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1. Governance

Introducti on

All bodies in receipt of Irish Sports Council funding are expected to operate in a democrati c and transparent 
manner and display all elements of good corporate governance.

The term governance, describes the process of running your sports organisati on, making decisions and ensur-
ing that it is properly accountable; whereas management is concerned with organising the day-to-day acti vi-
ti es of the organisati on. To be an eff ecti ve and accountable organisati on, you need to ensure that you have 
good governance arrangements in place.

The Irish Sports Council’s strategic objecti ves include the development of Nati onal Governing Bodies (NGBs). 
Developing good governance practi ces in NGBs is a key part of that process. The basic principles of Gover-
nance in a voluntary or public service context include Accountability, Openness and Integrity and these values 
should underpin all acti viti es of the NGB. Other key elements in the governance process involve an appropri-
ate set of communicati ons between an NGB’s management, its Board, its members and other stakeholders.

The `Internal Control System’ includes all the policies and procedures (internal controls) adopted by the NGB 
to  assist in achieving their objecti ve of ensuring, as far as practi cable, the orderly and effi  cient conduct of 
the Governing Body’s acti viti es. This includes adherence to internal policies, the safeguarding of assets, the 
preventi on and detecti on of fraud and error, the accuracy and completeness of the accounti ng records and 
the ti mely preparati on of reliable fi nancial informati on. The CEO, Chairperson and all Board members have a 
responsibility for ensuring that an adequate and appropriate internal control system operates within the NGB.

The `Control Environment’ means the overall atti  tude, awareness and acti ons of the Board, management and 
staff  regarding internal controls and their importance in the company. The control environment encompasses 
the management style and organisati on culture and values shared by all. It provides the background against 
which the various other controls are operated. Factors refl ected in the control environment include the phi-
losophy and operati ng style of the Chairperson, Board and any other staff  and the structure and methods of 
assigning authority and responsibility.

1.1 Corporate Governance Introducti on

The following areas have been identi fi ed as the most common areas that require att enti on within organisa-
ti ons when they are audited by the Irish Sports Council.

1. Risk Management

Risk is an event that may prevent the organisati on from achieving its objecti ves. An NGB can manage and con-
trol risk appropriately by establishing internal controls. Risk includes all the uncertainti es and opportuniti es 
that an  organisati on faces. Risks need not, and oft en cannot be eliminated, but they should be reduced to a 
level that is  acceptable to the NGB. It is the responsibility of management to assess risks knowingly, reduce 
risks where appropriate and consider future events that cannot be predicted with absolute certainty. When 
an organisati on has developed and implemented a comprehensive risk management process it should be in 
a stronger positi on to maintain a sound system of internal control. These guidelines focus mainly on fi nancial 
risk, however all risks are inter-related.
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Potenti al benefi ts and opportuniti es for implementi ng eff ecti ve risk management procedures are:

Bett er sporti ng or parti cipati on outcomes• 
Improved safety for parti cipants, offi  cials, the board and volunteers• 
Lower costs and increased budget certainty• 
More eff ecti ve management of assets, events, programs and acti viti es• 
Improved compliance with the law, regulati ons and other formal requirements• 
Enhanced image and reputati on.• 

Risks facing sport and recreati onal organisati ons: The inherent nature of sport and recreati on means that 
risk areas are broad. Some general risks that could apply to your organisati on include:

Inadequate or inappropriate insurance• 
The organisati on is not incorporated• 
Lack of fi nancial policies and safeguards• 
Unsafe equipment and faciliti es• 
No emergency medical plan• 

The setti  ng of clear, documented  objecti ves is a preconditi on for risk  management: In many organisati ons 
risk management  has developed from the insurance  functi on. However, risk  management  should be con-
cerned with more than  just the insurable risks. 

It includes all the uncertainti es and  opportuniti es that a NGB faces.  These  risks may be analysed as 
follows:

Strategic Risk: The risk that the NGB would take a strategic directi on or engage in acti vity at variance with its 
mission statement or fundamental organisati onal objecti ves

Operati onal Risk: The risk that the NGB’s policies, procedures or acti viti es would fail to make progress to-
wards achieving its organisati onal objecti ves

Financial Risk: The risk of failing to safeguard company assets, fi nancial impropriety, fi nancial misreporti ng or 
failure to achieve value for money

Reputati onal: The risk that the organisati on would engage in acti viti es or be perceived to engage in acti viti es 
that would threaten its good name brand and public image

Managing Risks: When identi fying risks many NGBs will identi fy the symptoms of risk. However, to enable 
risks to be eff ecti vely managed, the underlying reason for the risk exposure (its cause) will have to be identi -
fi ed
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Responsibility for risk management rests ulti mately with the NGB’s Board who should retain responsibility for 
the major risks facing the organisati on. However, all levels of staff  should be responsible for the management 
of risk in their parti cular area.

Risk management requires the following steps: establish a business framework; identi fy and evaluate • 
risks;  measure risks; control the most important risks; monitor and review arrangements for correcti ve 
acti on
Improving internal controls may reduce risks, for example, implementi ng audit recommendati ons. If the • 
risk is too great for the NGB and it is not practi cal to reduce the risk then the risk should be avoided
Insurance is the usual way of transferring risks, especially high impact risks that cannot be accepted. As • 
an alternati ve the risk may be transferred by contracti ng out certain functi ons, i.e. strategic planning ser-
vices or through joint ventures, i.e. building a facility with another Governing Body of Sport with a view to 
sharing the cost and spreading the risk
A full review of the risks that the NGB faces should be undertaken at least once every three years. In ad-• 
diti on, each year the risk management process at each level within the organisati on should be formally 
reviewed. The risks that have crystallised and any changes to the impact or likelihood of each signifi cant 
risk should also be considered. Some fi nancial risks that need to be taken into account each year would 
include; a drop in the level of ISC funding, a signifi cant increase in the NGB’s insurance, etc
One way to achieve this is to combine this process with existi ng business planning routi nes such as • 
revising the strategic plan or developing annual budgets. This could be achieved by requiring Committ ee 
Chairmen or staff  members to complete a report on risks that they may face in the implementati on of 
their strategic goals for their area of responsibility
Where necessary, further acti on should be agreed to deal with unacceptable outstanding risk and a re-• 
port should be sent to the Board on the results of this risk review process

A monitoring process provides reasonable assurance to the Board that there are appropriate control proce-
dures in place for all the NGB’s fi nancially signifi cant business acti viti es and that these procedures are be-
ing followed (e.g. considerati on by the Board of reports from management, from external auditors or from 
independent accountants). There should be formal procedures to identi fy changes and weaknesses in the 
business, the NGB’s policies and procedures and its environment, which will require changes to the system of 
internal fi nancial control.

Insurance: In the ever-increasing world of liti gati on, the requirement for sport and recreati on organisati ons to 
have appropriate insurance has become an essenti al part of survival. It is vital your organisati on protects its 
assets with adequate insurance.

Risk Management Tool: Insurance is a common risk management tool, which may be used to minimise your 
organisati on’s liability. However, insurance is a reacti ve rather than a pro-acti ve risk management tool. Other 
risk management strategies should be adopted in order to reduce the risk from occurring in the fi rst place.
Examples of legal claims/risks sporti ng organisati ons are exposed to:

Negligence claims - eg. personal injury or decisions made• 
Criminal liability - including claims for sexual off ences and discriminati on• 
Occupier’s liability• 
Occupati onal health and safety• 
Employment liability - eg. unfair dismissals.• 

Types of Insurance: Your risk assessment process will identi fy the type of risks the organisati on is subject to. 
This will help determine whether insurance is available and appropriate. Some policies that may be applicable 
to your organisati on:
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Public liability insurance• 
Professional indemnity insurance• 
Directors and offi  cers liability insurance• 
Associati ons liability insurance• 
Personal accident insurance• 
Occupati onal health and safety cover• 
Workers compensati on• 
Property contents insurance• 
Building insurance• 
Travel insurance.• 

2. Review of Board Performance

Just because the board contains talented and skilled individuals doesn’t mean it will be eff ecti ve. The right 
mix of skills, organisati on and leadership from the chair is crucial, as well as having clear guidelines and 
measures of performance. Measure should be at corporate, board and individual director level, and include 
non-fi nancial and fi nancial measures in the approach.

Before evaluati ng, organisati ons will need to decide:

Who will do the evaluati on - the board itself or external consultants?• 
Who is being evaluated - board alone or the committ ees too?• 
What is to be covered - operati onal and/or strategy?• 
How is it to be done - with interviews or questi onnaires, or a mixed approach?, and• 
What is done with the informati on collected - for public disclosure or to remain confi denti al?• 

Best Practi ce Suggests:

Individual evaluati on of directors should consider their individual contributi ons and ti me commitment to • 
the role
The chairman should consider the strengths and weaknesses of the board using the results of the evalua-• 
ti ons
Non-executi ve directors should be responsible for evaluati ng the chairman of the board.• 

The board of directors should state in the annual report how they undertake the process of evaluati ng the 
board’s committ ees and individuals’ performance.

Others measures could be:

Are results/performance comparable with competi tors?• 
Are board decisions regularly reviewed to measure the impact of decisions taken?• 
Do all directors contribute eff ecti vely?• 
Is there eff ecti ve leadership from the chair?• 

Evaluati on should be rigorous and not just a ‘ti ck box’ exercise, and should take place annually.

Evaluati on of Non-Executi ve Directors

Like the board in general, non-executi ve directors should expect their performance to be evaluated on a 
regular basis. Criteria used to evaluate performance include:
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Preparati on and att endance at board meeti ngs• 
Time spent understanding the organisati on’s business outside of the boardroom• 
Quality and value of boardroom contributi ons• 
Contributi ons to risk assessment and strategic development• 
Readiness to challenge and probe any assumpti ons are areas of concern?• 
Behaviour and performance gain board respect?• 
Current awareness and keeping up to date• 
The expressing of views and listening to others.• 

3. Developing Policies: What is a policy?

A policy is a guide to acti on and decision-making under a given set of circumstances that assures consistency 
and fairness within the framework of your objecti ves and philosophy. By having policies and procedures in 
place, you provide a strong reference point for staff  and volunteers when they are in doubt about what to do 
in a given situati on. Clearly documented policies and procedures reduce the variance in practi ces that can 
occur when policies do not exist. They also limit the range of interpretati on that occurs when policies and 
procedures are ‘known’ by personnel, but are not formalised in writi ng. When you set up policies, try to strike 
a balance. Strive to provide essenti al protecti ons without sti fl ing room for individual circumstances. You can’t, 
and you shouldn’t try to, cover every possible conti ngency.

Who’s responsible?

The responsibility for setti  ng up organisati on policies lies with the board, but should involve all members in 
the process. A draft  policy can be developed and then distributed to members (or member representati ves) 
for comment. By allowing members to be a part of the process, the policy is more likely to be understood and 
accepted.

Once the policy has been rati fi ed, all members must be educated about its relevance and importance. A writ-
ten policy is of litt le use unless the people it aff ects understand its place in the organisati on. It should be kept 
clear and concise in order to be manageable and accessible.

What should be in the policy?

There is certain informati on that should be contained in any policy. It must be clear to all exactly who the 
policy relates to, when the policy is to take eff ect, what the penalti es are for breaching it and how an appeal 
can be brought about. Below is a guide as to what should be included in any policy.

An introductory statement declaring the organisati ons commitment to the policy• 
A statement explaining which people and what situati ons are covered by the policy• 
An explanati on of any relevant laws pertaining to the policy• 
Examples of what will or will not be tolerated under the policy (if appropriate)• 
An outline of responsibiliti es of all parti cipants in the organisati on in relati on to the policy• 
An explanati on of opti ons available and processes to be followed when a breach of policy occurs• 
A statement of the consequences or penalti es that will be imposed when the policy is breached• 
Assurances of confi denti ality in the matt er (if appropriate)• 
Informati on on where individuals can get help, advice or make a complaint• 
Informati on on an appeals process (if appropriate)• 

Step by step guide to writi ng your own policy

Appoint someone with the responsibility for coordinati ng the draft ing of the policy• 
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Collect all the data and informati on you need• 
Consult with those aff ected by the policy to get their input• 
Prepare a draft  document - someti mes it is easier to fi nd an existi ng policy and modify it for your circum-• 
stances
Obtain comment on the draft  and amend accordingly• 
The policy is adopted formally by the organisati on• 
The policy is published, promoted and distributed to all aff ected parti es• 
Compliance and monitoring of the policy• 
Review and update policy on an annual basis• 

Examples of organisati on business that require strict policies as well as procedures is in the area of manag-
ing funds and fi nance. For instance, a policy may clearly set out that any expenditure above a certain amount 
must be signed off  at board level. This protects the organisati on in that it sets out very clear parameters 
within which members may operate. It is the responsibility of the Board to set policy in these key areas.

4. Document Financial Policies and Procedures:

The NGB should adopt the following fi nancial policies and procedures.

A commitment by management and employees of the NGB to competence and integrity and the develop-• 
ment of an appropriate culture to support these principles
Communicati on of appropriate agreed standards of business behaviour and control consciousness to • 
employees (e.g. through writt en codes of conduct, formal standards of discipline, performance appraisal, 
codes of conduct for working with volunteers, etc.)
An appropriate organisati onal structure within which business can be planned, executed, controlled and • 
monitored to achieve the NGB’s objecti ves so that it can manage its fi nancial aff airs accordingly. A NGB 
may have to consider changing its historical structures, i.e. changing committ ee structures to have repre-
sentati on from four provinces
Allocati on of suffi  cient ti me and resources to internal control and risk management issues by the Board, • 
management and the NGB. NGBs must recognise that they need to run business effi  ciently if they want 
their sports promoti on aims to fl ourish. A commitment to internal control and risk management is a key 
element of this
The creati on of an environment that promotes learning within the NGB on risk and control issues, includ-• 
ing the provision of relevant training
Appropriate delegati on of authority, with accountability, which has regard to acceptable levels of risk. The • 
management of volunteers by professionals is a diffi  cult balance to strike, but must be strived for if the 
resources available to the organisati on are to be opti mised
A professional approach to att aining standards of corporate and excellence throughout the NGB.• 

5. Formal Controls Over Expenditure

Budgeti ng is the process of taking the organisati onal objecti ves and converti ng these objecti ves into short-
term goals with a monetary value. Acti viti es are converted into fi nancial targets as most can be expressed 
in monetary terms. Overall budgeti ng can be seen as a central feature of the strategic planning process that 
links planning to control and ensures that objecti ves are operati onalised. The three key aspects of this pro-
cess are:

Planning: • The design of a desired future and of eff ecti ve ways of bringing it about. As an organisati on the 
NGB needs to plan for the resources under its control. The budget is a fi nancial expression of that plan. 
It considers the desired positi on and how it can be achieved with the resources available. The long-term 
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plan of the NGB is analysed and those elements that the NGB wishes to achieve in the next 12 months 
are extracted and become the budget. It is important to note that the functi on of the budget is to inte-
grate the long-term plan into the day-to-day operati ons of the NGB. This will ulti mately lead to the targets 
of the long-term plan being achieved
Budgeti ng:•  The process of planning for the future which involves the quanti fi cati on in monetary terms of 
proposed acti vity levels
Control:•  The process of looking back over past performance to make sure that what was meant to happen 
did happen, and where it did not, make the necessary changes to make sure that it does in the future. 
To control the acti vity of a NGB a comparison must be made between the desired acti vity expressed in 
fi nancial terms (the budget) on the one hand and the actual outcome on the other. This is usually called 
variance analysis. It is important that the system that provides control informati on, whether manual or 
computer based, provides quick and reliable informati on if full benefi t is to be gained from such a system.

6. Inducti on on to the Board

It is crucial that every company has an inducti on process for its directors and it is the chairman’s responsibil-
ity to  provide a full, formal and tailored inducti on when non-executi ve directors join a company in order to 
develop and  update their existi ng knowledge. Even with full due diligence, new directors will need to acquire 
a deep understanding of the culture of the company they are becoming part of. The inducti on might:

Build upon market-specifi c skills• 
Contextualise the company’s approach to risk• 
Impart the latest fi nancial informati on• 
Examine the rules by which the board governs itself and matt ers reserved for its decision• 
Set out matt ers delegated to board committ ees and the terms of reference under which such committ ees • 
operate
Review the company’s corporate governance, policies and insurance• 
Scruti nise the company’s business plan and performance against key indicators contained within the plan.• 

The Code states that it is the responsibility of a company’s secretary to facilitate directors’ inducti ons and 
assist with their ongoing personal development. This follows the recommendati on that all directors should 
receive an inducti on on joining a company and that all directors should regularly update and refresh their 
skills and knowledge. An inducti on and training programme should be appropriate to directors’ skills and 
experience. Regular skills audits are an established means of establishing whether the board has the requisite 
skills and experience. Such an audit should also review what resources a company has made available to train 
its directors. If nothing is in place, or provision is inadequate, then this should be of concern to both prospec-
ti ve and current directors. Overseeing the implementati on of a proper training programme is a responsibility 
that could be properly assigned to an experienced non-executi ve director. Once needs are established, a roll-
ing programme should be devised for each director, which may include external seminars, internal training, 
and recommended reading of specifi c arti cles or publicati ons. The programme should be reviewed at regular 
intervals in tandem with skills audits, to ensure the changing needs are met.

1.2 Meeti ngs and the Annual Report

Board Meeti ngs

Regular meeti ngs ensure that the organisati on is successfully planning, communicati ng and monitoring 
progress. In larger organisati ons, it’s parti cularly important to disti nguish the strategic and governance role of 



the main board /committ ee from the operati onal and management roles of the various offi  cers, task groups 
and sub-committ ees. Without a clear disti ncti on, the main board or committ ee becomes overwhelmed in the 
management of the day-to-day details.

Running Eff ecti ve Board Meeti ngs

A board meeti ng is fundamentally like any other type of meeti ng, so the basic principles of running eff ecti ve 
meeti ngs apply. The board meeti ng needs:

An agenda - comprising a mix of long-term strategy and short-term performance issues• 
Papers - concise, and well-writt en, salient points highlighted and distributed in good ti me, using the most • 
appropriate method of communicati on - email or hard copy
Appropriate informati on - fi nancial and non-fi nancial reports should be available• 
To be held regularly - research shows the boards of the large listed companies meet between eight and • 
ten ti mes a year
To be well att ended - att endance should be expected - the Combined Code specifi cally states that att en-• 
dance details of board meeti ngs should be disclosed
Att endees who are prepared - papers circulated have been read and considered, and att endees arrive • 
ready to contribute
Leadership - the chair introduces items and facilitates discussions, encouraging contributi ons from all• 
Financial and human resources - the board must ensure that these are available to meet the long term • 
strategies and short term performance issues and
Values and standards - the board should set these to ensure every member of the board knows the main • 
objecti ve and that the interests of the company are considered at all ti mes.

Minutes of the board meeti ngs should be kept, especially recording any concerns which cannot be resolved. 
All previous minutes must be readily accessible.

The Annual General Meeti ng

All organisati ons should have an Annual General Meeti ng (AGM), where the members and management com-
mitt ee come together. The AGM should be referred to in the Consti tuti on.

The main reasons for holding an AGM are:

To consider and/or present the organisati on’s annual report• 
To elect offi  cers and management committ ee members• 
To discuss and vote on amendments to the consti tuti on or organisati on rules• 
To produce the annual accounts• 
To produce the chairman’s annual report.• 

It is important to make sure that the AGM is well publicised and welcoming to ALL members. The members 
need to be involved in the AGM to ensure that the organisati on’s decision making process is fair and repre-
sentati ve of the organisati on. It is also an opportunity to recruit ‘new blood’ onto the committ ee. 

The secretary is normally responsible for making all of the arrangements for the meeti ng. Usually noti ce for 
an AGM is a minimum of 21 days, therefore the venue, date and ti me should be arranged well in advance. 
The members should be noti fi ed and invited to make nominati ons for the electi on of offi  cers.
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The AGM Agenda

The following is an example of the standard Agenda for an AGM. Your organisati on may wish to change it if 
needed, but this is how a typical AGM Agenda appears.

Apologies for absences• 
Minutes of the last AGM• 
Matt ers arising• 
Presentati on of the annual report• 
Presentati on of the annual accounts• 
Electi on of the new committ ee• 
Proposed moti ons (if any)*• 
Guest speakers• 
Any Other Business (AOB)• 

* A ‘moti on’ is a proposal for discussion and decision at the AGM.

Electi on of Offi  cers

The electi on of offi  cers can occur in two ways. You can either decide to ask at the AGM or you can send out 
writt en nominati ons and voti ng papers in advance. Individuals are nominated for the positi on of offi  cer by 
other members.

The Annual Report

As menti oned earlier, one of the main purposes of the AGM is to consider or present (depending on the 
status) the annual report. The annual report is a review of the organisati ons acti viti es throughout the year 
including a fi nancial report.

The annual report can be used for internal purposes (e.g. informing members, users and funders what has 
happened in the last year), for public relati ons purposes (e.g. encourage and impress funders or potenti al 
funders) or for legal requirements.

The actual content of what you include in your annual report is up to your organisati on, but below are a few 
things that a typical annual report might include:

Who your organisati on is?• 
What your organisati on does?• 
What you have achieved over the last year (including sporti ng achievements)?• 
Who is on the committ ee?• 
Financial report from the Treasurer?• 
Acknowledgement of funders and funding?• 
Acknowledgement of people who gave their ti me and premises?• 

 
Extraordinary General Meeti ngs are called upon if at least a third of the organisati on’s members (or some 
other proporti on specifi ed in the consti tuti on) wish to amend a rule, amend the consti tuti on or discuss any 
other important, urgent matt ers which cannot wait unti l the AGM.
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1.3 Governance Principles 
(source: The Australian Sports Commission)

Purpose

The purpose of these guidelines is to:

Assist members of boards, chief executi ve offi  cers and managers of sporti ng organisati ons to develop, • 
implement and maintain a robust system of governance that fi ts the parti cular circumstances of their 
sport
Provide the mechanisms for an enti ty to establish and maintain an ethical culture through a committ ed • 
self-regulatory approach
Provide members and stakeholders with benchmarks against which to gauge the enti ty’s performance.• 

Accountability

The size, complexity and operati ons of sporti ng organisati ons diff er, so to opti mise individual performance, 
fl exibility must be allowed in the structures and systems that are adopted. This fl exibility must be balanced 
against accountability, contestability and transparency. There is an obligati on for all sporti ng organisati ons to 
explain to stakeholders if any alternati ve approach to the best-practi ce principles is adopted (the ‘if not, why 
not’ obligati on).

Governance

Governance is the system by which organisati ons are directed and managed. It infl uences how the objecti ves 
of the organisati on are set and achieved, spells out the rules and procedures for making organisati onal deci-
sions and determines the means of opti mising and monitoring performance, including how risk is monitored 
and assessed. The Australian Sports Commission (ASC) recognises that eff ecti ve sports governance requires 
leadership, integrity and good judgment. Additi onally, eff ecti ve governance will ensure more eff ecti ve de-
cision making, with the organisati on demonstrati ng transparency, accountability and responsibility in the 
acti viti es undertaken and resources expended. It is commonly accepted that governance structures have a 
signifi cant impact on the performance of sporti ng organisati ons. Poor governance has a variety of causes, 
including director inexperience, confl icts of interest, failure to manage risk, inadequate or inappropriate fi -
nancial controls, and generally poor internal business systems and reporti ng. Ineff ecti ve governance practi ces 
not only impact on the sport where they are present, but also undermine confi dence in the Australian sports 
industry as a whole.

Governance concerns three key issues:

How an organisati on develops strategic goals and directi on• 
How the board of an organisati on monitors the performance of the organisati on to ensure it achieves • 
these strategic goals, has eff ecti ve systems in place and complies with its legal and regulatory obligati ons
Ensuring that the board acts in the best interests of the members.• 

The Nati onal Sporti ng Organisati on Sports Governance Principles of Best Practi ce advocate strengthening 
structures that support good leadership and decision making, and ensure sound and eff ecti ve governance.
In keeping with best practi ce in Australian corporate governance, this paper contains guidelines within which 
the ASC believes a sporti ng organisati on’s board members should operate and enact their role. The resource 
takes the form of six major principles:
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Principle 1:•  Board compositi on, roles and powers
Principle 2• : Board processes
Principle 3:•  Governance systems
Principle 4:•  Board reporti ng and performance
Principle 5: • Member relati onship and reporti ng
Principle 6:•  Ethical and responsible decision making.

Principle 1: Board compositi on, roles and powers

Diff erent sporti ng organisati ons operate under diff erent governance structures. While not advocati ng the 
adopti on of any single model, the ASC does advocate that each structure should be clearly documented 
with a clear delineati on of the roles, responsibiliti es and powers of the board, management and each body 
involved. Further, there should be no overlap in the powers of any two bodies or individuals in a governance 
structure.

The organisati on’s framework of governance should:

Enable strategic guidance of the enti ty• 
Ensure the eff ecti ve monitoring of management by the board• 
Clarify the respecti ve roles, responsibiliti es and powers of the board and management• 
Defi ne the board’s accountability to the enti ty• 
Ensure a balance of authority so that no single individual has unfett ered powers.• 

 Principle 1.1: That management powers be formalised, disclosed and placed in a board which has the power 
to exercise all the powers of the organisati on, except those powers that the Act or Consti tuti on requires to be 
exercised in general meeti ng.

Commentary and guidance: The ASC does not endorse a governance structure featuring both a board and 
another body, whereby this other body (usually called a council) assumes some board functi ons. The nature 
of matt ers reserved to the board and delegated to management will necessarily depend on the size and 
complexity of the organisati on, and be infl uenced by its traditi on and culture and the skills of directors and 
managers.

Principle 1.2: That nati onal sporti ng organisati ons be incorporated as a company limited by guarantee under 
the Corporati ons Act 2001 (Cwlth).

Commentary and guidance: It must also be noted that, regardless of the Act (Corporati ons or Associati ons) 
under which the organisati on is incorporated, if a nati onal sporti ng organisati on carries on business in a state 
other than that in which it is incorporated, it is required to be registered under the Corporati ons Act as a 
registrable Australian body. This registrati on imposes additi onal administrati ve requirements on the organisa-
ti on. While there can be arguments for the adopti on of various legal structures, and there are limitati ons and 
benefi ts att ached to each, the ASC encourages nati onal sporti ng organisati ons to adopt a company limited by 
guarantee organisati onal structure. 

The more comprehensive legislati on entailed within the Corporati ons Act 2001 (Cwlth) provides for a very 
robust and structured platf orm for the operati on of organisati ons and provides clarity in areas otherwise 
silent within the Associati on Incorporati on Act. The key governance role of the organisati on under each of the 
Acts rests with the board of directors, who must act in accordance with the requirements of the relevant Act, 
within other federal and state laws, and the consti tuti on of the incorporated body.
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Principle 1.3: That the incorporated body has a consti tuti on, which embodies the following key secti ons:

Interpretati on -- objects and powers• 
Members -- membership and meeti ngs of members (general meeti ngs)• 
The board -- powers, other roles (chief executi ve offi  cer and secretary) and meeti ngs of the board• 
Reporti ng• 
Accounts• 
Auditors• 
Winding up.• 

Commentary and guidance: The consti tuti on should be writt en in a clear, unambiguous and succinct manner. 
It should not be overburdened with items that would be bett er served to be detailed in the organisati on’s by-
laws or policies. These are usually items that can be expected to be changed and updated from ti me to ti me. 
In these circumstances the board should, through by-law and policy development, be empowered to oversee 
and manage the issues.

Principle 1.4: That the members of an organisati on should elect the majority of the board of directors. In ad-
diti on, any issue on which a member vote is taken should require a majority of member votes for any pro-
posal to be passed.

Commentary and guidance: Each sporti ng organisati on should detail how people and/or organisati ons may 
become the members of them. The consti tuti on of the incorporated body will state the voti ng power of each 
member in this regard. The ASC advocates that a ‘one state one vote’ voti ng system be applied to federal 
sporti ng structures. While a proporti onal voti ng system is an opti on, it is not recommended. Large member 
bodies should never be able to dominate the directi on of an organisati on. Where a board is made up of ap-
pointed and elected directors, it is recommended that at least a majority of the board membership is elected 
by the members. In additi on, it is also advocated that votes taken at board or general meeti ngs should be 
passed by a majority of directors/members and not be subject to a casti ng vote. This principle is based on the 
premise that if a majority cannot agree on an issue then the issue should be forfeited.

Principle 1.5: That the governance structure should feature a clear separati on of powers and responsibiliti es 
between the board (the ‘mind’ of the organisati on) and the chief executi ve offi  cer and their staff  (the ‘hands’ 
of the organisati on).

