies and ensure annual engraving is carried out if appropriate

· Organise tournament presentations

· Organise referees, provide match balls and marking sheets

· To organise sufficient help to ensure the smooth running of the tournament on the day/weekend/week

· Forward all results to the Media/Publicity Officer or forward results directly to local media

· Forward all results to England Squash as appropriate 

LIAISON WITH:


· Senior/Junior Committee Members, players and clubs within the county

THE POST HOLDER WILL BE RESPONSIBLE TO: Senior/Junior Committee

MEETINGS TO ATTEND: Main Committee Meetings

ESTIMATED TIME COMMITMENT:
Spasmodic, will depend on the number of activities

organised. Mainly weekends

TERM OF ROLE: The Tournament Officer will be appointed for one year at a time with the hope

that the post holder will retain the role for a maximum of 3 years.

OUT OF POCKET EXPENSES WILL BE PAID FOR:  

Travel: Yes 
Telephone Calls: Yes
Postage: Yes     

Resources: Stationery, purchase of balls and marking sheets, photocopying etc

OTHER INFORMATION:
To work with a sub committee to organise tournaments and events

RECOMMENDED TRAINING: Sport England – Running Sport for Clubs – Managing Events (Booklet)


COUNTY ROLE PROFILE FORM

ROLE:
COUNTY ASSOCIATION MEDIA/PUBLICITY OFFICER
MAIN PURPOSE OF ROLE:

· To be responsible for information, publicity and promotion of the County Association and its activities

ACTUAL DUTIES INVOLVED
· To liase with senior/junior committee members in order to promote the county and its activities

· Establish a list of local media contacts – telephone, fax and e-mail addresses 

· Produce press releases on any newsworthy county events, tournaments and activities 

· Send results and anything else of interest to England Squash and local press as relevant 

· Invite the local press and media to events as appropriate

· Keep a record of press cuttings, radio mentions and T.V coverage

· To be directly responsible for the production of the County Newsletter

· To be responsible for advertising and promoting the County Association, it’s activities and to promote the work of volunteers

· To ensure articles, language and photographs reflect a fair and positive representation of all those who play squash and racketball within the county

LIAISON WITH:


· Senior and Junior Committee

· Club contacts

· Local and national media contacts

THE POST HOLDER WILL BE RESPONSIBLE TO: Senior Committee

MEETINGS TO ATTEND:

· Senior/Junior Committee Meetings

· Annual General Meeting 

ESTIMATED TIME COMMITMENT:
Time commitment will be fairly consistent throughout the year. On average 1-2 hours a week

TERM OF ROLE: The Media Liaison Officer will be appointed for one year at a time, with the hope 

that the post holder will retain the role for a maximum of 3 years.

OUT OF POCKET EXPENSES WILL BE PAID FOR:

Travel: Yes    Telephone Calls: Yes

Postage: 
Yes 
Resources: Stationery, etc

OTHER INFORMATION:
IT Skills (E-Mail), reporting and communication skills will be required 

RECOMMENDED TRAINING: Getting Squash into the Media – England Squash Information Pack


COUNTY ROLE PROFILE FORM

ROLE:
COUNTY ASSOCIATION SPONSORSHIP/MARKETING OFFICER
MAIN PURPOSE OF ROLE:

· To be directly responsible for sponsorship and fund raising opportunities for the county, its activities and events

ACTUAL DUTIES INVOLVED

· To investigate and seek sponsorship opportunities from the commercial business sector
· To investigate methods of accessing funding through partner agencies e.g. Sport England, Lottery Sports Funds, Local Authorities and Local Voluntary Organisations (Local Sports Advisory Councils)

· To liase with the Treasurer on financial planning for the county and to ensure adequate funds are generated

· Formulate sponsorship proposals and ensure sponsorship requirements are met. 