Commentary and guidance: This clarity of powers and responsibiliti es must also apply to the various board 
and management committ ees. The governance structure should also recognise that individual directors, the 
chief executi ve offi  cer (or similar), their staff , board committ ees and management meeti ngs hold no authority 
to act on behalf of the organisati on by virtue of their positi on alone. All authority rests with the board, which 
may delegate authority to any person or committ ee. Each such delegati on should be clearly documented in a 
delegati ons manual or similar. Normally there will be signifi cant delegati ons to the chief executi ve offi  cer. In 
their capacity as directors, directors have no individual authority to parti cipate in the day-to-day management 
of the enti ty, unless authority is explicitly delegated by the board.

Principle 1.6: That the board should:

Confi rm the broad strategic directi ons of the organisati on• 
Appoint, dismiss, direct, support professional development for, evaluate the performance and determine • 
the remunerati on of, the chief executi ve offi  cer
Approve, monitor and review the fi nancial and non-fi nancial performance of the organisati on• 
Ensure an eff ecti ve system of internal controls exists and is operati ng as expected, and that policies on • 
key issues are in place and appropriate and that these can be applied eff ecti vely and legally to those par-
ti cipants or persons for whom they are intended



Develop a clearly arti culated and eff ecti ve grievance procedure• 
Ensure fi nancial and non-fi nancial risks are appropriately identi fi ed and managed• 
Ensure the organisati on complies with all relevant laws, codes of conduct and appropriate standards of • 
behaviour
Provide an avenue for key stakeholder input into the strategic directi on of the organisati on• 
Ensure director, board and chairman performance evaluati on occurs regularly.• 

Commentary and guidance: The board’s primary responsibility is one of trusteeship on behalf of its stake-
holders, ensuring that the legal enti ty, the organisati on, remains viable and eff ecti ve in the present and 
for the future. The board’s role includes determining the organisati on’s strategic directi on, core values and 
ethical framework, as well as key objecti ves and performance measures. A key criti cal component of this 
role is the board’s ulti mate authority and responsibility for fi nancial operati ons and budgeti ng to ensure the 
achievement of strategic objecti ves. Where a sporti ng organisati on does not have a chief executi ve offi  cer or 
equivalent positi on, either paid or unpaid, management and operati onal tasks may be delegated to a range of 
people, including board members or committ ees. In this case, directors must ensure that they separate their 
strategic board roles and responsibiliti es from their individual operati onal responsibiliti es.

Principle 1.7: That each board should be structured to refl ect the knowledge of the sport and sports industry 
and the complex operati ng environment facing the modern sporti ng organisati on. Normally, it is envisaged 
that a board will:

Comprise between fi ve and nine directors• 
Have a suffi  cient blend of experti se and skills necessary to eff ecti vely carry out its role• 
Have all directors being independent, regardless of whether they are elected or appointed• 
Have the ability to make a limited number of external appointments to the board to fi ll skills gaps• 
Insti tute a staggered rotati on system for board members with a maximum term in offi  ce to encourage • 
board renewal while retaining corporate memory
Be broadly refl ecti ve of the organisati on’s key stakeholders, but not at the expense of the board’s skills • 
mix.

Commentary and guidance: The number of directors on a board should refl ect the size and level of acti vity of 
the organisati on. As such, the ASC advocates a board with the necessary skills to carry out its governance role 
rather than a representati ve board. Independent directors are those that are not appointed to represent any 
consti tuent body, are not employed by or have a signifi cant business relati onship with the organisati on, do 
not hold any other material offi  ce within the organisati onal structure and have no material confl ict of inter-
est as a result of being appointed director. In relati on to traditi onal federal sporti ng structures, the holding of 
state-level positi ons would be seen to be a material confl ict of interest if held at the same ti me as nati onal-
level positi ons. In unitary sporti ng structures, where there is only one organisati onal enti ty with a direct rela-
ti onship to individual members and/or their clubs, club-level positi ons may create a similar level of confl ict to 
that of the state level in the federal structure. Similarly, sporti ng organisati ons whose operati ons are predomi-
nantly of a business-owner nature should avoid situati ons where the owners of those businesses are also the 
key decision makers of the organisati on, where those decisions will have a material eff ect on the outcomes 
of those businesses, perceived or actual. Examples of material confl icts are: presidents of member bodies, 
representati ves of select groups (for example, umpires) and chief executi ve offi  cers or senior staff . When di-
rectors do represent a consti tuency, they are bound by their legal responsibility to represent the organisati on 
as a whole. External appointments (appointed directors) are appointments to the board that have not been 
elected by the consti tuti onal members and are at the discreti on of the existi ng board. An eff ecti ve board has 
a proper understanding of, and competence to deal with, the current and emerging issues of the business and 
can eff ecti vely review and challenge the performance of management and exercise independent judgment.

Principle 1.8: That nati onal sporti ng organisati ons and their member bodies have aligned objects and pur-
pose to ensure eff ecti ve and effi  cient achievement of sport outcomes.
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Commentary and guidance: To achieve eff ecti ve outcomes for the sport it is essenti al, parti cularly in a feder-
ated model, that nati onal and member bodies have aligned objects and purpose. It is criti cal that member 
bodies within a sport operate as if they were one body working towards the same outcome to deliver eff ec-
ti ve products and services to its members and stakeholders. The sport should have a single strategic plan that 
drives the overarching objecti ves, which are delivered consistently and eff ecti vely by the member bodies. 
The sport’s strategic plan should form the basis of all local implementati on outcomes and be developed with 
input and agreement from all stakeholders.

Principle 1.9: That where two or more bodies are amalgamati ng, an interim board arrangement occurs in 
order for all parti es to be confi dent about the future directi on and prioriti es of the amalgamated body.

Commentary and guidance: In the interim arrangement, the board of the new organisati on would include 
equal representati on drawn from the boards of the amalgamati ng bodies or representati ves nominated by 
each of the amalgamati ng groups’ interests. This interim arrangement would operate for a fi nite period of 
ti me, at the end of which a new board structure as outlined in Principle 1.7 should be adopted. The ASC 
encourages like organisati ons to look into the benefi ts of amalgamati on to ensure that sustained competi ti ve-
ness, effi  ciencies and economies of scale are achieved to provide enhanced outcomes for the sport’s mem-
bers and parti cipants.

Principle 1.10: That the board outline the role of individual directors/board members, including (at a mini-
mum):

The fi duciary duty of directors to act in the interests of the members as a whole and not to represent • 
individual consti tuents. Thus, once elected, the board should have the ability to operate independently in 
the interests of the organisati on as a whole, free from undue infl uence
The legal duti es of individual directors, including the requirement of directors to:• 
Act in good faith and for a proper purpose• 
Exercise due care and diligence• 
Ensure the organisati on does not conti nue to carry on its business while insolvent• 
Meet the requirements of various other federal and state laws that directly impact on the organisati on• 
A code of conduct or policy specifying the behaviour expected of directors (see Principle 6)• 
A confl ict of interest provision that specifi es:• 
A director must disclose actual/potenti al confl icts of interest• 
The process for disclosure of real or potenti al confl icts of interest• 
A process that governs a director’s involvement in any decisions with which they have a confl ict of • 
interest
The requirement for a register of ongoing interest to provide a record of all potenti al confl icts• 
A director should not hold any other offi  cial or corresponding administrati ve positi on within the organi-• 
sati on at any level that creates a material confl ict of interest. This is to ensure no actual or perceived 
confl icts of interest
Maintaining a register of related party transacti ons• 
The responsibiliti es of directors for conti nuing professional development as well as engagement in • 
ongoing performance assessment (see Principle 4).

Commentary and guidance: The role of a director of an organisati on is one of the key components of the 
governance framework to ensure the accountability, transparency and contestability of the directi on, perfor-
mance and conformance of the organizati on. It is criti cal that new directors are appropriately inducted to the 
board and the organisati on and that they understand their roles within the organisati on. In relati on to a direc-
tor’s confl ict of interest, a director should not hold any offi  cial positi on at state, regional or club level, or cor-
responding administrati ve positi on, that provides a material confl ict of interest which is actual or perceived 
and that all endeavours to avoid this should be pursued (see Principle 1.7). Directors should have appropriate 
personal qualiti es such as loyalty, honesty, the courage to ask tough questi ons and should exhibit high ethical 
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standards. As a minimum, directors should embrace fairness, respect, responsibility and safety as key guiding 
principles of ethical behaviour within their organisati on.

Principle 1.11: That the roles of key positi ons in the governance system are documented and understood. 
Normally these positi ons should include:

Board• 
Chair/president• 
Directors• 
Company secretary• 
Chairs of board committ ees• 
Management• 
Chief executi ve offi  cer.• 

Commentary and guidance: As it is expected that nati onal sporti ng organisati ons will form a company limited 
by guarantee structure, then it will be necessary to appoint a company secretary to provide for the legal com-
pliance requirements under company law.

Principle 1.12: That the chief executi ve offi  cer will not normally be a director of the board. This enables and 
supports a clear separati on of power between the board and management.

Commentary and guidance: The ASC suggests it is good practi ce to ensure that a disti ncti on between man-
agement and board membership occurs and that the chief executi ve offi  cer of the organisati on should not 
necessarily be a member of the board. However, in this circumstance it is also good practi ce to ensure the 
chief executi ve offi  cer is aware of, and present at, board meeti ngs to provide informati on and advice to the 
board on the operati ons of the organisati on and to understand the directi on provided by the board.

Principle 2: Board processes

Each board should agree to and document a clear set of governance policies and processes to facilitate eff ec-
ti ve governance. These processes should refl ect best practi ce and be subject to regular review. An eff ecti ve 
board meeti ng should have the following att ributes:

A capable chair, with meeti ngs held regularly and att ended by appropriate personnel• 
Board papers for every item provided in advance so directors are informed and well prepared• 
Clear, ti mely and accurate recording of decision making and communicati on of outcomes to stakeholders.• 

Principle 2.1: That the board should document its meeti ng process. Normally this will include:

Legal requirements• 
Decision-making approach (consensus versus voti ng) and voti ng rights of att endees• 
Protocol/s for meeti ng conduct and director behaviour• 
Logisti cal details such as meeti ng frequency, meeti ng locati on, ti ming of meeti ngs, att endees, etc.• 

Commentary and guidance: The legal requirements in regard to meeti ngs incorporate such items as the of-
fi cial number required to make a quorum, the amount of noti ce required for calling a meeti ng and other such 
requirements as specifi ed in the organisati on’s consti tuti on. The frequency of meeti ngs will depend on the 
size of the organisati on and the internal and external circumstances, including any specifi c issues the organi-
sati on needs to deal with at any given ti me. A sporti ng organisati on board should meet no less than six ti mes 
per year and oft en as regularly as monthly. The schedule of dates for board and committ ee meeti ngs should 
be agreed in advance.
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Principle 2.2: That the board should prepare an agenda for each meeti ng. In additi on, the board should agree 
how the agenda will be developed and the items for regular inclusion.

Commentary and guidance: The governance policy should outline the process for establishing the agenda for 
each board meeti ng. It is essenti al that the board ensures meeti ngs adhere to pre-agreed ti me frames and 
that adequate ti me is given to each agenda item. It is also essenti al that the board ensures some
agenda items are linked to the strategic objecti ves of the organisati on and that there is an alignment between 
the reporti ng from management and the key performance indicators that have been approved by the board.

Principle 2.3: That board meeti ngs should have appropriate documentati on. This means issues submitt ed 
to the board should be in an appropriate and agreed form (a board paper) and be circulated suffi  ciently in 
advance of the meeti ng. The board should similarly maintain a clear record of decisions made through an ap-
propriate and agreed minuti ng process.

Commentary and guidance: The governance policy should determine ti ming with regard to receiving board 
papers in advance. Minutes should be an accurate record of discussions held and should be distributed in a 
ti mely manner, usually within a week of the meeti ng. These should be agreed by the board and outcomes 
communicated to stakeholders, again in a ti mely manner.

Principle 2.4: That the board should be provided with all relevant informati on on an issue to enable proper 
executi on of directors’ duti es. The board, or any individual board member, should also have the right to 
request, through the chief executi ve offi  cer, any additi onal informati on from management if required (see 
Principle 4).

Commentary and guidance: The governance policy should state the circumstance when and how board 
members should go about accessing external or additi onal informati on in relati on to board papers. For ex-
ample, a director may wish to receive additi onal fi nancial reports to enable them to eff ecti vely carry out their 
duti es.

Principle 2.5: That the board should plan its key annual acti viti es and develop a corresponding board calen-
dar/work plan.

Commentary and guidance: The board calendar/workplan should include major annual acti viti es for the 
board agenda, such as budget approval, strategy review, chief executi ve offi  cer evaluati on and annual general 
meeti ng.

Principle 2.6: That the board and each committ ee established by the board should have terms of reference or 
a charter. The terms of reference/charter should include, at a minimum:

Board/committ ee purpose• 
Authority delegated to the board/committ ee• 
Board/committ ee compositi on, including the appointment of a chair• 
Reporti ng requirements• 
Delineati on of the role of the board/committ ee and the role of management.• 

Commentary and guidance: Board committ ees allow directors to give closer att enti on to important issues 
facing the organisati on than is possible for the full board. Board committ ees are an eff ecti ve way to distribute 
the work between the directors and allow more detailed considerati on of specifi c matt ers.The number of 
board committ ees, size and mix, will vary from organisati on to organisati on depending on its size, complex-
ity and the challenges it faces. Sporti ng organisati ons should consider the need to have board committ ees. 
Examples of board committ ees are audit, remunerati on, selecti on and technical. The functi on and importance 
of the audit committ ee are considered later in these guidelines.
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Principle 3: Governance systems

The board is ulti mately responsible for the success of the organisati on it governs. Each board should clearly 
defi ne its role in discharging this responsibility. An eff ecti ve organisati on should have the following systems:

A strategic planning framework identi fying core organisati onal values, goals and performance manage-• 
ment indicators
Clearly documented board/management interacti on, including appropriate delegati ons and authority of • 
all parti es
A thorough process for identi fying and monitoring legal, compliance and risk management requirements• 
A thorough system of audit, including internal and external processes• 
A performance management system to provide evidence and ensure monitoring of legal compliance and • 
performance against plans.

Principle 3.1: That the board should determine the process by which it will develop the strategic directi on, 
key objecti ves and performance measures as well as core values and ethical framework for the organisati on.

Commentary and guidance: It is important that a board regularly reviews its strategic prioriti es to ensure it 
maintains its competi ti ve advantage and is clear about what it wants management to focus on. The ASC con-
siders it important that all key stakeholders are consulted through the strategic planning framework to ensure 
future strategies address the most pressing issues within the industry.

Principle 3.2: That the board should develop a protocol outlining expectati ons for board-management inter-
acti ons. This will normally include:

Expectati ons regarding the use of a board member’s networks/contacts• 
Expectati ons regarding provision of advice to the chief executi ve offi  cer and management• 
A protocol for individual directors to acquire all informati on required for decision making and control • 
(see Principle 4).

Commentary and guidance: The relati onship between management and the board is criti cal and must be 
supported by a clear segregati on of responsibiliti es. At all ti mes the board must be in control, however 
management must be accountable, operate with delegated authoriti es, have appropriate levels of skills, and 
perform against the established key performance indicators. Directors should not approach management 
directly, but rather should channel all additi onal informati on requests through the chair and chief executi ve 
offi  cer, unless specifi cally approved within the protocols.

Principle 3.3: That the board should have in place an eff ecti ve and effi  cient monitoring and evaluati on 
system. This will include fi nancial and non-fi nancial monitoring. In parti cular, each board should monitor 
outcomes of the implementati on of the strategies as the basis for the evaluati on of overall performance and 
reporti ng to members (see Principle 5).

Commentary and guidance: It is essenti al that the performance indicators are clear and concise and, more 
importantly, can actually be measured. It is also imperati ve that an organisati on understand where they cur-
rently stand in relati on to key performance indicators so a comparison can be achieved between past, current 
and future result targets.

Principle 3.4: That the board should have in place an eff ecti ve risk management strategy and process. This 
will require the board to take acti ons to identi fy key risks facing the organisati on and ensure that risk manage-
ment strategies are developed and acti oned. The risk management system should comply with the Australian 
Risk Management Standard AS/NZS 4360:2004.
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Commentary and guidance: It is essenti al that an organisati on regularly reviews its risk exposure across all 
facets of the organisati on. In line with AS/NZS 4360:2004 an organisati on should review the likelihood and 
impact of all possible incidents and assess the acti ons required to minimise, avoid or eliminate potenti al risks. 
An organisati on should ensure it also assesses the opportuniti es forgone as part of its risk assessment and 
evaluati on process, as risk is not only a negati ve element; the opportunity cost of not doing acti viti es should 
also be considered. In additi on, some events or acti viti es oft en need a specifi c and comprehensive risk assess-
ment to be done (for example, the hosti ng of a large sporti ng event). In this situati on a business case should 
be developed as part of normal risk management processes to assess the impact and potenti al outcomes, 
negati ve or positi ve, of such an event.

Principle 3.5: That the board should implement an eff ecti ve compliance system. It is recommended that this 
system comply with Australian Standard AS3806:2006 and require, at a minimum, that:

The organisati on complies with all relevant statutes, regulati ons and other requirements placed on it by • 
external bodies
Eff ecti ve internal controls exist and there is full and accurate reporti ng to the board in all areas of • 
compliance
The organisati on is fi nancially secure and is able to meet all its fi nancial obligati ons when they fall due, in • 
the normal process of business.

Principle 3.6: That the board should develop and document a regular (annual/six-monthly) performance 
review process for the chief executi ve offi  cer.

Commentary and guidance: While the detail of the performance review may be undertaken by a board com-
mitt ee, at some point in the process all directors should have an opportunity to review and comment on chief 
executi ve offi  cer performance. The performance indicators for the chief executi ve offi  cer should be clearly 
linked to the strategic goals and objecti ves set by the board and should be measurable. In additi on the chief 
executi ve offi  cer should have performance measures linked to staff  performance and key stakeholder rela-
ti onships. 

Principle 3.7: That the board must ensure an eff ecti ve audit system and process is in place. The audit process 
may include internal and external processes and systems.

Commentary and guidance: An eff ecti ve audit process should ensure there are adequate controls and sys-
tems in place to alert management and the board to potenti al fi nancial risks associated with the operati on of 
the sport. Given the heavy fi nancial focus on audit processes, management and board directors
should have basic fi nancial literacy that enables them to understand and acti vely challenge informati on pre-
sented.

Principle 3.8: That the board should establish an audit committ ee and that its role be set out by formal char-
ter/terms of reference.

Commentary and guidance: The existence of an audit committ ee is recognised as an important feature of 
good corporate governance. The committ ee should be structured with at least three people who should 
be fi nancially literate, and include at least one who has fi nancial experti se (that is, a qualifi ed accountant). 
The audit committ ee should only comprise persons who are not directly involved in the management of the 
organisati on. The chair of the audit committ ee should be independent from the chair of the board. The audit 
committ ee should take prime responsibility for, but not be limited to:

Reviewing the organisati on’s annual fi nancial accounts and recommending them to the board for • 
approval
Overseeing the relati onship, appointment and work of external and internal auditors• 





NGB SUPPORT KIT - Chapter One GOVERNANCE

25

Reviewing compliance-related matt ers• 
Overseeing the organisati on’s risk management framework• 
Regularly reviewing the organisati on’s ongoing fi nancial accounts, systems and delegati ons.• 

The audit committ ee charter should clearly set out the committ ee’s role, responsibiliti es, compositi on, struc-
ture and membership requirements. The committ ee should be given the necessary power and resources to 
meet its charter. This includes rights of access to management, and to auditors without management being 
present, and rights to seek explanati ons and additi onal informati on. If approved by the board, an audit com-
mitt ee can extend their mandate beyond purely fi nancial and audit matt ers to include compliance and risk 
management as areas of focus.

Principle 3.9: That since ulti mate decision-making power rests with the board, the board should clearly docu-
ment all delegati ons of authority to the chief executi ve offi  cer and other individuals, committ ees or groups. 
This document, or delegati ons register, should be regularly reviewed and updated. It should be the subject of 
a formal board resoluti on.

Commentary and guidance: To ensure the delegati ons document is not limiti ng and restricti ve on the opera-
ti ons of the organisati on, it is oft en bett er to arti culate the limits of management authority as opposed to try-
ing to arti culate every possible approval item. This approach will provide a framework in which management 
can operate, without unnecessarily burdening the board with items management should clearly deal with.

Principle 4: Board reporti ng and performance

Each organisati on should have a comprehensive reporti ng and performance management system in place to 
ensure organisati onal eff ecti veness and effi  ciency. It is essenti al that directors are provided with ti mely and 
accurate fi nancial accounts to ensure eff ecti ve decision making can occur.

In additi on, the board should review the directors’ individual and collecti ve performance, including the eff ec-
ti veness of the chair, to ensure they are discharging their responsibiliti es against that of the stated objecti ves. 
Ensure a board and individual director development program is in place, including mechanisms to respond to 
non-performing directors.

An eff ecti ve system of reporti ng and performance management should include:

Comprehensive and complete fi nancial accounts• 
Review and considerati on of the accounts by an audit committ ee• 
Ensuring the independence of the organisati on’s external auditors• 
Directors and board committ ee members being knowledgeable, well-briefed and informed, having access • 
to the appropriate informati on or advice when required, and being provided with the opportunity for 
conti nuous improvement and educati on
A board and director performance evaluati on system• 
An alignment between key performance indicators and the strategic objecti ves as outlined in the organi-• 
sati on’s strategic and operati onal plans.

 
Principle 4.1: That the board should ensure its offi  cers and directors have appropriate insurance cover.

Commentary and guidance: It is essenti al that all directors and offi  cers in an organisati on have the appropri-
ate liability and indemnity cover no matt er what the purpose or structure of the organisati on (for example, 
not for profi t), as once an organisati on starts incurring debts and liabiliti es, directors are potenti ally liable to 
provide for any losses incurred.
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Principle 4.2: That the board should ensure all new directors undergo an appropriate inducti on process.

Commentary and guidance: The inducti on process should ensure all directors have:

An appropriate level of knowledge of the industry in which the organisati on operates• 
A clear understanding of an organisati on’s business operati ons• 
A clear understanding of the organisati on’s fi nancial circumstances• 
A clear understanding of the organisati on’s strategy and directi on• 
A high-level knowledge of the business risks that may aff ect the organisati on’s success• 
Access to relevant background informati on.• 

Management should provide a briefi ng session to all new directors once they have had ti me to assess the 
informati on just listed. This will allow them to address any concerns or queries they may have regarding the 
organisati on. Conti nuous educati on and professional development programs should be made available to 
directors as necessary.

Principle 4.3: That the board should ensure that a director can access independent professional advice if 
required and that this is appropriately protected with a deed of access or similar.

Commentary and guidance: Board directors and board committ ee members should be enti tled to obtain 
independent professional or other advice at a cost to the enti ty on predefi ned terms. These rights should 
be documented and provided to directors and committ ee members. Board directors and board committ ee 
members should be enti tled to obtain certain resources and informati on from the enti ty. These rights should 
be documented in the deed of access or similar document.

Principle 4.4: That the board should receive ti mely and accurate fi nancial statements that are presented regu-
larly (preferably monthly). These statements should include the following:

Profi t and loss statement• 
Balance sheet• 
Cash fl ow statement• 
Writt en report regarding material variances from budget• 
Budget versus actual report on a month and year-to-date basis as well as identi fying the full-year budget• 
Listi ng of all major outstanding debtors and creditors• 
Bank reconciliati on (including bank account evidence).• 

Commentary and guidance: The organisati on should have a one-year fully costed operati onal plan, as well 
as having a more strategic 3-5 year fi nancial plan that should link the fi nancial objecti ves of the organisati on 
with that of its strategic objecti ves. It is criti cal that all directors understand and take their fi nancial responsi-
bility on the board seriously by ensuring they are able to comprehend and challenge the fi nancial informati on 
presented to them by management. It is criti cal that the board has detailed knowledge of the fi nancial health 
of an organisati on, as it is illegal for an organisati on to trade while insolvent and the directors could be held 
personally responsible.

Principle 4.5: That the full board of directors should annually meet and be debriefed by the external auditor 
on the state of the fi nancial positi on and systems within the organisati on and any issues identi fi ed throughout 
the audit process.

Commentary and guidance: To ensure that each director can fully exti nguish their fi duciary responsibiliti es, 
it is good practi ce that the full board meets with the external auditor annually to discuss the fi ndings of the 
audit and any identi fi ed issues that may have arisen from the audit. This open and frank discussion allows 
individual directors the opportunity to receive further clarifi cati on of any parti cular issues to ensure they fully 



NGB SUPPORT KIT - Chapter One GOVERNANCE

27

understand the fi nancial operati ons and health of the organisati on.

Principle 4.6: That the board should regularly review and assess its own performance and the performance of 
individual directors, including that of the chair and its committ ees.

Commentary and guidance: Done well, board assessment can be an extremely producti ve process. A robust 
and successful assessment process will give the board:

A balanced view of its performance, identi fying the positi ve aspects of the board’s operati on and areas • 
for improvement
A benchmark against which the board can assess its collecti ve and individual progress and performance • 
over ti me
A basis to establish agreed performance objecti ves for the board.• 
The process should include mechanisms such as external facilitators, assessment questi onnaires, • 
confi denti al non-att ributi on interviews and a workshop of the fi ndings. Additi onally, 360-degree feedback 
from the likes of management and key stakeholders enhances the comprehensiveness of any program. An 
eff ecti ve program should also include separate assessments of individual directors’ performance and that 
of the chair.

Principle 5: Member relati onship and reporti ng

The board should ensure it exercises leadership, integrity and good judgment, always acti ng in the best 
interests of the organisati on as a whole, demonstrati ng transparency, accountability and responsibility to its 
members.

An eff ecti ve organisati on should ensure its members are:

Consulted and involved in the development of the sport’s strategic plan• 
Supporti ve of, and acti vely involved in, achieving the outcomes of the nati onal plan• 
Well-informed and acti vely parti cipati ng at its general meeti ngs• 
Regularly provided with ti mely and accurate disclosures on all material matt ers regarding the governance • 
and performance of the organisati on.

Principle 5.1: That the board should strive to ascertain the interests, aspirati ons and requirements of mem-
bers and create responses to these in the form of a nati onal strategic plan with alignment between this and 
member plans.

Commentary and guidance: Existi ng boards should canvass the interests, aspirati ons and requirements of key 
members. The board should have in place a process that reports and receives feedback from members. All 
members should embrace the strategic plan of the sport and should work towards the
achievement of its outcomes. In federated organisati onal structures it is essenti al that member bodies are 
working towards a unifi ed strategic document and are held accountable for their outcomes.

Principle 5.2: That members of an organisati on should have the ability to remove board members (or a board 
as a whole) and change the consti tuti on, should they see fi t, in accordance with applicable legislati on.

Commentary and guidance: It is a guiding principle of law that members must have the right to remove the 
board and change the consti tuti on as they see fi t, as they are ulti mately the owners of the organisati on. 
There may be circumstances where certain arrangements are in place that restrict the members’ capacity to 
make change, however these should only be temporary measures in periods of instability and ulti mate power 
should always return to the members.
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Principle 5.3: That board directors should have no voti ng rights at general meeti ngs.

Commentary and guidance: Where the membership of an organisati on comprises other organisati ons, clubs 
or groups of individuals, board directors should not be eligible to vote at general meeti ngs or annual general 
meeti ngs. This ensures a clear separati on between the ‘owners’ and the ‘governors’ of the organisati on.

Principle 5.4: That the board should provide members with a comprehensive annual report outlining how 
they fulfi lled the governance roles, achievements and aspirati ons of the organisati on, and suffi  cient fi nancial 
informati on so that members can make a judgment as to how eff ecti vely the board is fulfi lling its role.

Commentary and guidance: The system of governance should ensure that ti mely and accurate disclosures 
are made on all material matt ers regarding the organisati on, including governance, fi nancial situati on and 
performance. It is not appropriate that these reporti ng documents are delayed. It is the board’s responsibility 
to ensure the appropriate legal ti me frames are met.

Disclosure should include, but not be limited to, material informati on on:

Any legally required informati on as per the relevant Act• 
The fi nancial operati ng results• 
The enti ty’s strategic objecti ves and goals• 
Members of the board and key management personnel• 
Material foreseeable risks• 
Material issues regarding employees and other stakeholders• 
Governance structures and policies.• 

Principle 6: Ethical and responsible decision making

Each board should ensure and acti vely promote ethical behaviour and decision making within their organisa-
ti on. Good corporate governance ulti mately requires people of integrity to ensure that the reputati on of an 
organisati on is managed, protected and enhanced.

A culture of integrity and ethical behaviour is characterised by:

An eff ecti ve code of conduct• 
Quality decision-making processes• 
People of the highest integrity and ethical standards• 
An intent to put the organisati on ahead of individual gains.• 

 
Principle 6.1: That the board establish a code of conduct to guide directors, the chief executi ve offi  cer and 
other senior management as to:

The practi ces necessary to maintain confi dence in the organisati on’s integrity• 
The responsibility and accountability of individuals for reporti ng and investi gati ng reports of unethical • 
practi ces.