· To be responsible for entertaining sponsors and dignitaries at county tournaments and events

· To organise and co-ordinate a programme of fundraising schemes and activities 

· To produce follow up literature to sponsors, in the form of thank you letters and press coverage in order to encourage on going relationships

LIAISON WITH:


· Senior and Junior Committee 

· Local companies and businesses 

THE POST HOLDER WILL BE RESPONSIBLE TO: Senior Committee

MEETINGS TO ATTEND

· Senior and Junior Committee Meetings

· County Annual General Meeting 

· Meetings with sponsors and potential sponsors 

ESTIMATED TIME COMMITMENT:
On average 2 - 4 hours a month throughout the year

TERM OF ROLE: The Sponsorship Officer will be appointed for one year at a time, with the hope that

The post holder will retain the role for a maximum of 3 years.

OUT OF POCKET EXPENSES WILL BE PAID FOR:

TRAVEL: Yes
TELEPHONE CALLS: Yes

POSTAGE: 
Yes

RESOURCES: Stationery, photocopying etc

OTHER INFORMATION:
This post holder will be working closely with the Media Liaison Officer and Tournament Officer

RECOMMENDED TRAINING: Sport England, Running Sport for Clubs – Funding and Promoting Your Club Workshop


COUNTY ROLE PROFILE FORM

ROLE:
COUNTY DEVELOPMENT OFFICER
MAIN PURPOSE OF ROLE:

· To be responsible for the overall implementation of the County Development Plan, either directly or through the relevant officers

ACTUAL DUTIES INVOLVED:
· Establish an action plan for development within the county with the committee and your England Squash Regional Development Officer 

· Liase with the Treasurer over all monies involved in development projects and set appropriate budgets

· Maintain a record of all development projects and their results

· To help clubs achieve an England Squash Club Charter and promote the Junior Skills Awards and other England Squash initiatives

· Liase with all committees and Head County Coach to increase the number of quality and qualified coaches, by identifying potential coaches through the promotion of appropriate education and training

· To liase with the Junior Committee in order to work with outside agencies, in particular with schools, local authorities and England Squash to increase junior participation

· Liase with the sponsorship and marketing officer to investigate methods of accessing funding through partner agencies e.g. Sport England, for specific development programmes

· Liase with your England Squash Regional Development Officer in order to work towards achieving the England Squash County Association Criteria 

LIAISON WITH:
· All committee members

· Affiliated clubs within the county

· England Squash Regional Development Officer

· Outside agencies e.g. Local Authority Sports Development Officers

THE POSTHOLDER WILL BE RESPONSIBLE TO: Senior and Junior Committee

MEETINGS TO ATTEND:
· Senior and Junior Committee Meetings

· County Annual General Meeting

ESTIMATED TIME COMMITMENT: Will vary, on average 3-5 hours a month

TERM OF ROLE: The County Development Officer will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years.

OUT OF POCKET EXPENSES: Will be paid for travel, telephone calls and postage with additional resources of stationery & photocopying.

OTHER INFORMATION: Must be approachable and have good communication and organisational skills.

RECOMMENDED TRAINING: Sport England – Running Sport for Clubs, Sports Development Planning Workshop, A Club for All Workshop, Developing Sporting Partnerships/Developing Junior Clubs Workshop & England Squash Development Workshops


COUNTY ROLE PROFILE FORM

ROLE:
SENIOR TEAM MANAGER
MAIN PURPOSE OF ROLE:

· To be responsible for the organisation of the designated senior county team

ACTUAL DUTIES INVOLVED
· Obtain Inter-County Championship Stage 1 and 2, weekend dates and match details via England Squash Events Department

· Provide squad members with fixture dates

· Organise the match weekend as appropriate and inform team players

AWAY MATCHES: Confirm arrangements with host county, book accommodation if required, arrange transport and pick up points

HOME MATCHES: Organise courts and facilities as specified in England Squash Inter County Championship ‘hosting’ requirements

· Liase with Treasurer for team budget and record team expenses

· Forward results and match report to the Media/Publicity Officer or send directly to the local paper

· Liase with the County Child Officer if appropriate

· Select team according to county selection criteria and where necessary, seek confirmation of National Ranking positions with England Squash Events Department

· Distribute team kit (if applicable)

LIAISON WITH:

· Senior members

· Team players

· England Squash Events Department

· Other county team captains

· County Child Officer and parents if applicable

THE POST HOLDER WILL BE RESPONSIBLE TO: Senior Committee

MEETINGS TO ATTEND:

· Senior Committee Meetings

· County Annual General Meeting 

ESTIMATED TIME COMMITMENT:
Two match weekends (may involve overnight stay) and 3 – 4 hours prior to each weekend
TERM OF ROLE: The Team Manager will be appointed for one year at a time, with the
hope that the post holder will retain the role for a maximum of 3 years.