Commentary and guidance: The code of conduct should set out ethical and behavioural expectati ons for 
both directors and employees. It is criti cal that the board and senior management demonstrate, through their 
words and acti ons, absolute commitment to the code and stakeholders in its executi on. Adherence to the 
code should be periodically evaluated and acti on taken, where necessary.
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Principle 6.2: That the board ensure key decisions and acti ons are based on a thorough review of all available 
informati on and are assessed against the organisati on’s risk management framework and that these are 
documented.

Commentary and guidance: When organisati ons embrace opportuniti es to expand or promote the sport they 
should assess the opportuniti es against the risk framework and key strategic objecti ves of the organisati on. 
There should be evidence of an evaluati on of the benefi ts and risks prior to any key decision
being taken by management or the board.

Principle 6.3: That the board ensure a business case is developed for each major project or signifi cant event/
acti vity prior to the organisati on committi  ng resources and that the worst-case scenario has been evaluated 
and can be miti gated/managed by the organisati on. 

Commentary and guidance: The development of a business case allows sporti ng organisati ons to embrace 
opportuniti es to expand or promote the sport through a major event/acti vity by assessing the ability of the 
organisati on to sustain a worst-case scenario loss. Given that most sporti ng organisati ons have very limited 
available resources, the assessment of risk and opportuniti es is criti cal to the long-term viability of the organi-
sati on. To not develop business cases for major projects and events potenti ally leads to poor decision making 
and lack of awareness of the various scenarios that may play out, hence all major events/acti viti es should be 
fully costed and assessed for variati ons from budgeted fi gures prior to the organisati on committi  ng scarce 
resources.

1.4 Governing Sport – The Role of the Board 
(Source: Australian Sports Commission)

What is ‘Governance’?

There is no commonly agreed defi niti on of governance. Some observati ons and regularly used descripti ons 
include:

“Directi ng and controlling the organisati on” KPMG

“The essenti al functi ons common to most boards can conveniently be divided into three: those related to its 
performance, those concerned with compliance or conformance with laws or standards, and those related to 
its overall operati ons.” 

Henry Bosch. The Director at Risk. Melbourne: Pitman Publishing, 1995

“The exercise of establishing and monitoring necessary controls and strategic directi on setti  ng so that the 
organisati on is equipped to respond to the changing circumstances and situati ons in the external and internal 
environments in order to meet the expectati ons and demands of owners and other key stakeholders”

Terry Kilmister. BoardWorks Internati onal

“The process by which a governing body ensures that an organisati on is eff ecti ve and properly run ... Gover-
nance is not necessarily about doing; it is about ensuring things are done”

Sandy Adirondack. The Good Governance Acti on Plan. London: Nati onal Council for  
Voluntary Organisati ons, 2002

What is commonly agreed is that eff ecti ve governance is an important ingredient in the ongoing growth and 
success of an organisati on. Governance is more than just the board. The governance structure includes:
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The legal owners (members) - who are identi fi ed in the consti tuti on and who are able to exercise certain • 
rights under law and through the consti tuti on and who represent the organisati on as a whole.
The board - which governs the organisati on on behalf of the owners and is responsible for the strategic • 
directi on and performance of the organisati on, the allocati on of resources, the assessment of risks, com-
pliance with legal obligati ons and reporti ng back to the legal owners.
The chief executi ve offi  cer - who engages staff  and operates in accordance with the delegati ons and direc-• 
ti ons given by the board to carry out the day-to-day functi ons in running the organisati on.

The Role of the Board

“The board’s job is to create the future, not mind the shop”
John Carver. Boards that Make a Diff erence. San Francisco: Jossey-Bass, 1991

The board’s job is to govern the sports organisati on; management’s job is to run it. The board’s primary re-
sponsibility is one of trusteeship on behalf of stakeholders, ensuring that the legal enti ty, the company or the 
associati on, remains viable and eff ecti ve in the present and for the future. The board is ulti mately account-
able for all organisati onal matt ers.

The board has a number of key roles:

Strategic planning - defi ning, driving and monitoring the organisati on’s strategic directi on, prioriti es and • 
results
Stakeholder involvement - defi ning key relati onships, interacti ng with stakeholders to inform them of • 
achievements and ensuring that stakeholders have input into determining strategic goals and directi on
Enhancing the organisati on’s public image - promoti ng the organisati on in a positi ve light and performing • 
‘ambassadorial’ duti es
Organisati onal performance - reviewing, monitoring and ensuring management and organisati onal • 
performance
Reporti ng - reporti ng to members and stakeholders at the annual general meeti ng• 
Policy formulati on - establishing the board-level policy framework for governing the organisati on, from • 
which all operati onal policies and acti ons are developed
Management of chief executi ve offi  cer - appointment, performance management and review, providing • 
advice and guidance and rewarding the chief executi ve offi  cer as appropriate
Legal compliance - monitoring organisati onal compliance with relevant federal, state and local legislati on, • 
and the organisati on’s consti tuti on
Management of fi nancial resources - approving the allocati on of funds through the annual budget, striv-• 
ing to secure the resources required and ensuring sound fi nancial management of the organisati on
Risk management - ensuring the risks facing the organisati on are identi fi ed and assessed, ensuring a risk • 
management plan is established, regularly reviewing this plan to ensure its eff ecti veness, and monitoring 
compliance with it
Board eff ecti veness - carrying out board business through producti ve meeti ngs, engaging in regular self-• 
assessment and evaluati on, and initi ati ng board development acti viti es, to strengthen its eff ecti veness.

The Role of the Nati onal Board in a Federal Structure

Most Australian sporti ng organisati ons operate within a federal structure with a nati onal offi  ce and state 
and territory associati ons. The role of the nati onal board is to govern the sport throughout Australia, that is, 
to govern in the best interests of the sport as a whole on behalf of all stakeholders. Board members of the 
nati onal body have a legal duty to the nati onal board and the nati onal organisati on. Affi  liati on and loyalty to 
other consti tuencies, for example state associati ons or subgroups, must take second place to their duty to 
the nati onal board. They also have a moral duty to all stakeholders of the sport to act in the best interests of 
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the sport. It is not uncommon for board members of a nati onal board, nominated by their state and territory 
associati ons, to feel obligated to represent or advocate the interests and concerns of that state group. When 
decisions are made for the sport, nati onal board members are required to be mindful, but independent, of 
the expectati ons of individual member bodies. Ideally, nati onal board members should not be offi  ce-holders 
or employees of state associati ons of that sport.

What if our Organisati on does not have a Chief Executi ve Offi  cer?

Where a sporti ng organisati on does not have a chief executi ve offi  cer or equivalent positi on, either paid or 
unpaid, management and operati onal tasks may be delegated to a range of people, including board members. 
In this case, directors must ensure that they separate their strategic board roles and responsibiliti es from 
their individual operati onal responsibiliti es. This may be done by the board setti  ng aside part of its meeti ng to 
deal with governance responsibiliti es, for example strategic and fi nancial issues, and part to deal with opera-
ti onal and management responsibiliti es, for example reports from directors and volunteers.

The Role of the Chairperson

The chairperson is responsible for leadership of the board, ensuring its eff ecti veness in all aspects of its 
governance role. The chairperson is pivotal in creati ng the conditi ons for overall board and individual board 
member eff ecti veness and ensures constructi ve relati ons between board members and staff . The chairper-
son’s role and responsibiliti es include:

Representi ng the board - the chairperson is usually the board’s representati ve to outside parti es, though • 
this responsibility may be delegated as appropriate
Setti  ng the agenda and ensuring board members receive ti mely and clear informati on - the agenda • 
should take full account of the issues and concerns of all board members. Agendas should be forward-
looking and concentrate on strategy, rather than focusing on management issues
Managing board meeti ngs - direct or control meeti ngs to ensure that suffi  cient ti me is allowed for discus-• 
sion of agenda items and proper decision-making takes place
Liaising with the chief executi ve offi  cer - while the board has responsibility as employer of the chief ex-• 
ecuti ve offi  cer, the board is usually represented through the chairperson in managing the working rela-
ti onship with the chief executi ve offi  cer
Board member development and encouragement - taking the lead in inducti ng and developing individual • 
board members, with a view to enhancing the board’s overall eff ecti veness as a team
Performance assessment - ensuring that peer and self-assessments of performance are undertaken • 
regularly for all members of the board, including the chairperson. The chairperson may delegate certain 
aspects of his or her authority but remains accountable for the acti on of the delegate.

The chairperson is bound by the board’s governance policies and decisions and thus has no authority to alter, 
amend or ignore these. The positi on of chairperson does not create of itself a right to independent decision 
taking. The chairperson may exercise those powers delegated to the positi on by the consti tuti on or board. It 
is useful to have a writt en document that details the decision-making powers of the chairperson.

The Role of Board Committ ees

Board committ ees support the board in ensuring that it complies with good governance expectati ons. They 
are diff erent from management committ ees, which ensure sound management of certain programs or func-
ti ons.
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Board committ ees may include:

Finance or audit committ ee - to carry out certain fi nancial delegati ons on behalf of the board, for exam-• 
ple liaison with the external auditor, monitoring major fi nancial systems and processes
Remunerati on committ ee - to manage the chief executi ve offi  cer’s salary and performance processes.• 
Governance committ ee - to assist the board with its internal processes, for example recruitment of board 
members, board eff ecti veness review.

Board committ ees should be designed to assist the board to do its work, taking great care not to undermine 
the board’s delegati on to the chief executi ve offi  cer by intruding into management matt ers.

Each board committ ee should have a ‘terms of reference’ defi ning the role of the committ ee, the extent of its 
authority, its structure and membership, and its reporti ng requirements.

The Role of Management Committ ees

Many sports’ boards or chief executi ve offi  cers develop a range of specialist committ ees, such as technical 
committ ees, rules committ ees, sports development committ ees, high performance committ ees and offi  cials 
committ ees. Some larger sporti ng organisati ons are able to delegate many of these functi ons to special-
ist staff  rather than to committ ees. When such delegati ons are made to committ ees, board members must 
accept that these are management committ ees rather than board committ ees, irrespecti ve of any involve-
ment on the committ ee by a board member. They are usually designed to support the work of, and report 
to, the chief executi ve offi  cer or other specifi ed person under the committ ee’s terms of reference. The chief 
executi ve offi  cer would report to the board on those aspects of the delegati on relevant to the business of the 
board.

Each management committ ee should have a ‘terms of reference’ defi ning the role of the committ ee, the 
extent of its authority, its structure and membership, and its reporti ng requirements.

Board Member Competencies

Eff ecti ve directorship requires certain skills and att ributes. Whenever possible, the compositi on of a board 
should be planned so that the right people with the right skills are elected or appointed. To facilitate this, 
it may be necessary to educate voti ng members about the board’s needs and issues for the coming period. 
Director and offi  cer succession planning processes are increasingly being used by boards to facilitate appro-
priate board compositi on.

The skills and competencies for board membership include:

The ability to think strategically• 
Oral communicati on skills, including listening and the ability to present points of view coherently and • 
persuasively
Financial literacy and fi nancial analysis skills• 
The ability to understand and relate to stakeholders• 
Analyti cal and criti cal reasoning skills• 
Being a team player• 
Being ethical, honest, open and trustworthy, a high level of personal integrity• 
Independence and inquisiti veness• 
The willingness to commit the ti me and eff ort required to do the job properly• 
The courage of convicti ons coupled with a willingness to listen to other perspecti ves• 
The ability to establish quality peer relati onships• 
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A stewardship orientati on (that is, protecti ng and maintaining order for the benefi t of current and future • 
generati ons of parti cipants)
Broad business experience• 
Understanding and experience in the sport• 
Community/stakeholder connecti ons and infl uence.• 

Responsibiliti es of the Board

Legal responsibiliti es

“For all directors new dangers have become apparent and the directorial task has taken on a new reality. 
Prudence requires that it be approached with far greater care and professionalism than has hitherto been 
considered necessary”

Henry Bosch. The Director at Risk. Melbourne: Pitman Publishing, 1995

The legal enti ty, that is, the company/incorporated associati on, has an existence independent of its members.

A board member’s fi rst duty is to the legal enti ty, in other words directors must ensure that the company or 
associati on meets all requirements in law. These laws may be extensive and will include corporati ons’ or as-
sociati ons’ law, and common law.

The organisati on’s company secretary or public offi  cer must ensure that the organisati on complies with the 
appropriate legislati on for which that positi on is responsible. The board should monitor this compliance. The 
board is ulti mately accountable for the performance of the organisati on. Each board member is responsible 
for all decisions taken by the board. This means that board members share a common liability and they could 
be sued individually or collecti vely (jointly or severally) in the event of a determinati on that the board failed 
to properly exercise its duty of care or knowingly acted in breach of the law.
Board members of companies limited by guarantee and incorporated associati ons have the same duti es and 
responsibiliti es.

These include:

Acti ng honestly and in good faith• 
Exercising a ‘reasonable’ level of care and diligence in order to meet their duty of care• 
Not making improper use of informati on acquired by virtue of their directorship of the organisati on to • 
gain, directly or indirectly, an advantage for themselves or for any other person or to cause detriment to 
the organisati on
Not making improper use of their positi on to gain, directly or indirectly, an advantage for themselves or • 
for any other person or to cause detriment to the organisati on
Complying with all relevant legislati on• 
Acti ng in the best interests of the organisati on as a whole• 
Exercising decision-making based on the ‘reasonable person’ test, that is, exercising a level of care and • 
diligence that a reasonable person in a similar positi on would exercise
Ensuring the proper keeping of records, registers, accounts, reports and lodgement of documents • 
Ensuring that the organisati on only exercises those powers and functi ons permitt ed to it under its consti -• 
tuti on and rules.

The consti tuti on defi nes the organisati on’s rules, including its governance structure and processes, for exam-
ple, electi on of board members and offi  ce holders, powers of the board, annual general meeti ng procedures 
and procedures for winding-up.
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The board must ensure that the integrity of the consti tuti on is maintained. The law requires all board mem-
bers to declare any confl ict of interest relati ng to meeti ng their responsibiliti es as board members. The board 
should have a confl ict of interest policy that describes the processes to be followed when a confl ict is identi -
fi ed. Typically, when a confl ict of interest is identi fi ed, the board member concerned is required to leave the 
room and play no part in any discussion or vote on the issue relati ng to the confl ict of interest. 
Confl icts of interest may be ‘pecuniary’, that is, involve the board member in fi nancial dealings with the 
board, or may be non-pecuniary, for example, if there is family member or personal involvement in the mat-
ter under discussion.

Non-pecuniary confl icts of interests are less likely to occur when board members are independent rather 
than representi ng a parti cular member or group of members. The organisati on and the board are required to 
comply with a wide range of legislati on covering such areas as employment, trading, and occupati onal health 
and safety. The board should be aware of the scope and general content of such legislati on and its relevance 
to the organisati on.

Directors have certain responsibiliti es in relati on to the accounts of the organisati on, namely:

Ensuring that proper books of account are kept• 
Providing assurance that the published accounts give a fair and true view of the organisati on’s fi nancial • 
positi on
Providing assurance that the organisati on is able to pay its debts (is solvent).• 

 

Strategic Responsibiliti es

“The board’s fi rst responsibility is to ensure that the organisati on has clearly established goals; objecti ves and 
strategies for achieving them; that they are appropriate to the circumstances and that they are understood by 
management”. 

Henry Bosch. The Director at Risk. Melbourne: Pitman Publishing, 1995

It is the board’s job to establish the organisati on’s strategic directi on. This will be refl ected in the strategic 
plan, which will typically include:

A mission statement or statement of purpose• 
The board’s vision for the organisati on• 
A statement describing the organisati on’s philosophy or values• 
A ‘snapshot’ or pre-plan positi on of the organisati on at the start of the period covered by the plan• 
A SWOT analysis of the internal (strengths and weaknesses) and external (opportuniti es and threats) • 
operati ng environment
Clearly stated organisati on-wide results or outcomes to be achieved, oft en referred to as Key Result Areas• 
Each Key Result Area to have broadly stated objecti ves with related strategies and performance • 
indicators.

The board develops the strategic directi on and strategic plan in partnership with the chief executi ve offi  cer 
and staff  of the organisati on and the sport’s key stakeholders.

Regardless of how the strategic directi on and strategic plan is developed, it must ulti mately be ‘owned’ by the 
board. Once adopted, only the board can change the strategic directi on or alter the Key Result Areas.

The process of developing the strategic directi on and strategic plan and ensuring that they remain up to date 
and relevant is called ‘strategic thinking’. Strategic thinking involves constant analysis and assessment of 
external and internal factors that might inhibit or help the organisati on to achieve its Key Result Areas, and 
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results in decisions taken by the board and the chief executi ve offi  cer to ensure sound, appropriate ongoing 
operati ons. Time should be set aside at every board meeti ng for strategic thinking.

All further operati onal plans should be consistent with the strategic directi on and plan. Depending on the 
organisati on’s needs, these may include operati onal/business, marketi ng and high performance plans. Each of 
these plans should work towards achieving the strategic initi ati ves identi fi ed for each Key Result Area in the 
strategic plan.

Development of operati onal plans designed to achieve the strategies is the responsibility of the chief execu-
ti ve offi  cer.

Generally speaking, the board should play no part in developing operati onal plans beyond setti  ng the stra-
tegic directi on and strategic plan. Some smaller sporti ng organisati ons with limited employees, however, 
require the practi cal support of board members to assist with certain aspects of the organisati on’s operati ons 
such as planning. When this is the case, care must be taken to ensure that the chief executi ve offi  cer leads 
the process so that the plans are grounded in reality and are achievable.

To ensure sound management, the board may wish to view the chief executi ve offi  cer’s operati onal plans; it 
does not, however, have a role in developing or adopti ng these plans.

The one excepti on to this general rule is the organisati on’s budget, which the board must review, approve 
and monitor. The board should constantly evaluate progress made towards the achievement of the desired 
outcomes defi ned in the Key Result Areas.

Financial Responsibiliti es

“Nothing gives boards more concern than the handling of money. They worry far more about how funds are 
protected and spent than about the most crucial accountability: whether total expenditures produce a suffi  -
cient human outcome”

John Carver. Boards that Make a Diff erence. San Francisco: Jossey-Bass, 1991

Financial Governance

Financial governance entails setti  ng fi nancial policies within which the chief executi ve offi  cer must carry out 
day-to-day fi nancial management, and monitoring the eff ecti ve implementati on of these policies. Financial 
‘governance’ is diff erent from fi nancial ‘management’, the latt er being the responsibility of the chief executi ve 
offi  cer.

The board must perform sound fi nancial governance, and ensure sound fi nancial management of the organi-
sati on.

The board’s fi nancial governance policies might address some or all of the following:

Chief executi ve offi  cer expenditure authority• 
Budgeti ng and fi nancial planning• 
Reserves• 
Investments• 
General guidelines for fi nancial management and overall fi nancial conditi on• 
Employee remunerati on and benefi ts• 
Protecti on of assets• 
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Financial reporti ng required by the board.• 

The external auditor is accountable to the board, not to the chief executi ve offi  cer.

When a board establishes a fi nance or audit committ ee, this committ ee works on behalf of the board to:

Provide assurance of the integrity of the organisati on’s fi nancial systems• 
Be the board’s link to the external auditor• 
Carry out periodic internal audits of fi nancial systems and processes• 
Make recommendati ons to the board about fi nancial policies• 
Obtain management responses to issues• 
Assist the chief executi ve offi  cer to interpret the board’s fi nancial policies• 
Carry out fi nancial and other risk assessments.• 

The fi nance or audit committ ee is chaired by a director with appropriate fi nancial experti se and does not 
include the chief executi ve offi  cer or fi nance offi  cer or bookkeeper as a member, as the committ ee will need 
to review the fi nancial practi ces involving these positi ons.

Financial Planning

The annual budgetary process is the means by which the organisati on establishes how it will fund its acti viti es 
and what costs it will incur in order to achieve its desired outcomes. The budget thus refl ects the organisa-
ti on’s overall strategic plan and Key Result Areas for the year.

The budgeti ng process should begin with the board determining the criteria for fi nancial planning, including 
the ‘fi nancial state’ the organisati on should be in at the end of that fi nancial year, for example, with a certain 
allowable defi cit, a target surplus, a balanced budget, or some variati on on these.

The budget is adopted by the board. By approving a broad rather than a highly detailed budget, the board 
empowers the chief executi ve offi  cer to make necessary adjustments in response to minor changes in operat-
ing conditi ons without having to go back to the board for approval. The budget should be regarded as a ‘live’ 
management and governance tool that is subject to regular review and readjustment.

Financial Reporti ng

In additi on to viewing fi nancial reports regularly, the board should also require evidence of compliance with 
the board’s fi nancial policies. The chief executi ve offi  cer (or fi nance offi  cer) should present fi nancial reports to 
the board at every board meeti ng, typically monthly. When a board meets on a less frequent basis, say every 
two or three months, fi nancial reports should be distributed to board members monthly.
The board is required annually to prepare an accurate and up-to-date statement of the organisati on’s fi nanc-
es for the year ended for all members and, where relevant, for government agencies and funding bodies.

All board members share equal responsibility to monitor the fi nancial health of the organisati on. Board mem-
bers should never defer to the treasurer’s or a committ ee’s views without fi rst considering the issue them-
selves.

As a minimum, fi nancial reports to the board should include actual income and expenditure and budgeted 
income and expenditure for both the most recent month or period and year-to-date, along with writt en ex-
planati on of signifi cant variati ons between these fi gures.
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Moral Responsibiliti es

“The board system rests on the premise that the directors, and through them, management, are accountable 
for serving as agents of the business”

Leighton, D and Thain, D. Making Boards Work. Toronto: McGraw-Hill Ryerson, 1997

Board members share a common ‘fi duciary’ duty, that is, they are trustees on behalf of stakeholders for:

The achievement of appropriate outcomes• 
The fi nancial security of the organisati on• 
The expression of a moral and social responsibility to the members and the community at large.• 

Board members, as trustees of the organisati on, have a moral duty to the sport. This involves keeping up to 
date with the sport they represent and sporti ng matt ers generally, and presenti ng their organisati on and the 
sport it represents in a positi ve manner.

Board members have a moral duty to remain up to date with the concerns and expectati ons of stakeholders 
and to ensure that these receive proper considerati on at board or management level.

In keeping with its duty to serve the interests of the sport as a whole, the board has a moral obligati on to 
keep all members (and where relevant, key stakeholders) informed about current and future organisati onal 
matt ers of concern to them.

The board has a moral responsibility to establish and maintain an open and frank relati onship with the chief 
executi ve offi  cer. This entails carrying out all employer-related duti es consistent with the law and in a manner 
that creates an open, honest and producti ve working relati onship leading to the achievement of board-estab-
lished outcomes and, in general, an eff ecti ve organisati on.

The board has a moral obligati on to consider matt ers on the basis of equity and transparency and in the inter-
ests of the sport as a whole, and not in preference to any one or more classes of stakeholder.

Organisati onal Risk Responsibiliti es

“And the trouble is, if you don’t risk anything, you risk even more” Erica Jong

Risk is an inevitable and unavoidable component in organisati onal growth and development, providing both 
opportuniti es and potenti al threats to the health of an organisati on. ‘Risk management’ is the means by 
which the board and the chief executi ve offi  cer ensure that the risks faced do not result in signifi cant loss or 
harm to the organisati on.

Risk management involves not only taking protecti ve measures but also evaluati ng opportuniti es and, where 
appropriate, taking considered risks designed to facilitate the growth and development of the organisati on.

The board should have a broad appreciati on of the risks facing the organisati on and the likelihood of occur-
rence together with the potenti al impact of these should they occur.

The board should ensure that a risk management plan for the organisati on is developed, usually by the chief 
executi ve offi  cer. Such a process may involve identi fying the risks facing the organisati on, assessing the level 
of threat each presents, deciding what acti on to take in response to each risk and ensuring eff ecti ve chief 
executi ve offi  cer response to the risks through regular monitoring and review.



NGB SUPPORT KIT - Chapter One GOVERNANCE

39

Typical organisati onal risk categories include:

Financial• 
Human resources• 
Reputati on• 
Client/athlete harm• 
Governance• 
Technology• 
Stakeholder relati ons• 
Strategic• 
Occupati onal health and safety• 
Harm to or loss of physical assets.• 

Having established the level of acceptable risk and developed an appropriate plan, it is the responsibility of 
the chief executi ve offi  cer to implement the plan by taking acti ons necessary to minimise the negati ve impact 
and maximise the positi ve opportuniti es arising from risk-taking.

Chief executi ve Offi  cer Appointment Responsibility

“A strong CEO needs a strong board”
John Carver. Boards that Make a Diff erence. San Francisco: Jossey-Bass, 1991

In appointi ng its chief executi ve offi  cer, the board should take every care and make every eff ort to ensure 
that:

It canvasses the fi eld of all available candidates in order to att ract the best person for the positi on• 
the suitability of short-listed candidates is thoroughly assessed for organisati onal cultural compati bility, • 
appropriate skills and an understanding of the organisati on’s business Governing Sport -- the role of the 
board © 2005 Australian Sports Commission
The successful candidate fully understands what will be required of him or her in the role, that is, the key • 
strategic issues, the policy framework (including the nature and level of delegated authority), the way the 
board works, reporti ng expectati ons and all terms and conditi ons of employment.

The chief executi ve offi  cer is the only direct employee of the board, all other staff  being employed by the 
chief executi ve offi  cer.

Responsibility to stakeholders

“[Organisati onal] ... learning comes not just from the directors, but from all members of the organisati on and 
from those outside it. The informati on and “wisdom” of all stakeholders in and around the organisati on is a 
valuable commodity which directors need to appreciate and use.”

Bob Garratt . The Fish Rots from the Head. London: HarperCollinsBusiness, 1996

Stakeholders are those groups and individuals who benefi t in some material way from the existence of the 
organisati on.

Boards of sporti ng organisati ons typically have three key groups of stakeholders:

Stakeholders who are legal owners - members, as identi fi ed in the consti tuti on, own the organisati on. Le-• 
gal owners have the right to make changes to the consti tuti on, to appoint or elect members to the board, 
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and to determine that the organisati on should wind-up or close. For example, the state associati ons are 
the legal owners of the nati onal body of most sporti ng organisati ons. The legal owners of the state asso-
ciati ons are typically individual clubs or athletes/players
Stakeholders who are moral owners - are those people for whom the organisati on exists but who can-• 
not exercise the same rights as members. This may include players, coaches, offi  cials and others involved 
with, or with an interest in, the sport
Stakeholders with whom the organisati on has a business relati onship - includes all those individuals, • 
companies, or enti ti es with whom the organizati on establishes a contractual relati onship. Included in this 
group are the employees of the organisati on, funding bodies, the suppliers of goods and services, and the 
general public as paying customers.

The board is accountable in the fi rst instance to its legal owners then to its moral owners. Accountability to 
those with whom the organisati on has a business relati onship is based on the nature of the relati onship or 
the business contract.

Certain stakeholders or stakeholder groups might contribute to the overall governance and management of 
the organisati on by:

Taking part in the strategic directi on-setti  ng process together with the board and staff • 
Taking part in focus groups initi ated by the board or by the chief executi ve offi  cer• 
Taking part in surveys, feedback mechanisms and other forms of communicati on initi ated by the board or • 
by the chief executi ve offi  cer.

Rights of Board Members

In order to eff ecti vely sati sfy their legal and moral responsibiliti es, board members have a right, in relati on to 
sound governance decision-making, to:

Receive or access informati on from management or staff  in a ti mely manner• 
Questi on management and receive truthful responses• 
Access professional advice• 
Have their views heard by fellow board members.• 

“It’s not rules and regulati ons. It’s the way people work together”
Jeff rey Sonnenfeld. Harvard Business Review. September 2002, vol. 80

Working as a Team

At the core of board and organisati onal eff ecti veness is the ability of directors to work together as a team. 
One of the greatest challenges facing boards is the ability to achieve consensus and cohesion while at the 
same ti me encouraging diversity and legiti mate dissent.