OUT OF POCKET EXPENSES WILL BE PAID FOR:  

Travel: Yes   
Telephone Calls: Yes

Postage: Yes      


Resources: Stationery, purchase of balls and marking sheets etc
Transport: Yes

Accommodation: Yes

OTHER INFORMATION:
To posses a good understanding of the rules of squash, the inter county regulations, to hold a current driving license and have own transport 

RECOMMENDED TRAINING: Mentoring, Buddying or Shadowing and Marking and Refereeing Course

COUNTY ROLE PROFILE FORM

ROLE: HEAD COUNTY COACH 

MAIN PURPOSE OF ROLE:

· To have overall responsibility for the organisation and delivery of County Squash Coaching 

ACTUAL DUTIES INVOLVED
· In liaison with the Junior and Senior Committee (if appropriate) formulate a programme of County Squad Coaching Sessions

· To have overall responsibility for the counties coaching workforce e.g. assistant coaches and helpers

· To be familiar with the England Squash Coaches Code of Conduct 

· To be familiar with the England Squash Child Protection Procedures and to complete and return the Personal Disclosure Form to England Squash

· To liase with the Junior Committee to provide reports on County Junior Coaching as appropriate

· To ensure facilities are booked for all coaching sessions

· To keep accounts of income and expenditure and distribute to relevant partners where appropriate

· To update own coaching qualifications and attend training courses 

· To encourage assistant coaches and volunteers to pursue the appropriate England Squash coaching qualification

· To be familiar with Junior England Squash Initiatives e.g. Junior Skills Awards, Club Charter etc

LIAISON WITH:

· Committee Members


· County Players

· England Squash

· County Child Officer





THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND

· Junior Committee Meetings when required

ESTIMATED TIME COMMITMENT: Will vary depending on counties requirements

TERM OF ROLE: The appointment of head coach will be monitored yearly

OUT OF POCKET EXPENSES WILL BE PAID FOR:

Travel: Yes
Telephone Calls: Yes

Postage: 
Yes

Resources: The coach should have access to appropriate equipment

OTHER INFORMATION:
The head Coach should hold at least an England Squash Club Coach – Level 2 Qualification and be registered to England Squash for insurance purposes and have adequate insurance cover

RECOMMENDED TRAINING: England Squash– Level 2, Level 3, Level 4 Coach Education Courses, England Squash Coach Workshops, Sport Coach UK– Introductory Coach Workshops, Coach Workshops and Performance, Good Practice and Child Protection and First Aid Training. For more information on Sports Coach UK telephone 0113 274 4802 or www.sportscoachuk.org 


COUNTY ROLE PROFILE FORM

ROLE: COUNTY CHILD OFFICER

MAIN PURPOSE OF ROLE:

· To ensure all appropriate documentation and forms are completed in accordance with the England Squash ‘Child Protection in Squash’ Procedures and Guidelines
ACTUAL DUTIES INVOLVED:

· Sign a Personal Disclosure Form that must be forwarded to the England Squash Chief Executive in an envelope marked CP Private and Confidential. 
· Ensure that any persons including coaches, officials and volunteers, acting on behalf of the county, who will come into contact with juniors (including Under 19 groups), should complete a Personal Disclosure Form.

· Ensure all parents/guardians of juniors involved in county activities and events have completed a parent consent form. Please note: This form can be completed at the beginning of a season to cover all activities.
· Ensure all coaches, officials and volunteers working with juniors within the county have completed a Personal Disclosure Form. Please note: This may be the second time a Coach has been asked to complete the form but it acts as a further safeguard for the sport.

· Forward a copy of individuals Personal Disclosure Form to the England Squash Chief Executive for immediate consideration should any issues or concerns arise.