The following factors contribute to the development of an eff ecti ve board team:

The skills mix of the board is appropriate to its role and tasks - there is agreement that the board will • 
‘speak with one voice’ about all policy matt ers when communicati ng with the chief executi ve offi  cer and 
the outside world
There is a robust and producti ve partnership with the chief executi ve offi  cer in which both good and bad • 
news is shared openly and in a ti mely fashion.
There is a positi ve and constructi ve boardroom culture in which all directors know that their contributi on • 
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is valued
There is a good balance between talking and listening. Board members are willing to suspend judgement • 
unti l an issue is fully canvassed and all perspecti ves are aired
The chairperson manages the meeti ng processes so that issues before the board are adequately • 
addressed. Agenda and ti me management facilitate appropriate att enti on to board issues
Legiti mate dissent and diversity are viewed as healthy components in boardroom dialogue and encour-• 
aged so that the full range of views, opinions and experience are available to support board decisions
The views of management are sought and valued• 
Board members can ask tough questi ons without management becoming defensive.• 

 

Developing Policies

“Policies are an expression of the values and perspecti ves that underlie organisati onal acti ons”
John Carver. Boards that Make a Diff erence. San Francisco: Jossey-Bass, 1991

The board has a responsibility to ensure that appropriate by-laws, policies and procedures are developed to 
provide for the proper delivery and control of the sport and the protecti on of its parti cipants.

What are Policies?

Policies describe the course or general plan of acti on adopted by an organisati on. Policies defi ne what should 
or should not be done at all levels in the organisati on. Eff ecti ve policy writi ng uses words carefully in order to 
ensure precise meaning or intenti on, always aiming to convey the greatest meaning with the fewest words.

Policies can be writt en prescripti vely -- stati ng what must or should happen, or proscripti vely -- stati ng what 
must not or should not happen.

Policies typically relate to two levels of the organisati on:

Governance policies. These are developed by the board and relate to the board’s role and functi ons, includ-
ing its interrelati onship with, and delegati on to, the chief executi ve offi  cer. These might, for example, include:

Chief executi ve offi  cer remunerati on policy• 
Financial delegati on and procurements policy• 
Board-staff  communicati ons policy• 
Board confl ict of interest policy.• 

Operati onal policies. These are writt en by the chief executi ve offi  cer and relate to
the organisati on’s operati onal functi ons. These might, for example, include:

Team selecti on policy• 
Staff  development policy• 
Faciliti es maintenance policy.• 

Governance Policies

The board develops its own governance policies.

The board establishes its leadership role via its development, adopti on and review of governance policies. 



NGB SUPPORT KIT - Chapter One GOVERNANCE

42

Once adopted, the board should have in place a process which ensures that the policies are applied.

The board develops its governance policies to the point where it is confi dent that it has said all it needs to say, 
and that users of the policy will be able to adequately interpret the policy in order to achieve the outcome 
intended.

Only the board can develop, adopt, amend or rescind its governance policies. The board should systemati cally 
review all governance policies on a regular basis.

It is recommended that the board should develop policies to address:

Its internal governance processes and procedures• 
Its delegati on to, and relati onship with, the chief executi ve offi  cer• 
Its commitment to the organisati on’s strategic positi on and philosophy, that is, a strategic directi on or • 
strategic plan that includes a statement of the organisati on’s values
Its fi nancial policies.• 

Board committ ees or working parti es are oft en used to carry out the groundwork or research leading to the 
development of a governance policy. Professional organisati ons (such as the Australian Insti tute of Company 
Directors) and government organisati ons may be a good referral point for assistance.

All board members are bound by governance policies, which help the board to speak with one voice. The 
chief executi ve offi  cer should report to the board on compliance with the chief executi ve offi  cer delegati on 
policies,  together with the achievement of strategic outcomes as defi ned in the strategic plan.

The board should regularly review its delegati on to the chief executi ve offi  cer to ensure that this remains cur-
rent and facilitates the achievement of the best outcomes by management.

Operati onal Policies

The chief executi ve offi  cer is responsible for developing operati onal policies that complement the governance 
policies and carry out the acti ons or achieve the results stated in governance policies.

While operati onal policies are ‘owned’ by the chief executi ve offi  cer, they must be aligned with the board’s 
governance policies. The board should not adopt or approve operati onal policies. It can, however, seek to 
sati sfy itself that operati onal policies are appropriate. The chief executi ve offi  cer’s ability to make necessary 
operati onal policy changes should not be restricted or delayed through a need to refer them for board 
approval.

Board Processes and Practi ces

“The board must strive to be as good at its job as it expects the CEO and staff  to be at theirs”
Terry Kilmister, BoardWorks Internati onal

The board is responsible for systemati cally designing its own processes and practi ces. Certain governance 
processes are specifi ed in the consti tuti on, for example, number of board members, board offi  cers, board 
member appointment and electi on processes, requirement for and processes for calling and running annual 
general meeti ngs or special general meeti ngs.
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The board must comply with the organisati on’s consti tuti on.

All new board members should receive a formal inducti on into the board and the organisati on. Such an induc-
ti on should include receiving a full set of governance documentati on, such as the strategic plan, the consti -
tuti on or rules, all governance policies, up-to-date fi nancial positi on and, prior to the fi rst board meeti ng, a 
meeti ng with the chairperson and the chief executi ve offi  cer to become familiar with both board and opera-
ti onal processes and issues.

The board should approve a budget developed by the chief executi ve offi  cer (or the fi nance committ ee) for 
the organisati on, and regularly monitor compliance with this throughout the year.

The board should set aside funds suffi  cient to meet its own operati ng needs (for example, meeti ng costs, 
governance training, att endance at conferences and seminars) and for contracti ng external personnel such as 
an external auditor, consultants and so on.

Board Meeti ngs

Board meeti ngs should focus on governance matt ers aff ecti ng the control and directi on of the organisati on, 
such as policy making and review, fi nancial health of the organisati on, strategic thinking and progress towards 
Key Result Areas, and legal compliance, rather than on administrati ve and operati onal matt ers.

Board meeti ngs should refl ect an appropriate apporti onment of focus between compliance with formal 
requirements, for example, monitoring fi nancial performance, and monitoring overall achievement of Key 
Result Areas and engaging in strategic thinking.

The board meeti ng is an ideal forum for the board to engage in strategic thinking in order to ensure the ongo-
ing relevance and appropriateness of its strategic plan and Key Result Areas. The meeti ng should adopt a 
future focus building on past learning.

Board meeti ngs should be managed in a manner designed to encourage diversity of opinion, ensuring input 
from all board members as appropriate without prejudicing eff ecti ve and effi  cient decision-making.

All board members have equal rights at the board meeti ng. This includes the right to:

Have their questi ons, opinions and views heard• 
Questi on the chief executi ve offi  cer• 
Vote on an issue or refrain from voti ng• 
Have their vote recorded in the minutes or record of the meeti ng• 
Receive informati on relevant to the board meeti ng (agendas and papers) in ti me to prepare for the • 
meeti ng.

The board as a whole should develop an annual agenda at the commencement of the governance year, iden-
ti fying key governance responsibiliti es and events and programming these into the year’s board meeti ngs. 
With the annual agenda as the basis for all board meeti ngs, the chairperson, with input from other board 
members and the chief executi ve offi  cer as appropriate, should shape the agenda for each board meeti ng.

Meeti ng agendas should include, as a regular item, the opportunity for individual board members to declare 
any existi ng or potenti al confl icts of interest regarding items on the agenda, before these items are discussed 
at the meeti ng.
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The board should meet as oft en as is required to carry out its governance duti es. Typically, boards of sport-
ing organisati ons meet monthly or every second month. Board meeti ngs should take as long as is required to 
carry out the board’s governance responsibiliti es.

The board should ensure that appropriate records of board meeti ngs are kept to provide an accurate account 
of decisions reached.

Neither the chief executi ve offi  cer nor any board member should be required to take minutes at the board 
meeti ng, as this removes them from parti cipati ng fully. Rather, the board should engage a meeti ng secretary 
or use a staff  member to fulfi l the role of minute taker.

Board-Chief Executi ve Offi  cer Relati onship

Role of the Chief Executi ve Offi  cer

The board’s basic operati ng assumpti on must be that the chief executi ve offi  cer is fully competent to manage 
the organisati on; the chief executi ve offi  cer therefore should be delegated maximum authority to manage all 
operati onal matt ers. In larger sporti ng organisati ons this might include the appointment of administrati ve, 
coaching and technical staff .

An eff ecti ve and producti ve board-chief executi ve offi  cer relati onship is built around:

Mutual respect for their separate but mutually interdependent roles and responsibiliti es• 
A clearly defi ned and documented delegati on, including the authority to appoint and manage personnel• 
A clear expectati on that the chief executi ve offi  cer will be held accountable for the performance of the • 
organisati on within the bounds of the delegati on
Mutual agreement about the limits to the freedom granted to the chief executi ve offi  cer in order to carry • 
out his or her role and tasks
Clearly defi ned, unambiguous results to be achieved• 
A fair and ethical process for evaluati ng chief executi ve offi  cer eff ecti veness• 
An expectati on that the experti se and experience of individual board members will be available to the • 
chief executi ve offi  cer as advice, not as instructi on
A commitment for the board to ‘speak with one voice’ on all matt ers relati ng to the chief executi ve of-• 
fi cer, such as policy, strategic directi on and performance expectati ons
Regular and objecti ve feedback and two-way dialogue about important performance matt ers.• 

Once the board has made clear the extent of its delegati on to the chief executi ve offi  cer, it must respect that 
delegati on and allow the chief executi ve offi  cer the freedom to manage the organisati on to the best of his or 
her ability.

Board members, on the invitati on of the chief executi ve offi  cer, might parti cipate in the recruitment and 
selecti on of senior operati onal staff . Such parti cipati on should be advisory, the fi nal decision remaining with 
the chief executi ve offi  cer. Board members should, subject to any directi ons issued by the board, feel free 
to liaise with appropriate staff  and, in so doing, must take all care to ensure that they do not instruct staff  or 
undermine the chief executi ve offi  cer positi on and legiti mate authority. All board member-staff  member re-
lati onships should be informal except in extraordinary circumstances involving certain chief executi ve offi  cer 
performance issues before the board, such as a gross violati on of the positi on (for example, chief executi ve 
offi  cer theft ). At the very least, board members should know the key staff  and their roles, and staff  members 
should know who is on the board.
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Chief Executi ve Offi  cer Authority

An essenti al element in the expression of the board’s duty of care is a requirement that it should understand 
the risk environment and ensure that appropriate risk management strategies are in place. Many aspects of 
the chief executi ve offi  cer’s role place the board at risk. Establishing a clear, documented delegati on to the 
chief executi ve offi  cer is one way that a board can miti gate some of the risks associated with this area.

It is imperati ve that the chief executi ve offi  cer knows the boundaries of his or her freedom to act without 
recourse to the board. With these made clear, the chief executi ve offi  cer can get on with the job to be done 
without having to constantly refer to the board to seek permission to carry out operati onal functi ons. In turn 
the board, having documented the delegati on, can have the confi dence that the chief executi ve offi  cer knows 
which things he or she is authorised to do and which matt ers are outside the delegati on and must be referred 
to the board for a board decision. Such boundaries are best defi ned by using a proscripti ve or limitati ons 
format, stati ng what cannot be done rather than what can or should be done. Alternati vely (and more com-
monly) the delegati ons are defi ned as a proscripti on. Once established, these statements might be known as 
chief executi ve offi  cer delegati on policies.

Typically, the chief executi ve offi  cer delegati on policies will cover some or all of the following policy catego-
ries:

Financial management, including budgeti ng, day-to-day fi nancial management, procurement limits, fi nan-• 
cial reporti ng to the board, creati on of and access to fi nancial reserves, and investments
Personnel management• 
Stakeholder relati ons• 
Protecti on of assets• 
Payment of remunerati on and benefi ts• 
Reporti ng to the board• 
Support and informati on for the board• 
Public relati ons• 
Emergency chief executi ve offi  cer succession.• 

Once the boundaries are defi ned, the chief executi ve offi  cer should be granted freedom to use his or her 
judgement to interpret the board’s policies and make all appropriate decisions, and take all acti ons necessary 
to achieve the results sought by the board, always within the bounds of policy.

The board has the right to set as many boundaries as it chooses and to defi ne these in whatever detail it con-
siders necessary. The board can then feel confi dent that the chief executi ve offi  cer can make decisions that 
the board will be able to support.

Organisati onal strategic directi on, organisati onal values, Key Result Areas and board policies defi ne further 
boundaries within which the chief executi ve offi  cer must work.

Chief Executi ve Offi  cer Att ending Board Meeti ngs

The chief executi ve offi  cer should att end every board meeti ng. The chief executi ve offi  cer’s advice should be 
sought in most matt ers coming before the board. In the not-for-profi t sector, it is unusual for the chief execu-
ti ve offi  cer to be a voti ng board member. However, where this is the case, it is strongly recommended that 
the board ensures that:

The chief executi ve offi  cer does not dominate governance discussions and decision-making. It is not un-• 
common when chief executi ve offi  cers are on boards for other directors to defer to this person and, in so 



NGB SUPPORT KIT - Chapter One GOVERNANCE

47

doing, fail to fully carry out their legal and fi duciary duti es as directors
The chief executi ve offi  cer does not use the board meeti ng as a forum for discussing a range of adminis-• 
trati ve and operati onal matt ers
The chief executi ve offi  cer does not unduly infl uence the determinati on of the Key Result Areas. It is the • 
board’s responsibility to establish results to be achieved, refl ecti ng the views of a broad range of stake-
holders, rather than simply rely on the views of the chief executi ve offi  cer and staff 
The chief executi ve offi  cer does not determine the meeti ng agenda. Where a chief executi ve offi  cer • 
determines the board meeti ng agenda, this commonly results in a focus on operati onal rather than gover-
nance matt ers.

Right to Instruct the Chief Executi ve Offi  cer

The chief executi ve offi  cer should only receive instructi ons from the board, not from individual directors. 
Accordingly, the chairperson should not issue instructi ons to the chief executi ve offi  cer that are not in accord 
with board policies and decisions. The chairperson and the chief executi ve offi  cer may establish a regular fo-
rum for dialogue and to serve as a sounding board for chief executi ve offi  cer decisions. When this is the case, 
great care should be taken to ensure that this interrelati onship does not serve as a de facto board.

The chief executi ve offi  cer-chairperson relati onship can provide a useful forum for the chief executi ve offi  cer 
to test interpretati ons of board policies and to discuss ideas and opti ons. However, the chairperson should 
take care never to be tempted to give, or remove, permission to the chief executi ve offi  cer to carry out opera-
ti onal acti ons.

All operati onal decisions, within policy, should be made by the chief executi ve offi  cer who is then accountable 
for these decisions.

Chief Executi ve Offi  cer Eff ecti veness

The board is responsible for evaluati ng the chief executi ve offi  cer’s eff ecti veness. The chief executi ve of-
fi cer should be evaluated only against previously agreed-to, objecti ve criteria for which he or she has been 
delegated full operati onal authority. Such criteria typically include achievements against Key Result Areas, 
compliance with board directi ons to the chief executi ve offi  cer and proper use of delegated authority (chief 
executi ve offi  cer delegati on policies).

The chief executi ve offi  cer should not be held to account for the performance of personnel or groups over 
which he or she does not have full managerial authority. Only data relevant to agreed results or goals to be 
achieved should be considered as monitoring data.

Every board meeti ng and all chief executi ve offi  cer reports to the board should be regarded as a component 
in the assessment of the chief executi ve offi  cer’s eff ecti veness.

While aspects of assessing chief executi ve offi  cer eff ecti veness might be delegated to a subcommitt ee of the 
board, responsibility for the overall assessment belongs with the board as a whole. Ideally the chief executi ve 
offi  cer assessment process should not be left  to the chairperson alone to carry out.

Chief executi ve offi  cer remunerati on decisions should not be based solely on the outcome of the chief execu-
ti ve offi  cer’s formal performance appraisal. The size of the job, additi onal duti es or work carried out, qualifi -
cati ons, market conditi ons, value to the organisati on and special skills, all contribute to the decision.
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Board Evaluati on

The board should evaluate its own eff ecti veness annually.

The board should explicitly set standards and performance expectati ons to provide a basis for a formal annual 
evaluati on of its governance eff ecti veness. The board should assess its performance according to pre-agreed 
objecti ve criteria, preferably derived from its own governance policies and processes.

Best practi ce approaches to board evaluati on include:

Setti  ng ti me aside, at least annually, for the board explicitly to address its collecti ve and individual mem-• 
ber performance
Using an independent facilitator or consultant to help the board design a suitable evaluati on process and • 
to ensure that this is carried out independently and confi denti ally
Conducti ng peer and self-appraisal of all board members, and the chairperson.• 

The outcome of the evaluati on process should be used as the basis for board and individual board member 
development goals, leading to an improvement in board performance over ti me.

Monitoring and Evaluati ng the Organisati on’s Performance: A Conti nuous Job for the 
Board

“The single most important thing to remember about an enterprise is that results exist only on the outside. 
The result of a business is a sati sfi ed customer. The result of a hospital is a healed pati ent. The result of a 
school is a student who learns something and puts it to work ten years later. Inside the organisati on there are 
only costs” - Peter Drucker

Monitoring and evaluati on are the means by which the board ensures that the organisati on is performing to 
the standards expected. The board’s monitoring should focus on the achievement of results rather than on 
the eff ort expended by the chief executi ve offi  cer and staff .

The board should monitor compliance with its chief executi ve offi  cer delegati on policies and the strategic 
plan via a monitoring schedule that requires the chief executi ve offi  cer to report against all policies and Key 
Result Areas.

The board may consider that some policies must be reported against at every board meeti ng, for example 
fi nancial policies, while others might be monitored annually. The Key Result Areas will probably be reported 
on, to a greater or lesser degree, at every board meeti ng, with in-depth reporti ng against these on a sched-
uled basis, perhaps quarterly. The board meeti ng agenda should refl ect the annual cycle of monitoring results 
and compliance reporti ng, specifying parti cular results to be reported.

The board’s meeti ng schedule and contents should be planned ahead of ti me so that both the board and 
the chief executi ve offi  cer are prepared for a discussion about results and achievements. Such pre-planning 
ensures a deliberate approach to board decision-making, thus avoiding ad hoc discussions about issues of the 
moment for which there is no ti me to prepare adequately.

Board monitoring should demonstrate a balanced, broad concern for all aspects of organisati on performance, 
not focusing on one aspect, such as fi nance, to the exclusion of other matt ers.
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The board may receive its monitoring informati on from a number of sources, including:

Chief executi ve offi  cer reports (internal reports)• 
External reports, for example, by an external auditor or contractor• 
The board’s observati ons, investi gati ons or evaluati on.• 

 

Organisati onal Structures

“One size does not fi t all. Boards are most likely to be eff ecti ve if their structures are designed to fi t the cir-
cumstances of their company and the role the board has elected to play”

Colin Carter and Jay Lorsch. Back to the Drawing Board. Boston, Massachusett s: 
Harvard Business School Press, 2004

Incorporati on

Sports organisati ons, like most not-for-profi t organisati ons, are typically incorporated as either an incorpo-
rated associati on or a company limited by guarantee. Each state has its own incorporated associati ons legisla-
ti on. While there may be minor diff erences in the various state and territory Acts, there is litt le signifi cant 
diff erence between these. A sporti ng organisati on formed as an incorporated associati on is limited to conduct 
its operati ons within the state of incorporati on unless it is also registered in another state in which it intends 
to operate, or it is registered with the Australian Securiti es and Investments Commission as a registered body 
under the Corporati ons Act.

A company limited by guarantee is a public company as defi ned in the Corporati ons Act, which is a federal 
statute. Company status under federal law provides nati onal sporti ng organisati ons with greater fl exibility in 
that they can locate anywhere in Australia and be subject to one set of legislati ve requirements.

Board members of incorporated associati ons and companies limited by guarantee
should expect to apply the same set of duti es and standards to their role. Companies limited by guarantee 
have certain reporti ng requirements that do not apply to incorporated associati ons, such as more stringent 
fi nancial reporti ng and listi ng the directors of the company and any changes to that listi ng.

Governance Structure

The organisati on’s governance structure is defi ned in its consti tuti on. This refl ects the organisati on’s purpose, 
role and membership.

Most governance structures include:

A board of directors (company) or a committ ee of management (associati on) whose job is to govern the • 
organisati on on behalf of the members
Governance documents that defi ne the rules and regulati ons for operati on, such as the rights of mem-• 
bers, and members’ power to alter the consti tuti on or rules within the bounds of legislati on (for example, 
members cannot change the percentage of votes required to bring about consti tuti onal changes)
The conduct of annual general meeti ngs at which members:• 
Receive reports from the board on organisati onal performance for the preceding 12 months• 
Elect or appoint members to the board• 
Approve changes to the organisati on’s rules or consti tuti on• 
A board committ ee structure• 
Specialist offi  ce holders for such positi ons as chairperson or president, company secretary or public • 
offi  cer and committ ee chairs.



NGB SUPPORT KIT - Chapter One GOVERNANCE

50

There is no single best structure for boards, that is, ‘one size does not fi t all’. The organisati on’s members 
should determine which structure and compositi on best fi t their needs and, with awareness of general prin-
ciples of good governance, create a board that meets the challenges facing the organisati on and the sport.

Current governance thinking indicates that smaller boards of around seven members are likely to be most 
eff ecti ve. Where it is deemed necessary that the board should have regular access to a broad range of mem-
bers’ or stakeholders’ views, this should be provided for by forming advisory forums or committ ees.

It is relati vely uncommon in the not-for-profi t sector for the chief executi ve offi  cer to be an executi ve direc-
tor, that is, a board member with full voti ng rights. This is not to say, however, that this should not be the 
case. Indeed, in terms of legal accountability, the chief executi ve offi  cer can be equally liable for decisions of 
the board even though they do not exercise a vote (a ‘shadow director’). This is a matt er for the members to 
determine and refl ect in the consti tuti on.

The role of the chairperson is a criti cal element in the structure of the board. While most boards regard their 
chairperson as a fi rst among equals, a servant leader, nonetheless this role provides essenti al leadership to 
the board and organisati on.

Councils

Note: At ti mes sporti ng organisati ons refer to their annual general meeti ng as a council meeti ng or annual 
meeti ng of members. The comments made about councils in this secti on do not relate to annual meeti ngs of 
members, but to prescribed, intervening meeti ngs of members e.g. quarterly, half-yearly where the council 
meets in order to give directi ons to the board.

Some governance structures also include a council that operates in between annual general meeti ngs and 
gives directi ons to the board. These types of councils typically have historical signifi cance rather than practi cal 
relevance and oft en duplicate the board’s governance functi ons, responsibiliti es and accountabiliti es.

Councils are most common where an organisati on comprises state or regional membership and the member-
ship (at some stage in the past) has deemed it appropriate that there should be additi onal controls on the 
board’s acti viti es and freedoms.

In most modern governance structures, councils are an anachronism that typically result in:

Unnecessary and confused duplicati on of governance responsibiliti es• 
Council members having unrealisti c and oft en unreasonable expectati ons of their actual power• 
Council members being equally legally liable for the decisions made by the board yet not being a part of • 
the decision-making process, nor realising the extent of their liabiliti es
A greater risk of confl icts of interest occurring due to perceived loyalti es or duti es to consti tuencies or • 
nominati ng bodies rather than acti ng in the interests of the sport as a whole.

Some councils are formally consti tuted, others are the result of a practi ce that has become normalised over 
the years.

Modern governance structures, well designed and well carried out, do not require nor benefi t from the exis-
tence of a formally consti tuted council of members’ representati ves with decision-making capacity.
When a sporti ng organisati on wishes to retain a council-type structure without the duplicati on of governance 
arrangements menti oned above, the following recommendati ons are off ered:

Councils can be used to good eff ect as communicati on channels but should not serve in a decision-mak-• 
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ing or directi ng capacity
Where a council is formally consti tuted, check to see that it does not duplicate the board’s responsibiliti es • 
or duti es as defi ned in the rules or consti tuti on. (It is oft en wise to seek legal advice when interpreti ng 
governance documentati on.)
With the help of your legal adviser and using the principles espoused in this guide, ensure that the board • 
has all the appropriate authoriti es necessary to enable it to eff ecti vely govern the organisati on
With the agreement of members to restructure the governance bodies, remove all references to the • 
council from the consti tuti on or rules. (This will require special consti tuti onal remit to be passed at a 
members’ meeti ng)
Redesign the council as a strategic forum, meeti ng once or twice a year to carry out one or more of the • 
following functi ons:
Informing the board of signifi cant membership issues• 
Assisti ng the board to review the organisati on’s strategic directi on• 
Meeti ng to discuss state-wide or nati onwide issues• 
Providing feedback to the board on the results of its governance decisions in practi ce at the member • 
level.

Make provision in your consti tuti on or rules for this newly designed member forum (or whatever name is 
chosen -- do not retain the name council).

Take care not to design governance or any other responsibiliti es that will or could confl ict with or duplicate 
the board’s role or any part of it.

Directors’ and Offi  cers’ Insurance

Directors’ and offi  cers’ insurance is designed to protect the director or offi  cer in respect of personal liability 
they incur for wrongful acts committ ed by them while acti ng as directors or offi  cers of the organisati on. A 
wrongful act is usually defi ned as:
‘any error, mis-statement or misleading statement, act or omission, or neglect or breach of duty made, com-
mitt ed or att empted in the course of performing duti es as a director/offi  cer’.

A person may be regarded as an offi  cer of an organisati on if:

They are a member of a committ ee• 
They are the public offi  cer, secretary, treasurer or executi ve offi  cer• 
They take part in the management of the organisati on• 
They are an employee of the organisati on.• 

 
The organisati on should confi rm with the insurer which offi  cers are covered by a parti cular policy. Claims 
brought about or contributed to by any dishonest, fraudulent, criminal, malicious, wilful or reckless acts or 
omissions are not covered. Directors’ and offi  cers’ liability policies usually provide cover in respect of legal 
costs associated with any claim covered by the policy, but this should be confi rmed with the insurer. Risk 
coverage should not be restricted to directors’ and offi  cers’ insurance. The organisati on, in developing its risk 
management plan, should examine what other types of cover are required. These may include public liability 
(to an appropriate level), professional indemnity, player accident and injury cover, workers’ compensati on 
(Workcover), voluntary workers’ insurance, occupati onal health and safety cover, property insurance and so 
on. In a climate of increasing insurance costs, boards should seek appropriate advice to ensure the maximum 
risk miti gati on at the best price.
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1.5 Downloads & Links

Downloads:

EU Guidelines on Principles of Good Governance for Sporti ng Organisati ons• 
Governance Best Practi ce Checklist for NGBs• 
Governance Template Roles• 
Offi  ce of the Director of Corporate Enforcement Informati on Book – Companies• 
Offi  ce of the Director of Corporate Enforcement Informati on Book – Directors• 
Offi  ce of the Director of Corporate Enforcement Informati on Book – Members• 
Offi  ce of the Director of Corporate Enforcement Informati on Book – Secretaries• 
Offi  ce of the Director of Corporate Enforcement  - Duti es and Powers of Companies• 
Offi  ce of the Director of Corporate Enforcement  - Duti es and Powers of Directors• 
Offi  ce of the Director of Corporate Enforcement  - Duti es and Powers of Members• 
Offi  ce of the Director of Corporate Enforcement  - Duti es and Powers of Secretaries• 

Links:

Boardmatch•  
htt p:// www.boardmatchireland.ie
The Offi  ce of the Director of Corporate Enforcement • 
htt p://www.odce.ie
Companies Registrati on Offi  ce • 
htt p://www.cro.ie/_uploads/downloads/Infnote2v3.pdf
SPARC – Nine Steps to eff ecti ve Governance • 
htt p:// www.sparc.org.nz/fi  ledownload?id=03ab2975-e294-4f6c-8ff  9- 6b210df80b21

http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/EU_Guidelines.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/Corporate_Governance_Checklist.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/Templates_Roles.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/Companies.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/Directors.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/Members.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/Secretary.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/Duties_and_Powers_of_Companies.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/Company_Directors.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/Members_Shareholders.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/1_Governance/1_5_Downloads_Links/Company_Secretaries.pdf
htt p:// www.boardmatchireland.ie
htt p://www.odce.ie
htt p://www.cro.ie/_uploads/downloads/Infnote2v3.pdf
htt p:// www.sparc.org.nz/fi ledownload?id=03ab2975-e294-4f6c-8ff 9- 6b210df80b21
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2. Organisati onal Structures

Introducti on

This secti on off ers advice and template materials regarding important legal documents that all 
organisati ons, including sporti ng bodies, should have such as a Consti tuti on, the Memorandum of Associati on 
and the Arti cles of Associati on. It also looks at a common questi on for all clubs and governing bodies of sport 
at all levels – what is the best structure to use, a club or company? We take a look at the pros and cons of the 
most likely opti ons.

2.1 Incorporati on

Defi niti on

A consti tuti on should set out the principles by which the Nati onal Governing Body will operate. It should 
detail the day to day running of the NGB, policy and procedures by which the principles are to be
 implemented can be included in the regulati ons, governing laws or rules.

Non-politi cal bodies such as corporati ons and voluntary associati ons, whether incorporated or not, may also 
have a consti tuti on. The consti tuti on of a legally incorporated body is more usually set out as its 
memorandum and arti cles of associati on.

Memorandum of Associati on (MOA)

The memorandum of associati on (MOA) of a company, oft en simply called the memorandum is the 
document that governs the relati onship between the company and the outside world. It is one of the 
documents required to incorporate a company in Ireland. A memorandum of associati on is required to state 
the name of the company, the type of company (such as public limited company or private company) , the 
objecti ves of the company, its authorised share capital, and shareholders of the company. A company may 
alter parti cular parts of its memorandum at any ti me by a special resoluti on of its shareholders, provided that 
the amendment complies with company law. The purpose of the MOA is designed to communicate to the 
public the state of aff airs of the company and its purpose of being and operati ng.

Arti cles of Associati on

The arti cles of associati on of a company, oft en simply referred to as the arti cles, are the regulati ons 
governing the relati onships between the shareholders and directors of the company, and are a requirement 
for the establishment of a company under law. Together with the memorandum of associati on, they form the 
consti tuti on of a company. Arti cles of associati on typically cover the diff erent voti ng rights, the rules of board 
meeti ngs and other similar issues.

A consti tuti on of a NGB will need to develop rules, regulati ons and policies that are appropriate to the needs 
and requirements of the NGB. These can include:

Disciplinary procedures• 
Governance policies• 
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HR policies• 
The Executi ve• 
Membership• 
Meeti ngs• 

An Example of a Consti tuti on - Arti cles of Associati on

1. Defi niti ons

AGM Means the annual general meeti ng of the associati on • 
Annual Subscripti on The annual subscripti on fee payable to the associati on for the individual member• 
Associati on Name of the Organisati on • 
Associate Club Class of Membership • 
Board Board of directors • 
Board member Elected board member• 
Club member Class of membership • 
Code of Ethics Code of Ethics and Good Practi ce for Children’s Sport published by the Irish Sport Council • 
and Sports Council Northern Ireland in 2000 
Competi ti on Tournaments, championships, competi ti ons and any other competi ti ve events under the • 
jurisdicti on of the associati on. 
Disciplinary Committ ee Disciplinary committ ee selected from the disciplinary panel by the chairman of • 
the disciplinary panel 
Disciplinary Panel Panel of persons preferably with a legal background or with a sporti ng background who • 
need not be members of the NEC or Associati on 
Meeti ngs AGM’s or special meeti ngs of the associati on • 
Nati onal Championship Annual nati onal championship in which every full club and associate club is • 
allowed to parti cipate 
NEC Nati onal Executi ve Committ ee • 
President President of the organisati on • 
Rules Rules of [organisati on] as draft ed by the [organisati on] and adopted by the associati on • 

2. Organisati on Name

The name of the organisati on is [ ]

3. Objecti ves of the Organisati on

Promote and develop the sport as an amateur sport• 
Promote opportuniti es and faciliti es to enable, assist and enhance parti cipati on, performance of • 
members and enjoyment
Represent the interests of [name of organisati on]• 
Promote, develop and coordinate competi ti ons of the sport• 
To affi  liate and cooperate with other organisati ons and Internati onal Federati on• 
Comply with Anti -Doping and Code of Ethics• 

4. Membership

Classes of membership• 
Members of Affi  liated clubs• 
Individual Members• 
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Memberships Fees• 
Cessati on of membership• 

5. Annual General Meeti ngs

Extraordinary General Meeti ng
Proceedings at general meeti ngs• 
Voti ng Rights• 
Board of Management• 
Role of Board• 
Delegati on• 
Proceeding of Board and Executi ve• 
Term of Offi  ce• 
Vacancies on the Board• 
Vacati on of Offi  ce• 
Minutes• 

6. Disciplinary procedures

Disciplinary Offi  cer• 
Disciplinary Panel• 
Compositi on of the Disciplinary Panel• 
Enforcement Powers• 
Appeals• 
Public Announcements• 
Subsequent rule violati ons• 
Conduct and responsibility• 

7. Matt ers outside of Disciplinary Panel

Anti -Doping• 
Code of Ethics• 
Employment matt ers• 

8. Miscellaneous

Partnership
Amendment of the Consti tuti on• 
Data Protecti on• 
Arbitrati on• 
Winding up• 
Indemnity• 

 
The ISC recommends that legal advice is sought to ensure that the policy and procedures are suitable to each 
Nati onal Governing Body needs.
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2.2 How To Structure Your Sports Organisati on

Introducti on

A common questi on for clubs, events, and governing bodies at all levels of sport is what is the best legal 
structure to use - club or company? In this arti cle we take a practi cal look at the pros and cons of the most 
likely opti ons for your club or governing body.

Opti on 1: Unincorporated Associati on

What is it?

A group of individuals coming together to carry out a mutual acti vity, in common language a club. The group 
usually draws up a set of rules to regulate the relati onship between the members and will usually provide for 
a committ ee to run the club’s aff airs. An unincorporated associati on is the most common structure for sports 
clubs as it is the simplest and most informal way to establish an organisati on. Put simply, any sports group or 
club which is not a company is an unincorporated associati on, whether its members are aware of it or not!

Advantages

informality: Comes into being simply as a result of a mutual decision on the part of its members to form a • 
club
simplicity: No need to fi le or publish accounts or returns. Legal formaliti es and administrati ve costs are • 
kept to a minimum although it is a good idea to have at least some rules and regulati ons set out in 
writi ng
privacy: The rules and accounts of unincorporated associati ons are not a mater of public record, allowing • 
for privacy in the club’s aff airs.

Disadvantages

The club has no separate legal personality from members which gives rise to the following:

no limited liability. The members will be personally liable for any liability of the club not met by its assets. • 
Therefore cauti on should be exercised in taking on any onerous debts
the unincorporated associati on will have to appoint trustees if it wishes to hold property such as a • 
clubhouse. Similarly, if the club is to make a contract or be a party to liti gati on, a nominated member of 
the club must act on its behalf. However, as these acti viti es are usually limited they are not too big of a 
drawback.

Suitable for?

Grassroots clubs who do not hold any signifi cant property or employ staff  and whose liabiliti es can be easily 
covered by having in place appropriate insurance policies. Notable excepti ons to this general rule include the 
IRFU and the English Lawn Tennis Associati on which are both unincorporated associati ons. However, 
nowadays most large sports clubs, events, or governing bodies are limited liability companies.
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Opti on 2: Guarantee Companies

What is it?

The liability of the members of a guarantee company is limited to the guarantee amount, usually a nominal 
sum. The guarantee company’s consti tuti onal documents are its Memorandum and Arti cles of Associati on. 
It consists of members who normally elect a board of directors to conduct the aff airs of the company and to 
whom the executi ves will report. A guarantee company can only look to its guarantee fund when it is being 
wound up and cannot rely on the guarantee of its members to secure a loan.

It is possible to have either a public or private guarantee company. There are two key diff erences between 
public and private guarantee companies:

a public company limited by guarantee must have a minimum of 7 members with no upper limit on the • 
number of members. In contrast, a private company limited by guarantee can have anything from a single 
member up to a maximum of 99 members; and
a public company limited by guarantee does not have a share capital, while a private company limited by • 
guarantee must have a share capital.

A key characteristi c is that a guarantee company may and generally will wish to generate a profi t but it may 
not distribute that profi t to its members. Profi ts are thus reinvested in the company/sports group.

Advantages

Limited Liability: The liability of the members is limited to the guarantee amount.
Separate Legal Personality: This characteristi c provides a club with the ability to hold property and bank ac-
counts in its own right and the ability to sue and be sued in its own name rather than in the name of certain 
individuals.
Flexibility: A company’s Memorandum and Arti cles of Associati on may be tailored to the purposes of the 
parti cular sports organisati on. In parti cular, a private company limited by guarantee may create diff erent 
classes of shares in order to give diff erent shareholders diff erent rights. A Shareholders Agreement may also 
be put in place to further defi ne the relati onship between the members.

Disadvantages

Regulated Environment: The Companies Acts prescribe various regulatory requirements which companies 
must comply with such as Companies Registrati on Offi  ce fi lings, meaning increased administrati ve burden 
and not insignifi cant cost compared to unincorporated associati ons. These costs may be an issue for small 
clubs and sports. Also failure to comply with these requirements may lead to prosecuti on and fi nes.
Directors’ duti es: Where clubs or organisati ons are operated as companies they must appoint directors who 
are subject to onerous statutory duti es and may be personally liable if the company fails to comply with the 
Companies Acts.

Suitable for?

Larger clubs holding property and governing bodies, in instances where profi ts are not to be distributed. 
Examples include Kilmacud Crokes, Longford Town F.C., the FAI, the Irish Basketball Associati on and Páirc an 
Chrocaigh Teoranta, the company established by the GAA to manage Croke Park.



NGB SUPPORT KIT - Chapter Two ORGANISATIONAL STRUCTURES

60

Opti on 3: Limited Companies

3A Private Limited Company

What is it?

A private limited company with a share capital has members who hold shares in the company which may be 
transferred and which may carry parti cular rights e.g. voti ng rights and is run by a board of directors. This is 
the typical basic private company that most people are familiar with. A private company limited by shares has 
a maximum of 99 members.

The Company’s ‘rules’ are its Memorandum and Arti cles of Associati on which are fi led in the Companies 
Registrati on Offi  ce. It may also have a set of rules to deal with the conduct of the organisati on’s aff airs which 
may go beyond matt ers normally covered by a company’s Arti cles of Associati on. This is allowed by company 
law but it is very important that the rules conform with the Arti cles, as at law the latt er have primacy over the 
organisati on’s rules.

Advantages

Capital: A private limited company has the ability to raise fi nance by att racti ng investors through issuing • 
shares and debentures. Shares may also be bought and sold
Limited Liability: The members’ liability, if the company is wound up, is limited to the amount, if any, • 
unpaid on the shares they hold
Separate Legal Personality: As with guarantee companies• 
Flexibility: As with guarantee companies.• 

Disadvantages

Regulated Environment: As with guarantee companies• 
Directors’ Duti es: As with guarantee companies.• 

Suitable for?

Larger and more complex commercial and fi nancial operati ons such as governing bodies and large clubs 
wishing to make a profi t and possibly distribute that profi t to its members. Examples include Shelbourne F.C 
and European Rugby Cup.

3B Public Limited Company (PLC)

What is it?

A company that off ers its share to the public. It must have a minimum of seven members but, unlike a private 
company limited by shares, it may extend its membership beyond 99. A PLC may off er its shares directly to 
the public or sell them through the Stock Exchange and fl oat the company in this way. In Ireland, there are no 
sports clubs listed on the Stock Exchange. The PLC is in many ways very similar to the private company limited 
by shares, with principles such as limited liability and separate legal personality being equally applicable. On 
the other hand, the law and practi ce applicable to its formati on, capitalisati on, membership, corporate 
governance, transfer of shares and accounti ng disclosure requirements is markedly diff erent. A public 
company may be formed afresh or a private company may be converted to a public company where it wishes 
to increase its membership and/or raise additi onal capital. The formati on of a PLC is typically a commercially 
moti vated and expansionist move on the part of an organisati on.
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Advantages

Flexiblity: As well as having the ability to tailor its Memorandum and Arti cles to suit its purposes, a PLC • 
may issue various types of shares with diff erent qualiti es of membership rights att ached. For example, 
voti ng rights can be restricted to a small number of specifi c shares in order to retain control of the club in 
a few hands. Shareholders’ Agreements are rare for PLCs save in the context of golf clubs
Separate Legal Personality: As with guarantee companies• 
Limited Liability: Each member’s liability is restricted to the amount unpaid on his shareholding• 
Share Transfer: Shares in a PLC are in principle freely transferable, allowing a member of a golf club to sell • 
his membership, perhaps even at a profi t. This right is not absolute and may be subject to certain restric-
ti ons contained in the company’s Memorandum & Arti cles of Associati on. The PLC can also be listed on 
the Stock Exchange
Capital: A PLC has the ability to raise fi nance by issuing shares and debentures. It has the added • 
advantage of unlimited membership, allowing it even greater potenti al to raise capital.

Disadvantages

Regulated Environment: PLCs are subject to an even more stringently regulated environment than the • 
other two types of company
Directors’ Duti es: The directors of a PLC are subject to the same onerous statutory duti es as the directors • 
of the other two types of companies discussed
Loss of Control: As the Glazers’ purchase of Manchester United illustrated, a signifi cant disadvantage to a • 
PLC off ering its shares to the public is that it can lose control over who purchases its shares or the 
intenti ons of its new owners. Despite the rancour of United’s fans the reality is that their club left  itself 
open to this kind of takeover the day it became a PLC.

Suitable for?

The PLC can be a suitable vehicle for clubs with a large membership which have a strong profi t moti vati on and 
are intending to conti nue growing but require access to capital to do so. As the Irish sporti ng market is small, 
few clubs fall into this bracket. The excepti on is in the golf and country club market, in which several clubs 
have either converted to or incorporated as PLC’s. As the number of members in a PLC may exceed 99, it is a 
parti cularly suitable vehicle for commercially run golf clubs, which typically have a membership of hundreds. 
Various classes of shares may be issued, allowing the club to market diff erent classes of membership to the 
public. Examples include Carton House Golf Club, Castleknock Golf and Country Club and Glen of the Downs 
Golf Club.
 

Conclusion

Each of the above discussed structures has its merits, each has its drawbacks, and none will prove to be a 
panacea for all of the eventualiti es that may arise. Nevertheless, the organisati on that objecti vely appraises 
its own peculiar circumstances and then chooses the structure that best fi ts those circumstances will have 
at least laid the foundati on for a successful venture. If the sports club, event, or governing body decides to 
incorporate then it is very important that it keeps up to date with all of its company law obligati ons especially 
relati ng to its company fi lings. The corporate governance environment has changed substanti ally since the 
establishment of the Offi  ce of the Director of Corporate Enforcement in 2001 and there are substanti al 
penalti es for failure to meet the fi ling deadlines. It is also important that company directors in parti cular are 
aware of and comply with their statutory and fi duciary duti es to the company
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2.3 Downloads & Links

Downloads

How to Structure Your Sports Organisati on• 

Links

SPARC - Commentary on consti tuti on types  • 
htt p://www.sparc.org.nz/fi ledownload?id=0f20bace-43bc-439f-8245-71af7ccbd5de
SPARC - Example Consti tuti on for traditi onal NSO structure • 
htt p://www.sparc.org.nz/fi ledownload?id=54879f67-9f10-4a75-913c-7ac44352e8c5
SPARC - Example Consti tuti on for a unitary structure • 
htt p://www.sparc.org.nz/fi ledownload?id=c5fd4491-9a9b-4c67-b258-88f8bda4f82f

Case Studies

Irish Canoe Union Governance Policy• 
Irish Sailing Associati on Arti cles of Associati on• 
Irish Sailing Associati on Memorandum and Arti cles of Associati on• 
Mountaineering Ireland Memorandum and Arti cles of Associati on• 
Irish Ladies Golf Union Arti cles of Associati on• 
Irish Ladies Golf Union Memorandum of Associati on• 
Irish Tug-Of-War Associati on Consiti tuti on• 

/Governing_Bodies/NGB_Support_Kit/2_Organisational_Structure/2_3_Downloads_Links/How_To_Structure_Your_Sports_Organisation.pdf
htt p://www.sparc.org.nz/fi ledownload?id=0f20bace-43bc-439f-8245-71af7ccbd5de
htt p://www.sparc.org.nz/fi ledownload?id=54879f67-9f10-4a75-913c-7ac44352e8c5
htt p://www.sparc.org.nz/fi ledownload?id=c5fd4491-9a9b-4c67-b258-88f8bda4f82f
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/2_Organisational_Structure/2_3_Downloads_Links/ICU_Governance.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/2_Organisational_Structure/2_3_Downloads_Links/Irish_Sailing_Articles_of_Association.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/2_Organisational_Structure/2_3_Downloads_Links/Irish_Sailing_Memorandum.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/2_Organisational_Structure/2_3_Downloads_Links/MCI_Memo_Arts_2009.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/2_Organisational_Structure/2_3_Downloads_Links/ILGU_Articles.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/2_Organisational_Structure/2_3_Downloads_Links/ILGU_Memorandum.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/2_Organisational_Structure/2_3_Downloads_Links/Tug_of_War_Constititution.pdf
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3. Human Resources

Introducti on

This secti on off ers informati on and advice about the most common area of Human Resources - employment 
law. Included with this are notes on having an employee handbook. The download materials in this chapter 
include a number of example job descripti ons to help you design your next adverti sement along with an
umber of sample contract and lett ers that are to be sent to successful and non-successful candidates.

3.1 Employee Handbook

Unless you are a sole practi ti oner with absolutely no employees or freelance assistant, you need an em-
ployee handbook. A writt en employee handbook communicates your Organisati ons employment policies and 
procedures clearly and eff ecti vely. It also helps to ensure that all procedures comply with employment law. 
The contents of an employee handbook should address every major aspect of employment with the organisa-
ti on. It is designed to explain the organisati on’s rules, policies, procedures and benefi ts. Ideally, your hand-
book should be more than a compilati on of rules and regulati ons that your employees must live by in the 
workplace. It should also contain informati on on the organisati on’s background, its mission statement and its 
corporate goals and values.

Primary Reasons every Organisati on should have an Employee Handbook

They will help you and your managerial staff  save ti me. Formal policies help cut down on answering the • 
same questi ons over and over again
It is a way to document expectati ons and obligati ons of management and staff • 
Writt en policies create uniformity and help prevent disputes• 
Spending ti me thinking about the messages you want the employees to have regarding your business, • 
and distributi ng those messages can improve leadership, and help keep the business on track with its 
mission
Writt en policies, consistently enforced, can help avoid legal disputes later on down the road• 
A handbook or other writt en policies are also a good way to communicate informati on the business is • 
legally obligated to provide anyway.

A template of an Employee Handbook is set out below. The specimen documents outlined in this secti on will 
need to be adapted in accordance with the requirements of each individual organisati on. We recommend 
that organisati ons consult widely with employees in the creati on of their own unique handbook which is why 
the specimen document watermark has been inserted.

Template source: www.erb.ie (Employer Resource Bureau for the Community Sector)

The Role of the Secretary

A Secretary usually has numerous roles to play in the running of an NGB. They include the following:

Arranging meeti ngs• 
Minutes of meeti ngs• 
Correspondence• 
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Arranging Meeti ngs: The Secretary should plan the meeti ng with the Chairperson. The fi rst task is to draw up 
an agenda, checking the minutes of the previous meeti ng to see if there are issues that need to be reviewed. 
Every person in the organisati on can ask for an item to be added to the agenda. Once the agenda is set and is 
distributed to the members, the Secretary will need to perform other duti es such as book a room, get equip-
ment, organise child care or transport.

Minutes of Meeti ngs: Minutes are a record of what happens at a meeti ng. Minutes show what was decided, 
why it was decided, what was discussed and what acti ons are to be taken (by whom and when). It is very 
important that if the Secretary does not understand the discussion, they should seek clarifi cati on in order to 
allow the minutes to be clear. During the meeti ng, the Secretary will take rough notes on what transpired and 
will then formally write them up aft er the meeti ng. If between the end of the meeti ng and the writi ng up of 
the minutes, a situati on in the minutes has changed, the minutes must not be changed. They must always 
refl ect exactly what was said at the meeti ng.

Correspondence: The Secretary usually receives correspondence for the organisati on. This could be in the 
form or lett ers, phone calls, e-mails or any other communicati on from outside agencies or individuals. The 
Secretary should respond to this correspondence and then fi le it away in an orderly place for safe keeping and 
record.

The Role of the Chairperson

The role of the Chairperson involves two parti cular areas of the NGB:

Facilitati ng Committ ee Meeti ngs• 
Leading the Organisati on• 

Facilitati ng Committ ee Meeti ngs: The Chairperson is responsible for the planning and running of committ ee 
meeti ngs as well as encouraging the full parti cipati on of other committ ee members. They must have good 
knowledge of the format of the meeti ng and good interpersonal skills.

Leading the Organisati on: Leading involves having an overall view of the work, acti ng as a spokesperson, 
making emergency decision between meeti ngs, supporti ng all members of the organisati on in their roles, 
representi ng the organisati on externally and guiding the organisati on’s functi ons according to their strategy/
policy. It is essenti al that the Chairperson knows and understands the group’s consti tuti on, it’s aims and ob-
jecti ves, it’s fi nancial situati on and any current issues.

The Role of the Treasurer

The role of the treasurer can be broken down into fi ve areas:

General Financial Management• 
Funding - Fundraising and Grants• 
Financial Planning and Budgeti ng• 
Financial Reporti ng• 
Banking, Bookkeeping and Recordkeeping• 

General Financial Management: This involves keeping up to date records of income and expenditure on an 
on-going basis, ensuring that funders money is used for the area it was applied for and preparing and pre-
senti ng accounts for the AGM.
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Funding/Fundraising and Grants: Funding for an NGB usually comes from one or two sources - fundraising 
and grants. The Treasurer is responsible for looking aft er both of these features with duti es such as complet-
ing and submitti  ng funding applicati ons, co-ordinati ng fundraising acti viti es and generally being the contact 
person regarding funding and grants for the organisati on.

Financial Planning and Budgeti ng: Budgeti ng involves presenti ng future expenditure for a fi xed period in a 
fi nancial plan. Financial planning involves preparing budgets for regular and predictable expenditure in ad-
vance. The Treasurer has the responsibility of advising on these.

Financial Reporti ng: This involves preparing a report to bring to the committ ee meeti ng and presenti ng a 
draft  copy of the audited accounts at the committ ee meeti ng preceding the AGM.

Banking, Bookkeeping and Recordkeeping: This involves advising the committ ee on banking opti ons, dealing 
with banks on behalf of the organisati on, paying in and withdrawing money, dealing with bills and having a 
system of recording the fl ow of money including pett y cash.

The Role of a Member of a Committ ee

An organisati on’s Committ ee Members have overall responsibility for making decisions about an organisati on 
and its work normally rests with the Committ ee. They are responsible for the governance of the organisati on.

Expectati ons of members of a Committ ee

Be willing to devote the necessary ti me and eff ort• 
Understand and accept the responsibiliti es of the Committ ee• 
Be willing to take on pieces of work as and when needed• 
Be familiar with the aims, objecti ves, policies and procedures of the organisati on• 

Management Committ ee

Making strategic and major decisions about the organisati ons objecti ves, policies and procedures• 
Representi ng the needs and interests of relevant people when making decisions• 
Ensuring that the organisati on has appropriate legal structures• 
Making sure that the Committ ee has the skills, ability and representati on to do the job• 
Assuring that members get the training they need• 
Representi ng the organisati on to outside groups• 

 

The Role of a Public Relati ons Offi  cer

The Public Relati ons Offi  cer is the media contact person for your organisati on. They are the person responsi-
ble for managing the fl ow of informati on between an organisati on and its public. Common duti es for a Public 
Relati ons Offi  cer include speaking at conferences, working with the press and employee communicati on.

Qualiti es of a Public Relati ons Offi  cer

Be a clear and concise communicator (both verbally and in writi ng)• 
Have excellent language skills• 
Have the ability to persuade and build rapport instantly• 
Be good at research and analysis• 
Be contactable at the agreed ti mes• 
Be computer literate (as much of the communicati on is through email and faxes)• 
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Recruitment and Selecti on Procedures

Job Descripti on

Draw up job descripti on and forward to HR Consultant for re-structuring and formatti  ng. You should ensure 
that the job descripti on is as detailed as required, identi fying the responsibiliti es of the positi on and the 
degree and level of experience and the skills required to deliver on the job. At the end of this chapter you will 
fi nd sample job descripti ons for various roles within an organisati on.

Adverti sement

It is important that your adverti sement clearly outlines

Qualifi cati on required i.e. Masters, degree, etc• 
Experience required, i.e. nature of experience and desirable depth of knowledge, management experi-• 
ence, etc
Requirements i.e. IT skills, etc• 

The use of submitti  ng an applicati on form rather than a CV has proven very benefi cial. An applicati on form 
allows you to ask questi ons relevant to the positi on and off ers applicants an opportunity to justi fy why their 
qualifi cati on and experience is relevant to the post. You can receive a more overall view of the applicant using 
an applicati on form and it can assist greatly with identi fying a potenti al interviewee during the short-listi ng 
process.

Short List Process

This takes place in consultati on with HR Consultant. The aim is to short-list 6/7 suitable candidates for inter-
view. Generally a discussion takes place to ascertain the minimum requirements for the post. What are the 
minimum essenti al requirements.

Stage 1: Qualifi cati on: Applicants who have not met the qualifi cati ons required are generally the fi rst • 
group to be eliminated.
Stage 2: Experience: This secti on is very important as it must be determined if the experience criteria has • 
been met.
Stage 3: If the applicant has passed Stage 1 and Stage 2, the remainder of the applicati on form must be • 
considered in order to select the most suitable applicants for interview.

It can be very benefi cial to develop a simple scoring process against each criteria in the applicati on form and 
to use this to identi fy the most suitable candidates to call for interview. It is important to include something 
on the rati onale for the scores awarded as applicants can query why they were not successful at this point in 
the process.

Development of Interview Questi ons

A list of key questi ons is identi fi ed specifi c to the positi on for the interview process. It is important to identi fy 
the skills required for success in the positi on. This is driven by the job descripti on. Besides the knowledge and 
experience required, what other skills are necessary? For example planning and organising, team work, ne-
goti ati ng. Once this has been agreed it is important to identi fy questi ons that will determine each candidates 
skill levels in each of these headings. It is important to agree what are the kind of behaviours that they have 
displayed in the past that might indicate they would be successful in this role.

What you are looking for is a list of questi ons that will allow you to determine whether the candidate can 
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provide evidence of these skills through examples of behaviours or can factually identi fy they have completed 
a course etc...or had specifi c experience etc...

The same questi ons should be put to each candidate to ensure fairness in the process.

Formati on of Interview Panel

Identi fy individuals to form the interview panel. An interview panel should consist of:

CEO of NGB• 
HR Consultant• 
Irish Sports Council Representati ve• 
An individual from outside the Governing Body (an expert in the parti cular fi eld)• 
A Governing Body Representati ve (if relevant) e.g. Manager of a Department or Offi  cer of an Executi ve • 
Committ ee

All applicants receive a ‘Successful’ or ‘Non-successful’ Interview lett er.

Interview Process

The Interview Panel should meet prior to the date of interviews. If the panel is unable to meet, the interview 
questi ons should be forwarded to the panel at least one week in advance of the date and meet 1 hour prior 
to fi rst interview. Typically a chair of the panel is agreed who is responsible for running the interview smooth-
ly, ti ming and managing all accompanying documentati on.

When the Panel meets the list of questi ons is discussed. Each interviewer is assigned a Heading from which 
they select one to two questi ons. The panel agrees a marking scheme for each of the skill areas under exami-
nati on. The highest marks will be allott ed to the most important heading based on its relevance to the posi-
ti on. Two or three headings may be given equal importance.

Following each interview, the panel discusses the candidate’s performance against each heading and agrees 
a mark, tallying into a Total Mark which will determine their fi nal positi on. Once again it is very important 
to agree and record the rati onale around each mark awarded. In additi on an overall cut off  mark should be 
agreed that below which disqualifi es a candidate. For example if the potenti al total score is 100, successful 
candidates must score 70 or higher.

Also it is necessary to agree if a candidate does not receive a suffi  ciently high score in certain criteria/heading 
they would also not be deemed suitable for appointment.

A useful additi on to the interview process depending on the nature of the positi on is to ask candidates to 
make a short presentati on on a relevant topic for the job. This presentati on should have its own marking 
scheme to identi fy how well each candidate performs and this is added to the overall marking scheme.

Documentati on

In recording informati on relati ng to the interview, parti cularly the overall summary of the candidate, it is 
important to ensure:

That the assessment relates to the established criteria for the job.• 
That the reasons for recommending/not recommending the candidate are fully identi fi ed on the docu-• 
mentati on.
The panel’s decisions have not been infl uenced by any of the defi ned equality areas• 
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Panel members should be encouraged to take notes during an interview and those notes should refl ect the 
answers provided by the candidate and not personal comments and observati ons. Those notes should be col-
lected along with the offi  cial documentati on at the end of the interview. All panel members should sign the 
appropriate documentati on at the end of the interviews. All interview records and notes should be kept for at 
least a year/two years in the event of a claim.

Interview Follow up

Someone from the organisati on will call the successful candidate to off er the positi on and arrange a meeti ng 
to discuss the contract details, etc. If fi rst candidate accepts the positi on, all other candidates receive a ‘Non-
successful’ lett er.

Avoiding and Resolving Problems

Team Leadership

All organisati ons, big or small, need to have a central person to report to. This ensures that there is a way of 
keeping communicati on fl owing, that there is accountability for everyone, that there is someone to inspire 
the others, that there is someone who has a vision for the organisati on and that there is someone there to 
make a tough decision when it is needed.