· Keep confidential records of all documentation in a secure manner so as it can be produced should it be required for reference at a later date by the England Squash Chief Executive. 

· Refer any concerns and/or allegations to the England Squash Chief Executive immediately using the Child Protection Referral Form.

· Ensure coaches, officials, volunteers, parents/guardians and juniors have access to the England Squash Child Protection Policies and Procedures document.

In case of concerns and/or allegations of child abuse, it should be stressed that the County Child Officer is NOT required to make any decision regarding the matter but should contact the England Squash Chief Executive immediately.

LIAISON WITH:

All committee members, coaches, referees and volunteers taking responsibility for juniors within the county and all parents of county juniors

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

ESTIMATED TIME COMMITMENT: Time commitment will vary on average 1 –3 hours a month

TERM OF ROLE: The Child Welfare Officer will be appointed initially for a one-year period. However, this role requires continuity wherever possible, so it is hoped the post holder will retain the position on an ongoing basis but to be reviewed regularly.

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes
Resources: Stationary, photocopying etc

OTHER INFORMATION: Must be approachable, discrete, have good communication and listening skills and a sound understanding of child protection issues and policies

Recommended Training: Sport Coach UK – Good Practice and Child Protection. For more information on Sports Coach UK telephone 0113 274 4802 or www.sportscoachuk.org 


COUNTY ROLE PROFILE FORM

ROLE: ASSISTANT COUNTY COACH

MAIN PURPOSE OF ROLE:

· To assist with the delivery of County Squash Coaching, as directed by the County Coach
ACTUAL DUTIES INVOLVED:

· To assist in the formation of a programme of county squad training, feeder groups and other development initiatives in liaison with the Junior Chairperson and County Coach

· To liase with the junior committee to provide feedback on county junior coaching as directed by the county coach

· To assist the County Coach in collecting money and distribute to relevant partners where appropriate

· To be familiar with the England Squash Coaches Code of Conduct

· To be familiar with the England Squash Child Protection in Squash Procedures and Guidelines

· To help arrange practices as necessary in liaison with Team Managers and County Coach

· To encourage where appropriate volunteers to seek an England Squash coaching qualification

· To be familiar with England Squash Initiatives e.g. Junior Skill Awards and Club Charter etc.

· Liase with the County Child Officer and Head Coach to implement Child Protection Procedures and relevant documentation

LIAISON WITH:

· County Coach

· Committee Members

· County Players

· England Squash

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND: Junior Committee Meetings when required

ESTIMATED TIME COMMITMENT: Time commitment will vary depending on counties requirements, mostly weekend, on court work

TERM OF ROLE: The appointment of Assistant County Coach will be monitored yearly

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes
Resources: Stationary, photocopying etc

OTHER INFORMATION:
The head Coach should hold at least an England Squash Club Coach – Level 1 Qualification and be registered to England Squash for insurance purposes and have adequate insurance cover

RECOMMENDED TRAINING: England Squash– Level 2, Level 3, Level 4 Coach Education Courses, England Squash Coach Workshops, Sport Coach UK– Introductory Coach Workshops, Coach Workshops and Performance, Good Practice and Child Protection and First Aid Training. For more information on Sports Coach UK telephone 0113 274 4802 or www.sportscoachuk.org

COUNTY ROLE PROFILE FORM

ROLE: COUNTY ASSOCIATION COACHING REPRESENTATIVE

MAIN PURPOSE OF ROLE:

· To be responsible and make recommendations for coaching within the county
ACTUAL DUTIES INVOLVED:

· To maintain an up-to-date record of all qualified coaches within the county and encourage them to affiliate to England Squash

· To be responsible for the implementation of all coaching aspects of the County’s Development Plan, in order to increase the number and quality of qualified coaches. This can be achieved through the encouragement of attendance at appropriate England Squash coaching courses and workshops, and the identification of coach deployment opportunities

· To be familiar with and promote the England Squash Coach Education Programme and to liase with England Squash in the organisation of coaching awards and workshops

· To liase with the Treasurer over fees, expenses and other monies

· Act as a point of contact for clubs wishing to recruit coaches or train club members/volunteers to become qualified coaches