Absenteeism

How do you manage a situati on where, in a voluntary organisati on, people are giving up their ti me for free 
and then, when they are supposed to be working they don’t turn up? How do you handle this when it occurs 
on a regular basis? It is a situati on that requires a delicate balance between being sensiti ve to the volunteer 
and discipline to the organisati on’s needs.

The person (or sub-committ ee) who is responsible for the work of volunteers, needs to be informed of all 
absences and then make a decision to meet with the absentee. The following format can be used as a basis 
for that meeti ng:

Ask the person to meet you at a place and ti me that would suit them• 
Explain you realise they have been absent (but do not quanti fy it)• 
Acknowledge their contributi on to the organisati on and ask them about ways in which they could sti ll vol-• 
unteer themselves but in a way that is more convenient to them e.g. rescheduling the ti me that they give
While acknowledging their contributi on, explain that it is necessary for the organisati on to be able to rely • 
on the people that volunteer as they have to be able to deliver the services that they provide
Allow the person ti me to digest what you have said (if they felt defensive coming into the meeti ng, they • 
are now having to recalibrate their feelings and thoughts)
If they are sti ll feeling defensive, allow them to speak without interrupti on• 
Do not feel that you have to provide a soluti on• 
Ask questi ons to ensure you clearly understand what was said• 
If the problems they describe to you are internal to the organisati on (confl ict with another volunteer or • 
someone on the committ ee) acknowledge the issue and explain you will need to speak to other members 
to decide the next course of acti on
If the issues they describe to you are personal, (external to the organisati on), ask what, if anything, the • 
organisati on can do to support them. Acknowledge their contributi on again and ask if they may need 
some ti me off  to sort through their issues
Finish by asking them how they feel now.• 
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If the reasons they have been absent do not fi t into the above scenario, refer to your volunteer agreement 
and talk through the agreement. Check if the volunteer is looking for an ‘out’ or perhaps your organisati on 
needs to let them go.

Letti  ng a Volunteer Go

There could be a number of reasons why you would decide to let a volunteer go. Below are a few of the more 
common reasons:

Conduct - reliability, dependability, honesty, sobriety, ti me keeping• 
Performance - quality and/or quanti ty• 
Economic - if they are working on a project and there are not suffi  cient funds to conti nue the project.• 

It is never easy when you have to ask a person to leave your organisati on, but it can be made easier if you 
have a policy or procedure to follow. It might be an idea to have a writt en policy on the topic, keeping in mind 
the following suggesti ons:

Never confront someone when you are angry or upset• 
Organise a meeti ng with the person• 
Prepare what you are going to say and then stay on trac• 
Have a third person in the room, preferably the same sex as the person being asked to leave. This person • 
is a witness and is not involved in the conversati on
Focus on the issues around the persons performance - not the person• 
Discuss other possible volunteering jobs• 
Inform the other volunteers before the issue becomes gossip, accepti ng that due to confi denti ally, you • 
cannot give details.

Confl ict Resoluti on

It is always important to have a policy around procedures to take when confl ict arises in an organisati on. 
This ensures that everyone is treated in an equal and fair manner. Quite oft en, the best scenario to deal with 
confl ict between two people is to structure a meeti ng with both parti es plus an independent arbitrator. The 
arbitrator could be someone already involved in the organisati on or it could even be someone from outside 
the organisati on.

In this case, the arbitrator would have pre-meeti ngs with both parti es individually before they each meet to 
ask them to put forward their point of view and to ask them what can, in their view, be done to resolve the 
issue. When the actual meeti ng with both parti es and the arbitrator takes place, each person with the griev-
ance will, in turn, put forward their point of view and idea for resoluti on. When this is done, the other party 
will be asked for any refutati on and idea for resoluti on. This will conti nue unti l both parti es can agree to some 
sort of compromise to fi nally resolve the issue and move forward. If there is a situati on where no compromise 
can be reached and it is not resolvable, further acti on will need to be taken. Such further acti on might include 
involving the local community development organisati on to facilitate or perhaps letti  ng go one or both of the 
people who are in confl ict.

In order for confl ict resoluti on to work all parti es must:

Want to fi nd a soluti on• 
Be willing to talk rati onally to each other• 
Be willing to listen to each other• 
Be willing to explore a range of soluti ons, not just their own• 
Be willing to accept a soluti on even if it does not meet all their needs and wants• 



NGB SUPPORT KIT - Chapter Three HUMAN RESOURCES

72

Problem Solving

Problems are a part of life that we deal with everyday. Every person and organisati on will have to face (and 
solve) problems when they arise. There are a number of diff erent theories regarding how to solve a parti cular 
problem, which theory you choose to follow will ulti mately depend on the type of problem that you have.

However, when faced with a problem, there are a number of questi ons that you should ask yourself which 
will help you to defi ne the problem. The reason for this is that it is a common mistake to focus on the eff ect of 
the problem rather than the cause of the problem. An example of this would be that if you conti nually have 
volunteers resigning, are you focusing on the fact that you don’t have enough volunteers to run the service or 
are you going to focus on why the volunteers keep leaving?

Questi ons to ask yourself are:

What is the problem?• 
How is it a problem?• 
Why is it a problem?• 
Why solve it?• 
How will it be solved?• 
What will be solved?• 

Bullying and Harassment

Bullying is defi ned as repeated inappropriate behaviour direct or indirect, verbal, physical or otherwise. The 
conduct complained of must be such that it could reasonably be considered as undermining the employee’s 
right to dignity. Harassment refers to behaviour which is intended to disturb or upset or which is found to be 
threatening or disturbing by the victi m. Both bullying and harassment are not acceptable and it is very impor-
tant that an organisati on works quickly to get rid of it if it eventuates.

3.2 Employment Law

Please note: This resource provides general informati on on Irish employment Law and good practi ce. This 
informati on is provided for informati on purposes only which may not address the parti cular circumstances of 
your organisati on. The content in this resource is NOT a legal interpretati on of any matt er and should not be 
seen as such. For professional or legal advice you should consult a suitably qualifi ed person.

Adopti ve Leave - Adopti ve Leave Acts, 1995 and 2005

Covers:

All adopti ng mothers• 
All sole male adopters• 

Employees are enti tled to:

24 consecuti ve weeks adopti ve leave plus the opti on to avail of 16 weeks additi onal adopti ve leave• 
Paid ti me off  to att end preparati on classes and pre-adopti on classes and meeti ngs within the State• 
Postpone adopti ve leave/additi onal adopti ve leave in the event of the hospitalisati on of the child, subject • 
to employer’s agreement;
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Terminate unpaid additi onal adopti ve leave in the event of the employee becoming ill, subject to employ-• 
ers’ agreement (in cases of foreign adopti on) take some or all of the additi onal adopti ve leave prior to the 
day of placement
Accrue annual leave and public holidays occurring during adopti ve leave and additi onal adopti ve leave• 

Noti fi cati on procedures

Employees must give four weeks writt en noti ce of:

Intenti on to take adopti ve leave (in conjuncti on with evidence of placement)• 
Intenti on to take additi onal adopti ve leave• 
Intenti on to return to work.• 

Annual Leave -Organisati on of Working Time Act, 1997

The Act enti tles all employees to annual leave and public holidays. Employees’ annual leave is calculated by 
one of the following methods:*  Four working weeks, where an employee works more than 1,365 hours in 
the leave year OR Where the employee has worked less than 1,365 hours:

1/3 of a working week where the employee works at least 117 hours in a calendar month; or• 
8% of the hours worked in the leave year (maximum of four weeks per annum).• 

*The employer must choose the calculati on that gives the greater enti tlement.

Hours worked means hours physically worked, including overti me hours. Periods that should be included 
are: maternity leave, additi onal maternity leave, adopti ve leave, additi onal adopti ve leave, health and safety 
leave, parental leave, carer’s leave (fi rst 13 weeks) and hours spent on annual leave itself. Pay enti tlement 
during annual leave includes any regular bonus or allowance, but excludes overti me pay.

Points to note

It is illegal for an employer to pay in lieu of the statutory annual leave unless the employment relati onship • 
is terminated
If an employee on annual leave is medically certi fi ed as ill, the period of annual leave can be taken again.• 

Public Holidays

Eligibility:

All full-ti me employees• 
All part-ti me employees who have worked at least 40 hours in the fi ve weeks ending on the day before • 
the public holiday

Enti tlement

The employer may decide upon:

A paid day off  on the day; or• 
A paid day off  within a month; or• 
An extra day’s annual leave; or• 
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An additi onal day’s pay.• 

Public Holidays

New Year’s Day• 
St. Patrick’s Day• 
Easter Monday• 
First Monday in May• 
First Monday in June• 
First Monday in August• 
Last Monday in October• 
Christmas Day• 
St. Stephen’s Day• 
(Good Friday and Christmas Eve are not public holidays)

Pay for a Public Holiday

Where employees are not normally rostered to work on a day on which a public holiday falls, they are en-
ti tled to one fi ft h of the sum paid in respect of the normal weekly hours last worked before the public holiday.
Where employees work, or are normally rostered to work, during any part of a public holiday, the rate of pay 
is equal to the sum paid in respect of the normal daily hours last worked by them before the public holiday.

Carer’s Leave- Carer’s Leave Act, 2001

Employees are enti tled to:

Accrue annual leave and public holidays occurring during the fi rst 13 weeks of carer’s leave.• 
104 weeks leave to provide full-ti me care and att enti on to a relevant person*• 

Points to Note

Applicati ons are made to the Department of Social and Family Aff airs to decide whether the person for • 
whom they propose to take the leave is a ‘relevant person’.
Employees must have one year’s conti nuous service.• 
Employees should give six weeks noti ce of intenti on to take carer’s leave.• 
Employees may be enti tled to carer’s benefi t depending on PRSI contributi ons.• 
An employer may refuse, on reasonable grounds, to permit an employee from taking a period shorter • 
than 13 weeks. The reasons must be specifi ed in writi ng.

* A relevant person is a care recipient who needs conti nual supervision and frequent assistance throughout 
the day in connecti on with normal bodily functi ons or in order to avoid danger to themselves.

Contract of Employment- Terms of Employment (Informati on) Acts, 1994 and 2001 / 
Unfair Dismissals Acts, 1997 to 2007

Employers must provide new employees with a writt en statement (contract) of their terms and conditi ons of 
employment within two months of starti ng employment.



NGB SUPPORT KIT - Chapter Three HUMAN RESOURCES

76

The Statement must include the following details:

The full names of the employer and the employee

Full address of the employer• 
The place of work, or where there is no fi xed place of work, a statement indicati ng that the employee is • 
required to work at various locati ons
Job ti tle or nature of the work• 
Date of commencement of employment• 
The expected durati on of employment, either fi xed or permanent• 
The rate of remunerati on or method of calculati ng remunerati on• 
Whether payment is paid weekly, monthly or otherwise• 
Annual Leave and other paid leave enti tlements• 
Hours of work (including overti me)• 
Details of rest periods and breaks• 
Sick leave and pension arrangements, where applicable• 
A reference to any collecti ve agreements• 
Noti ce requirements• 

This writt en statement should be signed and dated by both parti es.  

Other terms, which may be included in a contract of employment, are:

Confi denti ality clause• 
Equal opportuniti es statement• 
A probati onary period• 
Provision for lay-off /short Time/redundancy• 
Deducti ons from pay• 
A fl exibility/interchangeability clause• 
Disciplinary and grievance policies• 
Non-compete clause• 
A right to search• 
Reti rement age• 
Provision to request the employee to att end the company doctor• 
Company rules and regulati ons• 

Discipline and Dismissal- Unfair Dismissals Acts 1977 to 2007

This informati on below is for guidance only and in case of potenti al dismissal or discipline you should take 
appropriate advice.

The Unfair Dismissals Acts protect employees from unfair dismissal once they:

Are aged over 16 years.• 
Have at least one year’s conti nuous service with the employer (Except where dismissal is related to trade • 
union membership/acti vity or for exercising an employee’s rights under certain other employment legisla-
ti on, in which cases there is no service threshold)

A dismissal is deemed not unfair if it arises principally from:

The capability, competence or qualifi cati ons of the employee• 
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The conduct of the employee• 
Redundancy, provided fair selecti on procedures have been followed• 
Other substanti al reasons.• 

Any claim of unfair dismissal must be made within six months of the date of dismissal (or up to a maximum of 
12 months in excepti onal circumstances). Dismissals can be deemed to be unfair based on either substanti ve 
or procedural grounds.

The Employment Appeals Tribunal hears cases, and in an unfair dismissal can award:

Reinstatement• 
Re-engagement• 
Compensati on for loss of earnings• 

 
Principles of Natural Justi ce

When the disciplining or dismissing of an employee is being considered, the principles of natural justi ce must 
always apply. This requires the employer to:

Inform the employee of the case being made against him/her• 
Give the employee the right to reply to the allegati ons• 
Listen to all arguments or submissions made in relati on to the matt ers at issue• 
Investi gate as necessary and give all informati on due considerati on• 
Allow the employee the right to representati on• 
Forewarn the employee concerned that the procedure is being operated in the context of the possibility • 
of disciplinary acti on or dismissal
Give the right of appeal at every stage.• 

 
Disciplinary Procedure

Every employee should be given a copy of the disciplinary procedure within 28 days of starti ng employment. 
Basic details given below are for illustrati ve purposes only and should not be regarded as comprehensive 
Prior to any stage in the disciplinary procedure, an employee should be forewarned if their performance/
att endance is not up to the organisati ons standard. An employee’s natural rights have to be respected at all 
stages and all warnings should be recorded on the employee’s personnel record for the defi ned durati on. 
Pre-Disciplinary Warning / Counseling

The employee is initi ally given a word of warning and counseling by his or her immediate supervisor

Formal Verbal Warning: In the event of a further breach of conduct, poor att endance or lapse in perfor-• 
mance, the employee is given a formal verbal warning.
First Writt en Warning: In the event of a further breach, the employee is issued with a writt en warning.• 
Final Writt en Warning/Suspension: In the event of yet a further breach, the employee is given a fi nal writ-• 
ten warning. At this stage the employee may also be suspended.
Dismissal: If, following a period of suspension without pay or a fi nal writt en warning, an employee is • 
guilty of further breaches, the employee is dismissed.

In cases of misconduct or gross misconduct (as defi ned in the company policy), the company may summarily 
dismiss an employee without recourse to every stage of the procedure. In cases where the company consid-
ers that summary dismissal is warranted it may suspend an employee with pay to facilitate an investi gati on of 
the case. The principles of natural justi ce require that fair procedures are applied in all such circumstances.
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Equality In The Workplace- Employment Equality Acts, 1998 to 2007

It is illegal to discriminate, directly or indirectly, on pay or non pay issues on any of the following grounds:

Gender• 
Marital Status• 
Age• 
Disability• 
Race• 
Membership of the traveler community• 
Family status• 
Sexual orientati on• 
Religion• 

Discriminati on must not take place on any of the above grounds in relati on to:

Access to employment• 
Recruitment• 
Training or work experience• 
Promoti on• 
Conditi ons of Employment• 
Classifi cati on of Posts• 

Points to Note

It will be a defence for employers to show that they took such steps as were reasonably practi cable, to • 
prevent harassment from taking place.
An employer is required to take ‘appropriate measures’ to facilitate a person with a disability, provided • 
this does not impose a ‘disproporti onate burden’ on the organisati on.
It is illegal for fellow employees, the employer, customers or other business contacts to discriminate • 
against or harass/sexually harass any individual in the workplace or at work related social events because 
of one of the nine grounds listed above.

 

Fixed-Term Employees- The Protecti on of Employees (Fixed-Term Work) Act, 2003/
Unfair Dismissals Acts, 1977 to 2007

The Protecti on of Employees (Fixed-Term Work) Act, 2003, covers all employees who have a contract of em-
ployment, where the end of the contract of employment is determined by an objecti ve conditi on such as the:

Arrival of a specifi c date; or• 
Completi on of a specifi c task; or• 
Occurrence of a specifi c event.• 

A fi xed-term employee cannot, in respect of remunerati on and conditi ons of employment, be treated in a less 
favorable manner than a comparable full-ti me employee, unless such treatment can be justi fi ed on objecti ve 
grounds.

Successive Fixed-Term Contracts

Once a fi xed-term employee has completed the third year of conti nuous employment, the fi xed-term • 
contract may only be renewed on one further occasion for a maximum of one year.
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Employees engaged on fi xed-term contracts aft er 14 July 2003: Once a fi xed-term employee has been • 
engaged on two or more fi xed-term contracts, the aggregate durati on may not exceed four years.
When either limit has been reached, the next contract must be of indefi nite durati on.• 

An employee may be excluded from taking a claim for unfair dismissal resulti ng from the expiry of the con-
tract, provided that the contract:

Is in writi ng• 
Contains a clause specifi cally excluding the applicati on of the Unfair Dismissal Acts, 1977 to 2007*• 
Is signed by both parti es; and• 
States the commencement and end date or the specifi c purpose.• 

* This exclusion cannot be relied upon on, where an employee has over one year’s service and is on a second 
or subsequent contract.

Points to Note

If an employer proposes to renew a fi xed-term contract, the employee must be informed in writi ng of the • 
objecti ve grounds justi fying the renewal and explaining why a contract of indefi nite durati on is not being 
off ered. This must be done by the date of the renewal.
An employer must inform fi xed-term employees of any relevant employment vacancies.• 
Access to appropriate training opportuniti es must also be facilitated.• 

Maternity Leave- Maternity Protecti on Acts, 1994 and 2004

Covers:

All pregnant employees• 
Employees who have recently given birth (within 14 weeks)• 
Employees who are breastf eeding (not more than 26 weeks from the date of birth) and who have in-• 
formed their employer of their conditi on.

Employees are enti tled to:

26 consecuti ve week’s maternity leave plus the opti on to avail of 16 weeks additi onal maternity leave;• 
Accrue annual leave and public holidays occurring during maternity leave and additi onal maternity leave;• 
Time off  without loss of pay to att end related medical, ante-natal and post-natal appointments and ti me • 
off  (both parents) to att end certain ante-natal classes;
Postpone maternity leave*/additi onal maternity leave in the event of the hospitalisati on of the child, • 
subject to employer’s agreement;
Terminate additi onal maternity leave in the event of the employee becoming ill, subject to employer’s • 
agreement;
At the discreti on of the employer, either breastf eeding breaks in the workplace, or a reducti on to working • 
hours without loss of pay;**
Avail of full maternity leave and additi onal maternity leave in all cases of confi nement aft er the 24th • 
week of pregnancy, even if the pregnancy does not result in a live birth.

* Employee must have taken at least 14 weeks maternity leave before postponement.
** For up to 26 weeks aft er confi nement.
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During any period of protecti ve leave, an employee’s statutory and contractual rights are protected, except 
the right to remunerati on. The employer is not obliged to pay the employee during maternity leave or ad-
diti onal leave. An employee may be enti tled to a social welfare benefi t during maternity leave depending 
on PRSI contributi ons. No social welfare benefi t is payable during the 16 weeks additi onal maternity leave 
period.

The employee must take at least two weeks maternity leave before the date of confi nement, and at least four 
weeks leave aft er the birth.

Noti fi cati on Procedures

Employees must give four weeks writt en noti ce of:

Intenti on to take maternity leave (in conjuncti on with a medical certi fi cate);• 
Intenti on to take additi onal maternity leave;• 
Intenti on to return to work.• 

 
Health and Safety Regulati ons

The employer is required to carry out a risk assessment identi fying risks associated with employees who are 
covered by the legislati on. If a risk is identi fi ed, the employer must:

Remove the risk; or where this is not feasible• 
Temporarily adjust the employee’s working conditi ons or working hours; or where this is not feasible• 
Transfer the employee to suitable alternati ve work; or where this is not feasible• 
Grant health and safety leave - the fi rst 21 calendar days of health and safety leave are paid by the em-• 
ployer (an employee may be enti tled to health and safety benefi t for the remainder of the leave depend-
ing on PRSI contributi ons).

Under maternity legislati on, a night worker is defi ned as an employee who works three hours or 25% of her 
monthly working ti me between 11pm and 6am.

Force Majeure Leave- Parental Leave Acts, 1998 and 2006

Employees are enti tled to:

Leave up to a maximum of three paid days in any 12 consecuti ve months, or fi ve paid days in any 36 con-• 
secuti ve months.
Leave with pay for urgent family reasons owing to the illness/injury of an immediate family member, • 
where the presence of the employee with the ill/injured person is indispensable

Minimum Noti ce- Minimum Noti ce and Terms of Employment Acts, 1973 to 2001

Noti ce to employees

The minimum period of noti ce to which an employee is enti tled, will vary according to his/her length of 
service.
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Length of Service Minimum Noti ce Enti tlement

13 weeks to 2 years: 1 week• 
2 years to 5 years: 2 weeks• 
5 years to 10 years: 4 weeks• 
10 years to 15 years: 6 weeks• 
>15 years: 8 weeks• 

 
Noti ce to Employer

Unless the employment contract has sti pulated otherwise, the employer is enti tled to one week’s noti ce from 
the employee.

Contractual Noti ce

Where a contract of employment provides for a longer period of noti ce than provided for under the above 
Acts, the parti es are bound by that longer period of noti ce. Both parti es may exercise their right to waive the 
noti ce period or to accept payment in lieu.

Employing Non-Irish Nati onals- Employment Permits Acts, 2003 and 2006

An employer wishing to employ a non-EEA* nati onal may have to seek an employment permit in respect of 
that individual. The applicati on can be made by either the employer or the employee. The type of permit ap-
plied for will depend on salary and occupati on.

Salary
Employment 

Permit
Occupati ons/Eligibility

Over €60,000 
Green card 

permit
Normally granted unless contrary to public interest. 

€30,000-59,999
Green card 

permit

For restricted number of strategically important occu-
pati ons, e.g. ICT, healthcare, science and Finance (not 
exhausti ve list).

€30,000-59,999 Work Permit
For occupati ons not listed in the current skill shortage 
range, i.e. where green card permit not available.

Less than €30,000 Work Permit Very restricted eligibility.

At least €40,000 
Intra-company 

transfer
Key personnel transferring from related company out-
side the EEA.

Any level of salary
Spousal/ Depen-

dant  Permit
All occupati ons, all levels of salary (no applicati on fee) 

The Employment Permits Acts, 2003 and 2006 also introduced a Graduate Scheme whereby non-EEA stu-
dents who have acquired a primary, masters or doctorate degree from an Irish third level insti tute can apply 
to the Garda Nati onal Immigrati on Bureau (GNIB) to remain in Ireland for six months aft er the receipt of their 
examinati on results. There may be certain work restricti ons in place during this ti me.

A non-Irish nati onal may have permission to work without the need for a work permit in a number of circum-
stances. This list is not exhausti ve:
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EEA citi zens can work freely in the state without a permit*• 
Any non-EEA spouse or dependant children (under the age of 21) of an E.U. nati onal must register with • 
the GNIB before they can work. Once registered there is no restricti on on the type of work that can be 
performed
Persons who have been granted ‘refugee status’ by the Minister for Justi ce, Equality and Law Reform• 
Persons with permission to remain as parents of an Irish born child• 
Persons who have been granted a working visa/authorisati on prior to the Employment Permits Acts, 2003 • 
and 2006.

*EEA is the European Economic Area which is made up of the European Union (E.U.) together with Norway, 
Iceland and Liechtenstein. Interim rules apply to Bulgarian and Romanian Nati onals who may sti ff  need work 
permits.

Parental Leave- Parental Leave Acts, 1998 and 2006

Employees are enti tled to:

14 weeks unpaid leave, for each child, with a maximum of 14 weeks parental leave to be taken in any one • 
year (except in cases of multi ple births)
Take parental leave in two separate blocks of a minimum of six weeks each. The leave may be broken up • 
over a period of ti me, into individual days, weeks or hours by agreement with the employer
Accrue annual leave and public holidays occurring during parental leave.• 

 
Points to Note

The leave must be taken before the child reaches eight years of age (16 years of age for a child with a dis-• 
ability)
Employees must have one year’s conti nuous service for the full enti tlement• 
Employees must give six weeks noti ce of intenti on to take the leave• 
A confi rmati on document must be prepared and signed no later than four weeks before the leave is due • 
to begin
The leave may be postponed by the employer for up to six months for business operati onal reasons, or by • 
reason of seasonal variati on.

Part Time Employees- The Protecti on of Employees (Part-Time Work) Act, 2001

This legislati on covers all part-ti me employees. A part-ti me employee is an employee whose normal hours of 
work are less than those of a comparable full-ti me employee.

Non-Discriminati on

A part-ti me employee cannot, in respect of remunerati on and conditi ons of employment (including both 
statutory and contractual benefi ts), be treated in a less favorable manner than a comparable full-ti me em-
ployee, unless such treatment can be justi fi ed on objecti ve grounds. 

Conditi ons of employment are applied on a pro rata basis to part-ti me employees vis-à-vis comparable full-
ti me employees.
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Exclusion of Casual Part-Time Employees

Less favorable treatment of casual part-ti me employees on a specifi c conditi on of employment that can be 
justi fi ed on objecti ve grounds is permissible.

A part-ti me employee shall be considered to be a casual employee if at that ti me:

The employee has been working for less than 13 weeks; and• 
The period of service and any previous period of service could not be reasonably considered to consti tute • 
regular or seasonal employment; or
The employee fulfi ls conditi ons for casual employment specifi ed in a collecti ve agreement that has been • 
approved by the Labour Court.

Redundancy- Redundancy Payments Acts, 1967 to 2007/Protecti on of Employment 
Acts, 1977 to 2007

An employer must pay employees, whose positi ons are made redundant, a statutory lump sum, if they sati sfy 
the following conditi ons:

Are employed under a contract of service or apprenti ceship• 
Have at least 14 weeks of service• 
Are over 16 years of age.• 

Any excess days over the complete years of service are calculated as a proporti on of a total year. In calculati ng 
a week’s pay, an upper limit (currently €600 per week) is placed on weekly earnings for statutory purposes.

Organisati ons are required to process all redundancies on one form, the RP50. The redundancy form is avail-
able from the Department of Enterprise, Trade and Employment.

Collecti ve Redundancy

Under the Protecti on of Employment Acts, 1977 to 2007, employers are required to noti fy the Minister for 
Enterprise, Trade and Employment of a collecti ve redundancy and to inform and consult with employee rep-
resentati ves a full 30 days before the fi rst noti ce of redundancy is given.

A collecti ve redundancy situati on occurs where in any 30 day period the number of dismissals due to redun-
dancy is at least:

5 employees where 21-49 are employed• 
10 employees where 50-99 are employed• 
10% of the employees where 100-299 are employed• 
30 employees where 300 or more are employed.• 

Employers should always seek advice when considering and implementi ng redundancies
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Working Time- Organisati on of Working Time Act, 1997

Defi niti on of working ti me

Working ti me includes any ti me that the employee is at his/her place of work or at his/her employer’s dis-
posal, and carrying on or performing the acti viti es of his/her work. 

Rest Breaks Hours Worked

15 minutes* 4-5 hours

30 minutes* 6 hours

11 consecuti ve hours Within every 24 hours

Weekly rest  

24 consecuti ve hours** Within every 7 days

* Breaks must not be given at the end of the working day. The 15 minute break may form part of the 
30 minute break,

** The 24 hour weekly rest period should be preceded by the 11 hour daily break (i.e., 35 hours in total),

 Maximum Weekly Working Hours

The law limits the maximum average working week to 48 hours. The 48 hours may be averaged as follow:

2 months - night workers• 
4 months - basic reference period• 
6 months - for employees in certain acti viti es, as set down in the Act, whose work is subject to seasonal-• 
ity, foreseeable surges in acti vity or in ensuring conti nuity of service or producti on, etc;
Up to 12 months - by collecti ve agreement, approved by the Labour Court.• 

Working ti me is net working hours i.e. exclusive of breaks, on call or standby ti me, statutory leave or sick 
leave.

Sunday Work

Employees who are required to work Sundays are enti tled to be compensated in terms of payment or paid 
ti me off .

 Night Working

A night worker is an employee who normally works at least three hours between midnight and 7am, and the 
hours worked exceed 50% of the total number of hours worked per annum.

 Exempti ons

Certain exempti ons are available under the terms of the Act for certain sectors of acti vity. These exempti ons 
do not exclude such acti viti es from the provision of the legislati on, but merely allow employers to vary the 
manner in which they apply the provisions for compensatory rest.
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Young Persons- Protecti on of Employees (young Persons) Act, 1996

The Act applies to employees under the age of 18.

Hours of work and rest periods

Age 14yrs old 15 yrs old 16&17 yrs old

Maximum working hours - - -
Daily hours - - 8 hours

Weekly hours - - 40 hours

Term-ti me Nil 8 hours -
Holiday work 35 hours 35 hours -
Work Experience 40 hours 40 hours -

Rest periods

Age 14yrs old 15 yrs old 16&17 yrs old

Aft er 4 hours work 30 mins 30 mins

aft er 4.5 hours work - - 30 mins

Daily rest break 
(consecuti ve hours)

14 hours 14 hours 12 hours

Weekly rest break 2 days 2 days 2 days

Summer break 21 days 21 days n/a*

*Normal annual/eave enti tlements apply.