· To work in conjunction with the County Development Officer and County Head Coach to increase the number and quality of coaches

· To liase with partner agencies to investigate sports science opportunities and links

· To be familiar with England Squash Coaches Code of Conduct

· To be familiar with the England Squash Child Protection in Squash Procedures and Guidelines

LIAISON WITH:

· Committee Members

· Clubs

· England Squash

· County Head Coach

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND: Senior and Junior Committee Meetings 

ESTIMATED TIME COMMITMENT: Time commitment will be between 3 – 4 hours a month

TERM OF ROLE: The appointment of the Coaching Representative will be monitored yearly

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes
Resources: Stationery, photocopying etc

OTHER INFORMATION:
The Coaching Representative should be familiar with the England Squash Coaching Structure and Sports Coach UK courses and workshops. The County Head Coach would normally hold this position.

RECOMMENDED TRAINING: England Squash– Level 2, Level 3, Level 4 Coach Education Courses, England Squash Coach Workshops, Sport Coach UK– Introductory Coach Workshops, Coach Workshops and Performance, Good Practice and Child Protection and First Aid Training. For more information on Sports Coach UK telephone 0113 274 4802 or www.sportscoachuk.org

COUNTY ROLE PROFILE FORM

ROLE: COUNTY ASSOCIATION REFEREEING OFFICER

MAIN PURPOSE OF ROLE:

· To be responsible for the implementation and the communication of all refereeing aspects within the County Association Development Plan
ACTUAL DUTIES INVOLVED:

· To be responsible and make recommendations on behalf of referees within the county

· To be familiar with the England Squash Referee progression routes and training guidelines

· To have regular contact with qualified and potential referees within the county

· Organise rule awareness sessions and training for potential and existing referees

· Liase with the Treasurer over fees, expenses and other issues

· Maintain an up-to-date record of all qualified referees within the county

· Organise markers and referees for County Tournaments, Inter-County Championships and Events

· To liase with England Squash Coaching and Officials Manager

· Inform clubs of updated rules and regulations

· To act as the referee consultant on any player misconduct disciplinary procedures

LIAISON WITH:

· Committee members

· Referees

· Clubs

· England Squash

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND: Senior Committee Meetings 

ESTIMATED TIME COMMITMENT: Time commitment will be between 3 – 4 hours a month

TERM OF ROLE: The appointment of the Refereeing Officer will be monitored yearly

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes
Resources: Stationery, photocopying etc

OTHER INFORMATION:
The Refereeing Officer should be familiar with the England Squash Refereeing Progression Routes, training guidelines and grading. 

RECOMMENDED TRAINING: England Squash Seminars and Workshops and must be an England Squash Registered Member


COUNTY ROLE PROFILE FORM

ROLE: SENIOR CLUB OFFICER

MAIN PURPOSE OF ROLE:

· To liase and correspond regularly with clubs within the county and work as a mediator between the clubs and County Association
ACTUAL DUTIES INVOLVED:

· To be responsible for the implementation of all club aspects within the County’s Development Plan

· Liase with the treasurer over all monies involved in development projects

· To formulate a database of all club contacts and their addresses within the county

· To be familiar with the England Squash Club Charter Scheme

· To liase regularly with clubs within the county and forward feedback to and from senior committee

· To be responsible for mailing relevant correspondence to clubs

· To liase with the Volunteer Officer to communicate and advertise vacancies

· To encourage clubs to promote county events e.g. county championships

LIAISON WITH:

· All Committee Members

· All Clubs within the County

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND: 

· Senior Committee Meetings 

· Annual General Meeting

ESTIMATED TIME COMMITMENT: Time commitment will vary, on average 2 hours a week

TERM OF ROLE: The Senior Club Officer will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years 

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes
Resources: Stationery, photocopying etc

OTHER INFORMATION:
Must be approachable, have good communication and organisational skills.

RECOMMENDED TRAINING: Sport England – Running Sport for Clubs – Sports Development Planning Workshop, Sports Facility Development – Planning a Building Project Workshop, A Club for All Workshop, Funding and Promoting Your Club Workshop, Developing Sporting Partnerships/Developing Junior Clubs Workshop


COUNTY ROLE PROFILE FORM

ROLE: JUNIOR CLUB OFFICER

MAIN PURPOSE OF ROLE:

· To liase and correspond regularly with junior clubs within the county and work as a mediator between the clubs and county association
ACTUAL DUTIES INVOLVED:

· To be responsible for the implementation of all the junior club aspects within the County’s Development Plan

· Liase with the Treasurer over all monies involved in development projects

· To formulate a database of all junior club contacts and their addresses within the county

· To be familiar with the England Squash Club Charter Scheme

· To liase regularly with junior clubs within the county and forward feedback to and from the junior committee

· To be responsible for mailing relevant correspondence to junior clubs

· To ensure that junior contacts at club level understand and promote the pathways open from club to county activities

· To ensure junior clubs undertake relevant Child Protection Procedures

· To liase with the Volunteer Officer to communicate and advertise vacancies

· To encourage clubs to promote junior county events e.g. junior county championships

LIAISON WITH:

· All committee members

· All junior clubs within the county

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND: 

· Senior Committee Meetings 

· Annual General Meeting

· Club/Junior action groups as appropriate

ESTIMATED TIME COMMITMENT: Time commitment will vary, on average 2 hours a week

TERM OF ROLE: The Junior Club Officer will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years 

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes
Resources: Stationery, photocopying etc

OTHER INFORMATION:
Must be approachable, have good communication and organisational skills.

RECOMMENDED TRAINING: Sport England – Running Sport for Clubs – Sports Development Planning Workshop, Sports Facility Development – Planning a Building Project Workshop, A Club for All Workshop, Funding and Promoting Your Club Workshop, Developing Sporting Partnerships/Developing Junior Clubs Workshop


COUNTY ROLE PROFILE FORM

ROLE: JUNIOR COUNTY PLAYER REPRESENTATIVE

MAIN PURPOSE OF ROLE:

· To liase and correspond regularly with other junior players within the county squad structure, in order to represent all county junior players when sitting on the junior county committee
ACTUAL DUTIES INVOLVED:

· To represent all junior players within the county

· To liase regularly with junior players within the county, to identify problems, queries and solutions with junior county activities

· To offer help and recruit fellow juniors to help the junior committee organise events and activities

· To forward relevant feedback to juniors from the County Association Junior Committee Meetings and vice versa

LIAISON WITH:

· All Committee Members

· All junior players within the county

THE POST HOLDER WILL BE RESPONSIBLE TO: The Junior Committee

MEETINGS TO ATTEND: 

· Junior Committee Meetings 

· County Annual General Meeting

ESTIMATED TIME COMMITMENT: Time commitment will vary, on average 1 hour a week

TERM OF ROLE: The Junior County Representative will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years 

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes
Resources: Stationery, photocopying etc

OTHER INFORMATION:
Must be approachable, have good communication and organisational skills and be involved within the county junior structure 


COUNTY ROLE PROFILE FORM

ROLE: WOMEN’S SENIOR TEAM REPRESENTATIVE

MAIN PURPOSE OF ROLE:

· To be a representative of all the Women’s Senior County Teams on the committee
ACTUAL DUTIES INVOLVED:

· To support and advise all Senior Women’s Team Managers

· Consult with senior team managers regarding predicted team expenses and liase with the Treasurer for all team budgets

· Ensure all match results and match reports are presented to the senior committee

· Consult with team managers for team selection and where necessary seek confirmation of National Ranking positions with England Squash Events Department

· Distribute team kit (if applicable) to team managers

· Report problems, complaints and disciplinary issues that may arise, to the senior committee and feedback to team managers

LIAISON WITH:

· Senior Committee Members

· Women’s Senior Team Managers

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND: 

· Senior Committee Meetings 

· County Annual General Meeting

ESTIMATED TIME COMMITMENT: 2 – 4 hours prior and after each county weekend

TERM OF ROLE: The Women’s Senior Team Representative will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years 

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes


Resources: Stationery, purchase of balls and marking sheets etc

OTHER INFORMATION:
To posses a good understanding of the rules of squash and inter county regulations and is likely to already be a team manager