Early Morning

Not permissible before 8am before 8am before 6am

Night Work

Not permissible aft er 8pm aft er 8pm aft er 10pm

Points to Note

Before employing a child under 16, the employer must have writt en permission from a parent or guardian.
An abstract of the Act should be displayed at the place of work where it can be easily read.

An employer must retain a register in relati on to the employment of young persons.

This should contain the following: full name; date of birth; start and fi nish ti mes; wage rate, per day/week/
month total amount of wages/salary; writt en permission from parent/guardian.
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3.3 Downloads & Links

Downloads
Employee Handbook• 
Cricket Ireland Job Descripti on• 
Job Descripti on Specimen• 
Sample CEO Job descripti on Template• 
Sample Job Descripti on – CEO• 
Sample Job Descripti on – Events Manager• 
Sample Job Descripti on – General Secretary or Manager• 
Sample Job Descripti on – Local Sports Co-ordinator• 
Sample Contract of Employment• 
Sample Lett ers• 

Links

Department of Enterprise, Trade and Employment • 
htt p://www.entemp.ie
Employment Rights• 
htt p:// www.employmentrights.ie
The main employer representati ve organisati  ons are • 
htt p:// www.ibec.ie 
htt p://www.sfa.ie 
htt p://www.isme.ie

Case Studies

Ladies GAA  Recruitment and Selecti on Procedures• 
Swim Ireland Employee Handbook• 

http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Employee_Handbook.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Job_Description_-_Cricket_Ireland.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Job_Description_Specimen.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/CEO_Job_Description_Template.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Job_Description_-_CEO.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Job_Description_-_Events_Manager.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Job_Description_-_General_Secretary_or_Manager.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Job_Description_-_Local_Sports_Co-ordinator.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Sample_Contract_of_Employment.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Sample_Letters.pdf
htt p://www.entemp.ie
htt p:// www.employmentrights.ie
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Ladies_GAA.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/3_Human_Resources/3_3_Downloads_Links/Swim_Ireland_Handbook.pdf
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4. Volunteers

Introducti on

This secti on off ers advice and template materials for working with the people in your organisati on who take 
on various roles and responsibiliti es. People are the life-blood of your organisati on: their contributi on ensures 
success - and lots of sport and recreati on gets enjoyed. Good people need nurturing. If you look aft er them, 
they will remain committ ed and make a valuable contributi on to your sport.

The Three R’s

There are three golden rules in managing the people in your organisati on:

RECRUIT•  the right people for the right job
RETAIN•  them by providing good support in the form of role descripti ons, briefs and training
REWARD•  what they are doing through appropriate acknowledgement and ‘perks’ (which will rarely be 
fi nancial!)

As most organisati ons are very aware, volunteer administrators, offi  cials, coaches and helpers are crucial to 
the successful running of their organisati on and the dedicati on of volunteers is worthy of considerable rec-
ogniti on. However many individual volunteers are oft en over burdened and not always given the thanks that 
they deserve, as a result many organisati ons struggle to recruit and retain volunteers.

The following guidelines provide some sti mulus for recruiti ng, managing, supporti ng and recognising your 
organisati on’s volunteers.

Why Volunteer?

It is important to recognise why people do volunteer and therefore what people gain personally through vol-
unteering. These can be emphasised when recruiti ng volunteers for your organisati on. Some of the reasons 
could be:

Give back to the sport/ the organisati on• 
Use your skills and learn new skills• 
Social and family involvement• 
Develop new interests• 
Take on new responsibiliti es• 
Enable other people to parti cipate• 
Know that you’re making a diff erence; have a sense of personal achievement• 
Be part of a team• 
Build your self confi dence• 
Opportuniti es for personal development• 
Gain relevant experience• 
To have fun!• 

It is important to remember that volunteering should be two-way process, benefi ti ng both the organisati on 
and the individual volunteer. There are many volunteering opportuniti es available generally, how will your 
organisati on att ract and moti vate volunteers?
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Be enthusiasti c about your volunteering opportuniti es!• 
Every job is important enough to have a Job Descripti on.• 
Volunteers’ roles are regularly reviewed, and they are gradually encouraged to take on more responsibili-• 
ti es if they would like to.
Provide out of pocket expenses and training for volunteers.• 
Provide ‘Mentors’ or ‘Buddies’ to give new volunteers support and confi dence.• 
Have informal introductory/taster sessions before committi  ng.• 
Make sure that everyone in the organisati on understands and appreciates the volunteers’ roles.• 
Be clear about how the volunteers’ role fi ts in with the organisati on’s objecti ves.• 
Have regular social events for volunteers and make sure they are invited to general events.• 

Att racti ng and Moti vati ng Volunteers

It is also useful to consider how/where you will publicise your volunteering opportuniti es. Organisati ons will 
oft en recruit volunteers from their existi ng members, and parents of the children that att end. By promoti ng 
your volunteering opportuniti es more widely, you will immediately increase the numbers of potenti al volun-
teers that you are reaching and att ract people with a wide range of skills and experiences.

Produce leafl ets, fl yers and posters to display in your local area, for instance, libraries, community cen-• 
tres, health centres.
Adverti se in your organisati on newslett er- is there a local community paper? Maybe have a short arti cle • 
included in an issue, you could focus on a volunteer and their role (if they are happy to be involved in this 
way), for instance.
Find out what Volunteering Ireland has to off er. Website: www.volunteeringireland.ie• 
Think of any volunteer recruitment events that you can link in with. Or consider having a volunteer open • 
day at the organisati on.

Selecti on and Screening of Volunteers

Having a selecti on and screening process will help you to match the needs of your organisati on to the needs 
and skills of the volunteer. It would be counter-producti ve to both the volunteer and your organisati on to 
place someone in a positi on that was not appropriate for them. On some occasions, it may not be possible to 
off er a volunteering placement to someone. If this does happen, try to suggest an alternati ve, for instance, 
could they contact Volunteering Ireland for details of other volunteering opportuniti es?
Another important reason to have a screening process for all volunteers is when considering your ‘duty of 
care’ to the people that use and work in the organisati on. Other general points to consider when screening 
and/or selecti ng volunteers include:

See potenti al volunteers for an informal chat/interview• 
Ask all volunteers to complete an applicati on form.• 
Request two references prior to starti ng. These could be from previous work/volunteering or from some-• 
one who knows them well (although not family members!).
Undertake Garda vetti  ng if it is available to the sport and appropriate for the role. Ensure that all appli-• 
cants are aware that you will be doing this beforehand.
Consider having a Taster/Trial session at the organisati on beforehand, giving the volunteer and the or-• 
ganisati on a chance to fi nd out if they are suited to the work before committi  ng.



NGB SUPPORT KIT - Chapter FOUR VOLUNTEERS

91

Recruiti ng Volunteers

Before recruiti ng volunteers, the organisati on should review all jobs carried out within the organisati on, 
identi fying the tasks involved in each job and the ti mescale involved. People will be more willing to off er their 
ti me and support if they know exactly what is required.

Conduct a skills audit of people who would like to volunteer from your existi ng membership to fi nd out • 
what resources the organisati on already has
Have clear roles and expectati ons - produce job descripti ons and be clear about the ti me commitment • 
required (how many hours per week/month and over what period of ti me). There are some volunteer 
role descripti ons and agreement forms in the downloads and links secti on
Plan well ahead when recruiti ng volunteers, try not to leave it unti l the last minute!• 
Have a clear and consistent recruitment and selecti on process and make sure that enquiries are respond-• 
ed to promptly
Place the right volunteer in the right job - What role(s) is the volunteer interested in? Are their skills and • 
abiliti es suited to a parti cular role? Does the ti me commitment involved match up with their availability?
Appoint a ‘Volunteer Co-ordinator’ to ensure that volunteers are supported and co-ordinate the recruit-• 
ment, training and recogniti on of volunteers. This could be a role for more than one person, or even a 
team of people!
Ask current volunteers if they would like to be involved in the recruitment of new volunteers, for ex-• 
ample, help in publicising it, att ending recruitment fairs, showing potenti al volunteers round and telling 
them about the work.

Produce a nati onal informati on leafl et that explains how the organisati on operates and the range of jobs that 
need to be done. Look at what ti me each job would take to do.

Start looking in plenty of ti me. Allow people ti me to think about the commitment and, ideally, to shadow the 
person who is doing the job now. This will help them check that they really understand what is involved and 
whether or not they can do the job.

It may be benefi cial to have your annual recruitment meeti ngs/fair linked to a social event. In this case it 
would be handy to make sure that people know who to contact to:

Follow up their initi al interest• 
Find out more about the job• 
Know what steps to take next• 
Create regular opportuniti es for current volunteers, key offi  cers etc to meet new members• 
Make volunteering a conditi on of playing, even if people can only give one hour a month or help out once • 
a year with the maintenance programme
Ask members to complete a volunteering profi le form to help you gather informati on about the ti me they • 
might be able to give and any parti cular skills they can off er the organisati on. Use this database to match 
potenti al volunteers to role descriptors. Adapt your membership applicati on form to gather this informa-
ti on as people join. The fact that you are asking for this informati on might just prompt somebody to off er 
his/her help
Find out what ti me people have to give. Just imagine what 20 people, who can only give one or two hours • 
a month, could do
Challenge existi ng or traditi onal practi ces that might be off -putti  ng to new recruits. For example, have you • 
thought about job sharing? Just because a job has always been done by one person does not mean that it 
can’t be split into smaller parts and allocated to two or more people, who have the right skills, but maybe 
not much ti me to give
Ask people. Most volunteers say they were recruited because somebody asked them if they were inter-• 
ested in helping. This doesn’t mean just putti  ng up a noti ce. People like to be asked personally as they 
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feel more valued.
Ask current post-holders to identi fy people who might be interested in taking over from them. Encourage • 
them to involve others throughout the year, to let people fi nd out what is involved, but without any 
commitment.

Introduce a buddy or mentor system. This will encourage people to take on jobs, eases them in gently and 
oft en leads to them becoming a full volunteer. There are several advantages:

It provides a hand-over period from one post-holder to another• 
New volunteers can learn on the job and not be pushed in at the deep end• 
Shadowing or mentoring new volunteers provides for some degree of conti nuity• 
It off ers the opportunity to try the job before making a fi nal commitment• 
It encourages current post holders to feel happier about handing over their positi on because they can • 
infl uence their successor’s approach to the job

Think about the reasons why people volunteer their ti me - its a two-way process that benefi ts the volunteer 
as well as the organisati on. People volunteer to meet new people and make friends, to learn new skills or 
maybe to infl uence the way the organisati on is run. Try to match people with roles that sati sfy their needs as 
well as yours.

Look outside the organisati on - what about parents, partners of members, local schools or colleges where 
Sport Leaders courses are run? They need places for young leaders to practi ce their skills and to complete 
voluntary work.

Local newspapers oft en run Volunteers Needed columns maybe this could att ract somebody back into the 
sport?

The local volunteer centre will adverti se on your behalf and may be able to put you in touch with people with 
ti me on their hands and generic skills such as word-processing or public relati ons.

Volunteering is high on local and regional government agendas. Find out if your local authority has a Volun-
teer Coordinator. They will be able to tell you about any volunteer programmes operati ng locally and put you 
in touch with people who might have the ti me and skills you’re looking for.

Use your club or Nati onal Governing Body website. If it doesn’t have one, your local authority might be able 
to off er you a page on their website to promote your organisati on and adverti se volunteering opportuniti es.

Find out how you can use the NGB website to promote your club and its volunteering opportuniti es. Produce 
a press release that could be a news story.

Have an open recruitment policy. Many potenti al volunteers feel that they don’t fi t the profi le of a nati onal 
volunteer and so don’t off er to help.

Have a clear policy that encourages new people to take on voluntary roles. All vacancies should be adverti sed 
with clear role profi les to help volunteers assess their suitability for the task

The following kinds of things can be off -putti  ng:

Need to be a member for a long ti me• 
An expectati on that they should be good at / knowledgeable about the sport.• 
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A tendency for club management to be dominated by a specifi c gender• 
An expectati on that they should be of a certain age• 
Young people have a great deal to off er as volunteers, many have qualifi ed as sport leaders and adminis-• 
trators through programmes at school and have been involved in volunteering in community sport. How-
ever, they are oft en overlooked as potenti al volunteers because of misconcepti ons about their interest, 
skills, maturity or commitment
Volunteers should refl ect the membership profi le of the organisati on in terms of age, race, gender and • 
disability
Rocking the boat by pushing a long serving volunteer out of a job that they maybe should have handed • 
over long ago!

Use noti ce boards, newslett ers and word of mouth to publicise the need for more volunteers. So many na-
ti onal committ ees just assume that everybody knows what’s going on, but more than likely they won’t know 
what’s going on unless you tell them!

Take a hard look at the way you currently recruit volunteers. Many sport organisati ons are fi nding it increas-
ingly diffi  cult to recruit people to voluntary roles. However, this is because many of them sti ck with traditi onal 
recruitment methods (e.g. from within the paying membership).

Be prepared to innovate and think outside the box. There are more than likely lots of people on the periphery 
of your organisati on who have ti me and skills to off er and who would really enjoy being involved.

Support and Training Volunteers

In order to identi fy the organisati ons’ volunteer strengths and weaknesses it is important to speak to your 
members and your volunteers:

Do they feel well supported?• 
Do your volunteers feel valued?• 
Are they overworked?• 
Do they have too much responsibility?• 
Would they like to become more involved?• 
Are they off ered suitable training?• 

Use the feedback constructi vely and be recepti ve to the ideas volunteers may have for improvements. Sup-
port is fundamental to retaining your organisati on’s volunteers and ensuring that they remain interested and 
moti vated. There are many simple ways to support your volunteers:

Be approachable, open and honest• 
Have a named person available who the volunteer knows they can go to with any problems or queries• 
Find out what the volunteer wants from the organizati on• 
Ensure good communicati ons• 
Recruit many volunteers to spread the workload• 
Provide opportuniti es for fun and socialising• 
Provide feedback and review training and support needs• 
Recognise other commitments, families, jobs etc• 
Make all volunteers feel part of the team• 
Recognise concerns and discuss ways to get around problem areas.• 
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Training for Volunteers

Training is an integral part of the support and recogniti on that all organisati ons should give their volunteers. 
By providing external or internal training for volunteers they should feel more moti vated and confi dent to 
carry out their tasks eff ecti vely. Training for volunteer’s ranges from club qualifi cati ons in coaching provided 
by the Nati onal Governing Bodies (NGB), through to generic workshops such as those provided by Coaching 
Ireland where a certi fi cate of att endance is issued.

Internal organisati on training

The organisati on can provide its own training and support for volunteers by implementi ng some of the 
following:

Provide a proper organisati onal inducti on and organisati on informati on pack• 
Explain the aims of the organisati on and their rights and responsibiliti es as a volunteer• 
Inform them of all organisati on policies and handbook: Consti tuti on, Code of Conduct, Fair Play, Ethics, • 
Child Protecti on, Equal Opportuniti es, Health & Safety, Emergency & Accident Procedures
Encourage new volunteers to ‘shadow’ committ ee offi  cers, administrators or coaches• 
Introduce new volunteers to current organisati on staff • 
Review volunteers’ training needs on a regular basis• 
Involve volunteers in external training opportuniti es i.e. Coaching Ireland & ISC workshops.• 

 

Recognising and Rewarding Volunteers

It is vital that the organisati on shows volunteers that they are fully appreciated. This should form part of your 
volunteer policy.

Thank volunteers - personal praise during the programme/at committ ee meeti ngs/lett ers of thanks. Try to • 
refer to something specifi c when thanking volunteers, it shows that you have noti ced what they’ve been 
doing!
Ensure that all volunteers feel valued, regardless of their role within their organisati on• 
Appoint a Volunteer Co-ordinator, or more than one to share the tasks! Acknowledge your volunteers (by • 
name) in your organisati onal programme, newslett ers and noti ceboard
Run Newslett er features about people behind the scenes• 
An excellent example of this is done by Badminton (see links and downloads)• 
Present an award for the Volunteer of the Year, or Long Service (this could be done during Volunteers’ • 
Week in June, perhaps?)
Provide refreshments for volunteers• 
Re-imburse out of pocket expenses, for example, travel. Encourage all volunteers to take up expenses • 
so that those who really need to do not feel sti gmati sed. Have clear guidelines on what expenses will be 
paid e.g. mileage/public transport, meals. Those who do not wish to keep their expenses can re-pay them 
as a donati on to the organisati on.

Potenti al Barriers to Volunteering

It is important that the organisati on understands the potenti al barriers to volunteering and considers positi ve 
strategies to remove these. This will increase your potenti al to recruit new volunteers and help to ensure that 
your current volunteers are happy.
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Potenti al Barriers Soluti on 

People don’t have the 
ti me to give, volunteering 
takes up too much ti me

Review volunteer roles, could the tasks be split into more than one role or • 
done on a rota basis?
Check out people’s percepti on of the ti me commitment involved - is it ac-• 
curate? Ensure that this is made clear

Lack of confi dence

Ensure that volunteers are given appropriate support. This could be • 
through a member of staff  or creati ng new roles for more experienced 
volunteers as mentors.
Try to provide training and inducti on for volunteers.• 

Parents only interested 
while their children are 
involved. 

Have regular recruitment drives for volunteers to ensure that you have • 
new volunteers steadily coming through.
Agree a minimum length of ti me for people to volunteer, for example 6 • 
months.

Too much bureaucracy
Check what specifi cally is putti  ng people off  - it could be a misunderstand-• 
ing (clarify, if this is the case).
If it is something specifi c, look at ways to reduce the barriers created.• 

Too many demands on the 
volunteer/too many jobs 
to do

Review volunteer tasks, have clear job descripti ons with details of ti me • 
commitment needed.
Consider breaking the tasks into more than one role.• 
Have a recruitment drive to increase your volunteer team.• 

Lack of volunteer manage-
ment/appreciati on from 
the organisati on

Agree who will be responsible for volunteer support/supervision.• 
Ensure that volunteers have positi ve feedback about their work and are • 
thanked. All staff  should be aware of this.
Ensure that volunteers are encouraged to discuss any concerns or issues • 
and know who they can speak to.

Out of pocket
Aim to provide out of pocket expenses eg. Travel, for all volunteers.• 
If this is diffi  cult because of fi nances, look into the possibility of applying • 
for funding to cover this.

Lack of awareness about 
volunteering opportuni-
ti es

Publicise and promote volunteering opportuniti es.• 
Contact Volunteering Ireland and register your volunteering opportuniti es • 
with them.

Insurance for Volunteers

All volunteers should be insured when carrying out their work within your organisati on. Insurance cover is the 
main fi nancial provision in the event of accidents to, or by volunteers in the course of their voluntary work. 
If your organisati on does not provide adequate insurance protecti on, it may fi nd itself in fi nancial jeopardy 
should an incident occur and a legal claim is made.

Make volunteers aware of the type of insurance in place and what this covers, including any restricti ons. En-
sure that volunteers understand and work within their task descripti on and that the insurance company has 
details of all the volunteer roles.

If you have volunteer drivers, confi rm that their car insurance covers them when using their car for this pur-
pose. If volunteers are driving vehicles owned by the organisati on, check that there is appropriate insurance 
cover. Regularly update your insurance details, adding any changes. Check out if there are age restricti ons for 
volunteers with your insurance.
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4.1 Downloads & Links

Download(s):

Event Volunteer Services Co-ordinator• 
Regional Volunteer Team March 2008• 
Volunteer Eligibility Registrati on• 
Volunteer Services Co-ordinator Checklist for Event• 
Volunteering In Sport• 

 

Links

Volunteering Ireland • 
htt p://www.volunteeringireland.ie
Sport England• 
htt p://www.sportengland.org/running_sport

Case Studies:

Badminton Ireland Awards Informati on 2009• 
Badminton Ireland Press Release• 
Badminton Ireland Volunteer of the Year Form• 
Badminton Ireland Young Volunteer Nominati on Form• 
Mayo Local Sports Partnership – Volunteering in Sport Booklet• 

http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/4_Volunteers/4_1_Downloads_Links/Event_Volunteer_Services_Coordinator.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/4_Volunteers/4_1_Downloads_Links/Regional_Volunteer_TEAM_March.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/4_Volunteers/4_1_Downloads_Links/Volunteer_Eligibility_Registration.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/4_Volunteers/4_1_Downloads_Links/Volunteer_Services_Coord_checklist_for_event.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/4_Volunteers/4_1_Downloads_Links/Volunteering_in_Sport-PR.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/4_Volunteers/4_1_Downloads_Links/Badminton_Ireland_Awards_Information.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/4_Volunteers/4_1_Downloads_Links/Ireland_Press_Release.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/4_Volunteers/4_1_Downloads_Links/Badminton_Ireland_Volunteer_of_the_Year.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/4_Volunteers/4_1_Downloads_Links/Badminton_Ireland_YOUNG_Volunteer_Nomination_Form.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/4_Volunteers/4_1_Downloads_Links/Volunteering_in_Sport_Booklet.pdf
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5. Strategic Planning

Introducti on

This secti on off ers informati on and advice about a very important piece to a Nati onal Governing Bodies 
(NGBs) success - having a quality strategic plan. This chapter looks at why having a strategic plan is important, 
the key steps in developing a strategic plan and how to analyse its eff ecti veness. Also included in the down-
loads are a number of example strategic plans from various NGBs as well as a set of guidelines for developing 
your next strategic plan.

Rati onale

In the Irish Sports Council’s Statement of Strategy, Building Sport for Life, we have defi ned our mission as 
planning, leading and co-ordinati ng the sustainable development of sport in Ireland. One of the prioriti es is 
facilitati ng the development of sporti ng bodies through capacity and capability building within those bodies. 
It is in this context that the Irish Sports Council has fostered the development of strategic planning in NGBs to 
assist them in delivering on their key goals in an eff ecti ve and structured manner.

NGBs do not deliver their sports in a vacuum. There are many thousands of dedicated volunteers in local 
clubs and communiti es supporti ng and administering sport. Without them, sport could not exist.

In conjuncti on with their volunteer base, many NGBs are now moving from the volunteer base to one with 
full ti me professional staff . This provides many challenges to organisati ons but also allows them to become 
more strategic and professional in the delivery of their sports to their members.

The priority of NGBs is to increase access to opportuniti es for parti cipati on in sport for all as well as develop-
ing pathways for athletes towards excellence. NGBs are also responsible for the governance of their sport and 
ensuring that their organisati on is run in a democrati c and strategic manner that is in the best interest of their 
members..

This resource has been produced by the Irish Sports Council to assist NGBs to undertake the strategic plan-
ning process. It is based on practi cal advice for facilitati ng the process as well as providing a template of how 
the strategy should be drawn together.

Glossary of Key Terms

Nati onal Governing Bodies (NGBs): These are the Nati onal Bodies, affi  liated to the European and World • 
Governing Bodies for that sport, set up to govern and deliver the sport to their members.

A Board of Directors, made up from representati ves of the membership, elected at an AGM in line with • 
the Rules and Regulati ons of the organisati on.

Strategic Planning: The process whereby the interested parti es in the NGB discuss, agree and describe • 
what is best for their sport and what steps they will take to progress its development.

Vision: It represents the ulti mate aim. The members need a vision of what their NGB should be like at • 
some point in the future. However, visions must also be realisti c. A vision should therefore be challeng-
ing but ulti mately achievable and refl ect the parti cular nature of the organisati on. A NGB should seek to 
“sell” its vision to its internal and external stakeholders so that they can help to achieve it.
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Mission: The mission of a Governing Body sets out simply what it will do to achieve its vision. Everything • 
the NGB does, or wants to do, should be tested against its agreed mission and anything that does not fi t 
the mission should not be progressed.

Core values: The “things we believe in” are our core values. Many people believe in honesty, for example, • 
while others are happy to do dishonest things in order to make money. Typical examples of NGB core 
values include equality of opportunity; social inclusion; fair play; quality training; excellence in standards 
and that sport should be valued for its own sake rather for some other reason.

Goals are a key foundati on for the NGB’s strategic plan. They are long term aspirati ons, which will lead • 
to the achievement of the vision and are compati ble with the mission. Goals are diffi  cult to quanti fy so 
it can be diffi  cult to say if they have been fully achieved; alternati vely, it is always possible to do bett er 
against them. Typical goals might be “to promote more parti cipati on” or “to develop a more effi  cient 
training structure at local level”.

Objecti ves are things the NGB will set out to achieve which, if successful, will contribute to the achieve-• 
ment of goals. There may be several objecti ves related to one goal. For example, a goal of promoti ng 
more parti cipati on might lead to a series of objecti ves such as:
 - To run a club development programme
 - To promote the “sport for all” ethos
 - To develop links between local schools and clubs

Performance indicators are used to measure whether the NGB is being successful in relati on to its objec-• 
ti ves. A performance indicator relati ng to an objecti ve of encouraging existi ng clubs to parti cipate in a 
club development programme will be the number of clubs parti cipati ng this year, next year and so on.

Targets relate directly to performance indicators. They are measurable, realisable, specifi c and cover a set • 
ti me period. A target might be to have ten clubs parti cipate in the development programme in the next 
year and another ten to do so the year aft er.

Stakeholders are people or organisati ons who will be aff ected by the NGB and what it does and may be • 
interested in working with it. Stakeholders can be internal or external.

Internal stakeholders are people, groups and agencies who are part of the NGB with an interest in how • 
it goes about its work and what it does. For NGBs, the main internal stakeholders are usually members, 
offi  cials and coaches, athletes, local sporti ng clubs/organisati ons, local community and voluntary groups 
and the local people. These groups and individuals can also be described as the members of the NGB.

External stakeholders are people who are not members of the NGB but interested in what it does or af-• 
fected by it. They may include Internati onal Federati ons, facility owners and providers, the media, spon-
sors, the Irish Sports Council and Government Departments/agencies.

SWOT Analysis is used to identi fy the strengths, weaknesses, opportuniti es and threats facing the organi-• 
sati on. Looking at the NGB in this way helps to create a picture of the current state of play and is oft en 
useful in deciding a plan of acti on.
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5.1 Strategic Planning and NGBs
(Australian Sports Commission, Planning in Sport)

Introducti on

The basic concepts of strategic planning are:

Decide what you want to achieve - your mission and related goals• 
Agree the rules of the game - your principles or core values• 
Set measurable objecti ves which will contribute to the achievement of your mission and goals• 
Decide how to go about delivering the objecti ves - your tacti cs or acti on plan• 
Communicate the proposed mission, goals, objecti ves and acti on plan to everyone who needs to know • 
them
Review and change the acti on plan as necessary to ensure it delivers the aims and objecti ves as • 
eff ecti vely as possible

Strategic planning for all NGBs will follow the same broad approach. It’s a process based on relevant informa-
ti on and common sense, and does not require specialist experti se.

There are three types of sports organisati on:

Those that wonder what is happening• 
Those that watch what is happening• 
Those that make things happen• 

 

At the outset, approaching the preparati on of a strategic plan can seem a prett y daunti ng task. It’s easy to 
gather a mass of informati on - but diffi  cult to use that informati on in a constructi ve way to produce a clear 
and simple plan. It’s easy to think that many of the problems faced by NGBs are outside their control - but dif-
fi cult to fi nd ways of taking greater charge of their own desti ny. These guidelines are designed to help NGBs 
through the process to produce a viable programme of work that is supported by all involved in the organisa-
ti on. Put simply, the purpose of this guide is to help. However, as each NGB will operate in a diff erent arena 
and with a diff erent set of prioriti es there is a need to adapt them to each NGB’s own circumstances.

Each NGB should seek to fi nd a method, format and outcomes, which suit its own parti cular needs and stage 
of development. The NGBs should also take the opportunity to discuss the development of their planning 
process with the Irish Sports Council at regular intervals.

Why Do NGBs Need a Strategic Plan?

The main reason NGBs need a strategic plan, is to help them become eff ecti ve so they can provide real lead-
ership and co-ordinati on for sport in their area.

Sport in Ireland is changing rapidly and set to change a lot more over the next decade. Future changes cannot 
always be foreseen and because of this some agencies, groups or individuals might questi on the sanity of 
spending ti me looking for a vision for the NGB in the long term. NGBs can look at examples from other sec-
tors and see that organisati ons that have not planned who have ended up “fi re-fi ghti ng” and never getti  ng on 
with their core business. 
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That is why NGBs should have a strategic plan to help them concentrate on the long term interest of their 
sport rather than have to react conti nually to things over which they have no control. If the NGB does not 
provide the leadership, which is needed, their sport will suff er. Moreover, implementi ng the plan will direct 
the work of the NGB and its executi ve. 