RECOMMENDED TRAINING: Mentoring, Buddying or Shadowing


COUNTY ROLE PROFILE FORM

ROLE: MEN’S SENIOR TEAM REPRESENTATIVE

MAIN PURPOSE OF ROLE:

· To be a representative of all the Men’s Senior County Teams on the committee
ACTUAL DUTIES INVOLVED:

· To support and advise all Senior Men’s Team Managers

· Consult with senior team managers regarding predicted team expenses and liase with the Treasurer for all team budgets

· Ensure all match results and match reports are presented to the senior committee

· Consult with team managers for team selection and where necessary seek confirmation of National Ranking positions with England Squash Events Department

· Distribute team kit (if applicable) to team managers

· Report problems, complaints and disciplinary issues that may arise to the senior committee and feedback to team managers

LIAISON WITH:

· Senior Committee Members

· Men’s Senior Team Managers

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND: 

· Senior Committee Meetings 

· County Annual General Meeting

ESTIMATED TIME COMMITMENT: 2 – 4 hours prior and after each county weekend

TERM OF ROLE: The Men’s Senior Team Representative will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years 

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes


Resources: Stationery, purchase of balls and marking sheets etc

OTHER INFORMATION:
To posses a good understanding of the rules of squash and inter county regulations and is likely to already be a team manager

RECOMMENDED TRAINING: Mentoring, Buddying or Shadowing


COUNTY ROLE PROFILE FORM

ROLE: JUNIOR TEAM REPRESENTATIVE

MAIN PURPOSE OF ROLE:

· To be a representative of all the Junior County Teams on the committee
ACTUAL DUTIES INVOLVED:

· To support and advise all Junior Team Managers

· Consult with junior team managers regarding predicted team expenses and liase with the Treasurer for all team budgets

· Ensure all match results and match reports are presented to the junior committee

· Consult with team managers for team selection and where necessary seek confirmation of National Ranking positions with England Squash Events Department

· Distribute team kit (if applicable) to team managers

· Report problems, complaints and disciplinary issues that may arise to the senior committee and feedback to team managers

LIAISON WITH:

· Junior Committee Members

· Junior Team Managers

THE POST HOLDER WILL BE RESPONSIBLE TO: The Junior Committee

MEETINGS TO ATTEND: 

· Junior Committee Meetings 

· Annual General Meeting

ESTIMATED TIME COMMITMENT: 2 –4 hours prior and after each county weekend

TERM OF ROLE: The Junior Team Representative will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years 

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes


Resources: Stationary, purchase of balls and marking sheets etc

OTHER INFORMATION:
To posses a good understanding of the rules of squash and inter county regulations and is likely to already be a team manager

RECOMMENDED TRAINING: Mentoring, Buddying or Shadowing


COUNTY ROLE PROFILE FORM

ROLE: COUNCIL REPRESENTATIVE

MAIN PURPOSE OF ROLE:

· To attend all Council Meetings, to act as a communicator between England Squash and the County Association, in order to help formulate England Squash policies and decisions
ACTUAL DUTIES INVOLVED:

· To represent the County Association at England Squash Council Meetings and the Annual General Meeting

· To receive all England Squash papers and reports, to feedback on issues and policies as discussed at the Council Meetings

· To vote and discuss policies and issues on behalf of your County Association

· To liase with all committee members regarding issues discussed at the Council Meetings

LIAISON WITH:

· All Committee Members

· England Squash

· Club Representatives

THE POST HOLDER WILL BE RESPONSIBLE TO: The Senior Committee

MEETINGS TO ATTEND: 

· Senior Committee Meetings 

· County and National Annual General Meeting

· England Squash Council Meetings

ESTIMATED TIME COMMITMENT: Time commitment will vary, on average 2 hours a week

TERM OF ROLE: The Council Representative will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years 

OUT OF POCKET EXPENSES WILL BE PAID FOR: 

Travel: Yes
Telephone Calls: Yes
Postage: Yes


Resources: Stationery, photocopying etc

OTHER INFORMATION:
Would normally have another role within the County Association and requires a good understanding of all county issues

















