There will always be a limit on the amount of cash and resources available to the NGB to do all the things 
they would like to be able to do. The NGB should use its strategic plan as a “window display” for the work 
that it will carry out and so the plan should assist in att racti ng resources from partners or sponsors at local 
level. Strategic planning identi fi es those things, which will deliver desirable long-term results most eff ecti vely.

There’s an old maxim - usually referred to as either the Law of Diminishing Returns or Pareto’s Law - that 20% 
of the eff ort generates 80% of the results in any organisati on. Conversely, 80% of the eff ort generates 20% of 
the results. Eff ecti ve strategic planning aims to identi fy and concentrate on the 20% eff ort and 80% results, 
not the other way round. This is the very reason that the Irish Sports Council has chosen to spend its funding 
on creati ng NGBs to facilitate and co-ordinate the eff orts of those involved in sport at local level.

NGBs are not alone in having to make do with inadequate resources. Almost every organisati on has a limit 
on resources available to them, including the Irish Sports Council! To counteract any shortf all, strong partner-
ships are needed. So the fourth reason for having a strategic plan is to build eff ecti ve partnerships. An eff ec-
ti ve partnership is one in which each partner achieves more than would have been possible alone. However, 
partnerships are easiest to form when each partner has clear objecti ves and short and medium term priori-
ti es. 

It follows that NGBs wishing to work in partnership will have to know exactly what they want to achieve for 
their own areas of operati on and the resources they will have available. There may even be instances where 
diff erent NGBs can work in partnership to achieve goals common to both.

The Irish Sports Council does not so much want as need NGBs to have eff ecti ve strategic plans for the follow-
ing reasons:

To maximise the impact of all the work done by local clubs/organisati ons over the years in order to build • 
an eff ecti ve support infrastructure for Irish sport at nati onal level
NGBs are key partners in the job of breaking down barriers and increasing parti cipati on in sport, not • 
only the number of people but also their conti nued parti cipati on throughout their lives. This can only 
be achieved by the Irish Sports Council working in partnership with NGBs. The Irish Sports Council needs 
NGBs to be strong, dynamic, strategic organisati ons providing leadership to and enjoying widespread sup-
port from their target groups and members
Irish Sports Council is accountable to government for the use of state funding allocated to sport. In order • 
to be able to make the case for more funding for sport it will have to be able to demonstrate that both it 
and its partners are eff ecti ve. That can only be done when there is clarity in what the Irish Sports Council 
and NGBs are trying to achieve and how the impact of their work can be measured
It needs to concentrate its limited resources on delivering the objecti ves set for it by government and • 
its own policy prioriti es. Therefore it needs to know how and what NGBs plan to deliver and the support 
they will need.

 
“There ain’t no such things as a free lunch”  - 

(Crane’s Law) Arthur Bloch, The Complete Murphy’s Laws: A Defi niti ve Collecti on

It follows from this that NGBs preparing a strategic plan do not start with a completely blank sheet of paper. 
Instead, from the start they should seek to develop their partnership with the Irish Sports Council and pro-
mote mutual understanding of missions, goals, responsibiliti es, resources and strengths. Each NGB’s strate-
gic plan should respond to the needs of its own area but also take into account Irish Sports Council policies 
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parti cularly those relati ng to parti cipati on, inclusion and specifi c target groups. The Irish Sports Council’s role 
is to work with NGBs in order to make sustainable diff erences to Irish sport. It is the role of the NGBs to dem-
onstrate that they are delivering results in an eff ecti ve manner. This means that their strategic plans must set 
out clearly what they plan to achieve, how, when and at what cost.

“The best way to anti cipate the future is to invent it” - Rosabeth May Kanter, When Giants Learn to Dance

What Should NGBs Expect Their Strategic Plan to Deliver?

Ulti mately, NGBs’ strategic plans should deliver results. Those results must refl ect and relate to Government 
and Irish Sports Council policies and prioriti es but should not be based only on them. They should also take 
into account the policies and strategies of other agencies both nati onal and local. A key strategy to be borne 
in mind will be the 3-year strategy of the Irish Sports Council. NGBs should also be aware of central govern-
ment policies in relati on to target groups in their areas. It follows that the NGB’s strategic plan must deliver:

A vision and mission based on consensus, shared values and agreed prioriti es - a clearly defi ned purpose, • 
expressed in a way that all those involved in the NGB understand and wholeheartedly support
A clear statement of realisti c objecti ves with achievable outcomes and how they will be delivered and • 
measured - in other words, an acti on plan with clear targets
Long term sustainability: all programmes developed and provided through the NGB should be sustainable • 
and in line with the long-term plans for the sport.

If the implementati on of a strategic plan delivers results there will be a need to review and amend it from 
ti me to ti me to refl ect changing circumstances and build on success. If it doesn’t, there will be an even more 
obvious need to review it. This means that strategic planning is:

A dynamic, ongoing and systemati c process which is never “fi nished”• 
A way of building consensus and shared ownership on what consti tutes a “desirable future” and how to • 
achieve it, giving real purpose to the partnership
A working tool to focus on outcomes over a defi ned period, using hard facts wherever possible• 
A way of building eff ecti ve interacti on with other bodies• 

And is not:

Needed purely to get funding and therefore determined almost completely by the policies, requirements • 
or assumed expectati ons of funding bodies
An occasional burst of acti vity• 
An unrealisti c wish list for some ti me in the future• 
Restricti ve - it can be changed to suit changing circumstances• 
A panacea for all problems• 
Good in theory but useless in practi ce• 
Something which takes forever• 
A large book, which sits on a shelf or in a drawer• 

The best plans are short and simple - most people cannot be bothered to read long, involved documents and 
implemented.
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When Should NGBs Discuss their Strategic Plan with the Irish Sports Council?

NGBs should keep the Irish Sports Council apprised of progress at each stage of the strategic planning pro-
cess. The NGBs are a key delivery mechanism identi fi ed in the Irish Sports Council Strategy. As a result, it 
is important that their strategies are informed of new developments at nati onal level. Therefore, the Irish 
Sports Council and NGBs should be in regular contact at all stages in the planning process.

Each NGB will decide on how it wants to proceed with its strategic planning. However, in terms of progressing 
in line with Government and Irish Sports Council policy prioriti es and in the context of the need to create real 
working partnerships, NGBs should contact the Irish Sports Council:

Before the start of the process: at this point the Irish Sports Council will ensure that the NGB is fully • 
aware of Government and Irish Sports Council policy. This is the context in which the plan will be set and 
should be kept in mind throughout the strategic planning process.
Each NGB should be aware of the prioriti es for its member organisati ons and should familiarise itself with • 
their plans and objecti ves.
In the course of development: perhaps aft er the fi rst draft  to discuss “without prejudice” progress made, • 
so that the NGB gets as much advice as possible from an Irish Sports Council perspecti ve. These discus-
sions should provide NGBs with the opportunity to present how it sees itself developing. In turn, this will 
help to create an eff ecti ve working relati onship between the Irish Sports Council and the NGB as the NGB 
adopts and works to deliver on targets set out in its plan. It is important for the NGB to engage in on-
going consultati on and discussion with its partners and the local community. There should also be special 
dedicated eff orts to facilitate the input of marginalized and disadvantaged groups.
At the ti me of submitti  ng its applicati on for core and challenge funding the strategic planning process will • 
have helped NGBs to focus on goals, targets and evaluati on systems. Coupled with the work carried out in 
the planning process, NGBs should have clear expectati ons of the level of Irish Sports Council support for 
their plans. They should also include the levels of input required from partners to ensure the plan can be 
implemented.

5.2 Managing Change

Key Principles

“Where there’s a will, there’s a want” (Gaulti eri’s Law of Inerti a)

Arthur Block, Murphy’s Law Book Three: Wrong Reasons Why Things Go More, whatever approach a parti cu-
lar NGB takes to the preparati on of its strategic plan, there are a number of key principles it should bear in 
mind from the start.

“The business that is not being purposefully led in a clear directi on which is understood by its people is not 
going to survive” - Sir John Harvey-Jones, Making it Happen: Refl ecti ons on Leadership

First, • the leadership of the NGB has to be committ ed to the planning process and the eventual plan right 
from the outset. If they sit on the fence unti l it is fi nished, and then pick and choose the bits they like, 
the plan is probably doomed. It’s also the case that if there is no commitment to the plan from the start, 
those in positi ons of authority may feel they don’t have to argue their case fully during the planning pro-
cess because they can ti nker with the fi nal plan later
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Second, • the process must be an inclusive one, which involves all key stakeholders including the member-
ship. Canvassing the views of partners and members and involving them in key decisions can be diffi  cult 
and people may have diffi  culty in making constructi ve suggesti ons for the future. This is parti cularly the 
case when clubs and other stakeholders doubt that real change is about to happen. If all the elements of 
the NGB can be persuaded that a strategic plan really will deliver the proposed outcomes this suspicion 
can be overcome. NGBs have responsibiliti es relati ng to the general development of sport amongst cur-
rent non-parti cipants. These guidelines have already emphasised the importance of working in part-
nership whenever possible. Potenti al partner agencies (sponsors, private facility operators, etc) can be 
regarded as NGB “stakeholders”: what they do will aff ect, or be aff ected by, the work of the NGB. There-
fore it makes sense to bring them into the process, parti cularly as they can also off er a useful external 
perspecti ve and diff erent experience. The more that an NGB can base its planning on wide consultati on 
the bett er.  “Any organisati on, which has been through an eff ecti ve planning process can throw away its 
plan because everyone should know what is in it, why and be keen to implement it.” - American manage-
ment guru Tom Peters

Third,•  the process is more important than the agreed plan document - which, for some people, can 
almost be the purpose of the process. It is the process of preparing the plan that generates consensus 
and shared ownership, not the fi nal printed document, however good it may be. This reinforces the need 
for an inclusive planning process. A key role for the Strategic Planning Committ ee will be to facilitate this 
process and ensure that all views are taken on board

Fourth• , what really matt ers are the results achieved as a result of the planning process and implement-
ing the plan. A strategic plan is not prepared for its own sake, but to determine and deliver desired 
outcomes. Desired outcomes for the NGBs would include improved opportuniti es for parti cipati on and 
bett er educati onal opportuniti es for volunteers and staff . It is also important to bear in mind that the new 
developments are sustainable and that the outcomes will benefi t the sport in the wider sense

Fift h• , the process takes considerable ti me and eff ort but should be based on common sense and not over-
complicated or reliant on management jargon. The ti me spent on the planning process is ti me well spent 
if it ensures that the plan produced is truly representati ve of the interests of the local area

Sixth• , there is no single, “correct” way to produce a strategic plan; diff erent NGBs have diff erent needs, 
face diff erent problems and have diff erent resources and skills

The experience of the Irish Sports Council will prove very benefi cial to NGBs in fi guring out what method 
works best for a sport of their demographics and profi le.

Lastly, the NGB should be aware of the need for it to proof its strategic plan in relati on to inclusion, equality, 
social, economic and cultural policies.

The proofi ng process involves ensuring that key topics and themes are explicitly taken into account in a Strat-
egy. There should be an element of formality in terms of both process and a record of its having occurred. 
Proofi ng should occur over the period of preparati on and should be built into implementati on, monitoring 
and evaluati on. The Irish Sports Council has been involved in the proofi ng process when developing their own 
plans and therefore, their experience will inform the work of the planning team of the NGB. “The strategy 
was prepared over the course of a three month period by a strategy team, representati ve of various grades 
and work areas in the Department, set up to oversee and drive the process. Senior management at head of 
division level met on a number of occasions and discussed mandate, mission, stakeholders, customer/client 
expectati ons and environmental issues. Subsequently there was an extensive consultati on process with all 
members of staff . Workshops, with independent facilitators, allowed staff  in each division to challenge and 
build upon the work already initi ated by the strategy team and senior management.” 

Department of Tourism, Sport and Recreati on, Statement of Strategy 1998-2001
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Who Should Prepare the Strategic Plan?

Each NGB has to adapt the methods described in these guidelines to suit its own needs. It is accepted that 
strategic planning must involve wide-scale consultati on to reinforce the partnership’s sense of ownership. The 
plan should not be prepared by one or two offi  ce-bearers or specialist “experts” working in isolati on; if it is, 
the plan will almost certainly lack the support required for its successful implementati on.

The best approach may be to create a small planning team, with a specifi c individual given the job of draft ing 
the plan. The role of the planning team is very much an overseeing one, as it should not undertake the work 
itself. Its job is to be a sounding board; identi fy individuals or organisati ons that should be consulted; prevent 
the plan heading off  on irrelevant tangents; monitoring progress; and keeping their membership informed.

The planning team should be a sub-committ ee of the Board of Directors. The planning team should carry out 
their work under the general superintendence and control of the Board.

The Use of External Facilitators

External facilitators can be used in two main ways. The fi rst is to appoint consultants to work for the NGB and 
prepare a draft  plan for it to consider. This will almost never be successful. The consultant will be objecti ve, 
certainly, but this approach does not lend itself to building the shared ownership of the plan, which is essen-
ti al to success.

Moreover, however good or bad the plan may be, it will be too easy for those who do not like “the consul-
tant’s plan” for some reason - for example, it may threaten their positi on - to argue that it will not deliver the 
required results or does not refl ect the NGB’s views adequately and therefore should be ignored. In these 
circumstances the money spent on the consultant will be wasted.

The second approach is to use an independent facilitator to help the NGB shape its thinking (but not do that 
thinking) and prepare its plan. This approach is likely to be more successful as an independent outsider will 
assist the plan preparati on but remain under the control of the NGB. This approach was used by the Irish 
Sports Council to assist in the preparati on of its strategy, Building Sport for Life. If the NGB decides to appoint 
an external facilitator they should consult with the Irish Sports Council before and at the ti me of the appoint-
ment.

The advantages of using an independent facilitator in this way are usually:

Outsiders are objecti ve and do not bring with them “past baggage”• 
Outsiders may not know (and may well be uninterested) in fi ne detail but should be able to identi fy key • 
issues
Outsiders’ involvement is ti me-limited and so they can open up cans of worms, which will not be popular • 
with some individuals - although others may heave a sigh of relief
Outsiders provide a focus for fostering change and may well have relevant experience of how other or-• 
ganisati ons operate
Outsiders are a temporary extra resource for the NGB, not involved in day-to-day administrati on and • 
therefore able to spend ti me thinking, talking and facilitati ng the planning process.
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5.3 The Strategic Planning Process

Introducti on

All strategic plans have three basic elements:

Where are we today? - the starti ng point for the plan
Where do we want to be at some ti me in the future? - the vision, mission, goals and objecti ves
How do we get there? - the acti on plan
The process of actually producing a plan isn’t so easily structured under these three headings; for example, 
they do not obviously include a means of getti  ng a plan adopted or a regular review of it. One answer is to 
follow a seven-step process:

Plan the plan• 
Analysis• 
Planning Workshop• 
Synthesis• 
Consultati on and adopti on• 
Implementati on• 
Review• 

The process, and the role of the various “key players” involved in it, is summarised in the sub chapters.

Step 1: Plan the Plan

Before the work of actually producing the plan can really start, a number of key decisions have to be taken. 
These decisions will aff ect the eventual outcome, so they require careful considerati on:

The compositi on of the “planning team”: the last secti on suggested the creati on of a team to oversee the • 
planning process. This should be a group of no more than about half a dozen people - more than this and 
it can be very diffi  cult to arrange meeti ngs - who are committ ed to the long term good of the NGB. Ide-
ally, they should have no personal axes to grind: they are on the planning team to represent the area as a 
whole, not a parti cular interest group/sport
How the plan is going to be prepared: at the outset it is important to determine whether the plan prepa-• 
rati on is to be done completely “in-house” or will involve an external facilitator and the broad approach 
to be adopted. This guide is intended as a template, which NGBs can adapt to their own parti cular needs
Identi fy key internal stakeholders: NGBs have a number of internal stakeholders who will be aff ected • 
directly by the planning process and outcomes of the plan. These will include:
-  the NGB’s partners
- Its members
- Professional staff : NGB staff  is likely to be aff ected by the preparati on of a strategic plan. Staff  must be 
included in the process, otherwise they might gain the impression the plan is being prepared behind her/ 
his back
- Others (this is dependent on specifi c NGB circumstances)
Decide on the key external stakeholders: NGBs also have external stakeholders - the organisati ons with • 
which they interact such as clubs, sponsors, the Irish Sports Council and Government Departments. In ad-
diti on, if there are outside organisati ons with which the NGB is likely to wish to work in partnership, it will 
oft en help to bring them in to the planning process. In many instances external stakeholders will not wish 
to be involved on an ongoing basis but this does not mean they should be ignored
Set a broad ti metable for the planning process: preparing a strategic plan nearly always takes longer than • 
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expected at the outset, so build some “fl oat” ti me into any programme for the preparati on of a plan. 
When setti  ng the overall programme, the key dates on which to base the plan ti metable are usually:
- The end of the fi nancial year: the best ti me to start implementi ng a new strategic plan is at the begin-
ning of an ISC funding year. This allows an existi ng budget to conti nue while the plan and related new 
budget are prepared
- When the NGB has to submit its plan to the Irish Sports Council. Any deadline set by the Council will 
obviously be a criti cal date to take into account when planning the plan. Any NGB will want to ensure 
that the Irish Sports Council will be willing to support its plan before submitti  ng it. Accordingly it will be 
imperati ve to discuss the plan as it evolves with the Irish Sports Council and the Guidelines indicate ap-
propriate stages in the planning process to do this.

The other key elements of Step 1 are:

Give a commitment to implement the plan before it is started; this will demonstrate to the community • 
and Irish Sports Council that the NGB is taking the planning process seriously. In turn, this should help to 
bring people into the process because they realise that change is possible
Let all elements of the NGB know about the proposal to prepare a strategic plan, the make-up of the • 
planning team, why the plan is needed, the ti metable for its producti on and invite contributi ons. It is 
almost inevitable that rumours about the content of the plan will start and the planning team should be 
open and the process transparent right from the start
Ensure that the existi ng administrati ve structure is able to “keep the show on the road” during the plan-• 
ning process.

Step 2: Analysis

The fi rst step in the actual plan preparati on is to prepare a statement of “where we are today”. As much as 
possible, this should be factual, although conclusions and trends should also be included. The analysis should 
relate to both the external context within which the NGB operates and its own internal policies and those 
of its partners. The Irish Sports Council will be in a positi on to contribute to this work from a nati onal policy 
perspecti ve. Its overall purpose is to set the scene for the remainder of the planning process. It does this by 
identi fying the context within which the plan will be set; taking stock of what the NGB will do, and summaris-
ing the key issues the strategic plan must tackle.

2A: The External Context

No plan exists in isolati on; instead, it is set in a parti cular context and should be part of a “cascade” of plans, 
which should inter-relate and reinforce each other. This cascade is both “top down” and “bott om up”. In top 
down terms, for example, the policies and prioriti es in the Irish Sports Council’s Building Sport for Life (2005) 
set the context for the Council’s policies; these then set the context for NGB plans; and they then set the 
context for members’/clubs’ plans. However, NGBs will have to obtain the support not only of the Irish Sports 
Council but also of their partners and forum for their plan and therefore will have to take full account of their 
wishes when preparing it - the bott om up part of the planning cascade. This may seem very bureaucrati c at 
fi rst, but is actually common sense because ulti mately it means everyone should be pulling in the same direc-
ti on.

Irish Sports Council strategy and policies• 
NGB Strategic Plans• 
Members’ and Clubs’ expectati ons• 
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There is no need for the external analysis to be long or complex: a bullet point summary of no more than 
about a dozen key points which the NGB should take on board is usually adequate. One way of structuring 
them is under four headings in a “PEST” analysis:

Politi cal factors such as the government’s commitment to increasing parti cipati on in sport by those who are 
disadvantaged for some reason, parti cularly young people, and its desire for greater accountability in volun-
tary bodies 

Economic factors such as the potenti al sport off ers to create employment or work with tourism interests.
Social factors such as the changing role of work patt erns or emerging health concerns such as obesity in chil-
dren

Technological factors such as competi ti on from computer games for children’s ti me and the impact of the 
internet and e-mail on NGB administrati on

It can be useful to follow each bullet point in a PEST analysis by its implicati on for the NGB: for example, one 
implicati on of changing work patt erns is that there may be scope to develop coaching courses for adult par-
ti cipants during normal working hours.

2B: Internal Analysis

The internal analysis, perhaps paradoxically, can be a lot more diffi  cult; certainly it should be wide-ranging 
and cover all the current work of the partners in the NGB. Again, the analysis need not be long-winded and 
can be prepared in bullet point form. But it must build up to a factually based, wholly objecti ve and, if neces-
sary, brutally frank picture of the NGB.

Wherever possible, basic facts and fi gures should relate to the way in which the NGB is structured. This will 
also allow the NGB to identi fy trends over ti me and benchmark its performance against other NGBs. The main 
areas to review are described below.

Established mission, aims and objecti ves

Every NGB should have a statement in its Memorandum and Arti cles of its “objects” - the reasons why it ex-
ists.

Basic facts and fi gures

Current data for the organisati on will have been collated during the planning process of the NGB. This infor-
mati on will be useful to the NGB in identi fying target groups/areas that should be focussed on in the future 
through the strategic plan.

Baseline fi gures on parti cipati on levels in the organisati on.• 
Club membership fi gures• 
Demographic informati on relati ng to gender and age breakdown, socio-economic groups and the preva-• 
lence of people with a disability in the local community
The number of clubs, coaches and leaders• 

Stakeholder views

NGBs may have many stakeholders, each with a view of what it should be doing and how it is currently per-
orming. This can be gauged by:
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Undertaking a questi onnaire survey of stakeholders• 
NGB database/wealth of experience• 
Arranging roadshows or consultati on meeti ngs• 
Establishing the views of external stakeholders and the potenti al for developing partnerships with them• 

Volunteering

The Irish Sports Council is aware that it is becoming more and more diffi  cult to att ract volunteers and that 
some NGBs may wish to address this in their strategic plan. As a result, NGBs may need to review trends in 
volunteering to identi fy the extent to which new volunteers are coming forward and, if there is a problem, 
why this is so.

Faciliti es

Most sports require faciliti es but Ireland is only beginning to build a good range of faciliti es. Review the provi-
sion of faciliti es - for example, their quanti ty, quality, locati on, who owns them, and how the NGB can use 
them. Although the Irish Sports Council does not control the funding of sports faciliti es, the NGBs should be 
involved in providing advice to their members about making capital grant applicati ons on behalf of their clubs 
to the Department of Arts, Sport and Tourism.

Partnerships/Support Services

The NGB itself will not have the resources to allow it to do everything, which might be desirable to develop 
their sport and so must acti vely seek to develop close links with its partners and to make use of available sup-
port services. Review:

Opportuniti es for the NGB to work eff ecti vely with partners• 
The NGB’s potenti al in getti  ng and keeping sponsors for its programmes, bearing in mind that a range of • 
tried and tested programmes will be available from the Irish Sports Council

Image and Communicati ons

Sport is competi ng with many other acti viti es for parti cipants and so eff ecti ve public relati ons are essenti al. 
Review:

The image of sport nati onwide• 
Marketi ng and promoti on of programmes• 

Administrati on and Use of Informati on Technology

Informati on technology should have had a signifi cant impact on the way NGBs operate in ways ranging from 
the use of simple mailing lists to desktop publishing and e-mail. As many people interested in the work of the 
NGB will be able to access the internet either at home or work, it may be possible to be more eff ecti ve by 
using e-mail. There may also be other ways in which administrati ve procedures could be streamlined such as 
availing of shared services provided by the Irish Sports Council.

Finance

The easiest, most common and by far the worst way to produce a budget is to take last year’s income and 
expenditure fi gures and add a percentage for infl ati on. Such an approach sti fl es change. As organisati ons with 
limited fi nancial resources of their own, NGBs need to use money as eff ecti vely as possible. It will help if you 
split expenditure into “pay” (including PRSI contributi ons) and “non-pay” costs such as training courses, travel 
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and subsistence, postage and telecommunicati ons, printi ng and offi  ce supplies, merchandise costs, offi  ce 
premises, consultancy/legal/audit services, insurance and incidental expenses. 

In broad terms, the less NGBs depend on grant aid the more they are their own masters. NGBs should bear 
in mind that support from the Irish Sports Council is split between Core and High Performance funding (if ap-
plicable). Financial planning should also take into account the inputs that will be made by the partners to the 
company parti cularly in relati on to core costs.

Outcomes

The ulti mate emphasis in any strategic plan must always be on outcomes - what is actually achieved. In order 
to provide basic informati on for the plan, compare inputs (for example, of cash and ti me) with outcomes and 
try to determine value for money, if necessarily on a subjecti ve basis. It is oft en the case that large amounts 
of ti me and money are expended to achieve relati vely litt le - an example of the 80:20 rule in acti on.

2C: Summary Report

The outcome of Step 2 should be a “warts and all” summary of the fi ndings of the analysis stage which also 
sets out the key issues the NGB must tackle and the resources it already has available or could seek to get in 
the future. It does not need to be parti cularly long (a bullet point format is usually fi ne) but must be clear and 
identi fy the key issues the NGB must tackle. It can also be useful to include a SWOT analysis, although there is 
oft en a tendency to view this as an end in itself, including too much and then taking litt le noti ce of it. Useful 
headings for the analysis report can include:

Structure• 
Resources: essenti ally money and other inputs• 
Performance benchmarking:• 
- Organisati on, co-ordinati on and communicati on
- Training of volunteers
- Sport for disadvantaged/targeted groups
- Recreati onal sport
- Performance Pathways
- Coach educati on, development and deployment
- Faciliti es
Club development• 
Marketi ng and promoti on• 
Key issues for the future• 

Each secti on should identi fy existi ng objecti ves and targets if they exist; resources used to try to deliver them; 
and outcomes.

At this stage it can be useful to get an independent response to the analysis from someone who knows the 
NGB and the people involved in it but not part of it.

As likely as not, rumours will start as soon as the analysis report is produced and some people will convince 
themselves, oft en with no evidence that it has been or will be kept from them. Such rumours and misinforma-
ti on can seriously harm the strategic planning process because they usually take a disproporti onate amount 
of eff ort to overcome and divert att enti on from more important matt ers. If someone asks for a copy, make 
sure they get it - another reason for keeping the Analysis Report as short as possible. It will also be sensible to 
circulate the analysis report to partners and clubs (as appropriate e.g. post on website) to make the point that 
the whole of the planning process is open and transparent.



NGB SUPPORT KIT - Chapter Five STRATEGIC PLANNING

113

Step 3: Planning Workshop

NGBs may fi nd gathering a mass of analyti cal informati on comparati vely easy but deciding what to do with 
it is much more diffi  cult. One response is to undertake more analysis, but this can be counter-producti ve 
because the problem of deciding what is really important becomes even more diffi  cult. However, Step 3 is 
the criti cal one in terms of shaping the eventual plan because it is the stage in which the “big” decisions are 
taken. These big decisions relate primarily to three things:

The NGB’s vision of the future• 
The NGB’s mission• 
The NGB’s key goals• 

Those involved in this stage of the process must take care not to get bogged down in detail; instead they must 
concentrate on setti  ng the overall directi on and prioriti es of the NGB for the next few years. This means that 
they must ignore individual interests or loyalti es and seek instead to “invent” the role of the NGB. Further-
more, the process must neither be rushed nor led by any parti cular interest group within the NGB.

Possible approaches are:

The planning team can undertake the task.• 
One or two day intensive, interacti ve workshop with key people who will be involved in implementi ng the • 
eventual plan, although not all of them should be Directors.

While the other approach may be appropriate in some instances, in most cases a planning workshop off ers 
the best prospect of success. Key characteristi cs of successful workshops are:

They should last a minimum of a day and ideally a weekend from for example lunchti me on the Saturday • 
to aft er lunch on the Sunday
They should involve 12-20 people, carefully selected to include a blend of those already involved and • 
people not directly involved at present, but with their own views on how the NGB should develop in fu-
ture. Again, it may be worth including some individuals who have been criti cal of the NGB, provided they 
can be constructi ve. If appropriate, workshops may also include one or two key external stakeholders or 
potenti al partners
They should be planned and led by someone who is not aligned with any consti tuent part of the NGB so • 
that all present can see them as neutral with no parti cular axe to grind. This will oft en, although not nec-
essarily, require an external facilitator
They should be held at a “neutral” venue, not associated with any specifi c part of the NGB (such as a • 
hotel or University) so that parti cipants will not be distracted or called away
The venue must be equipped with visual aids (at least a fl ip chart and whiteboard and possibly an over-• 
head projector and screen) and space for the workshop to split into small groups from ti me to ti me.

A well planned and facilitated workshop is both sti mulati ng and exhausti ng. It will tend to be most eff ecti ve 
when all those present already know one another as this will save ti me on “ice-breaking”. There must also be 
two ground rules, rigidly enforced by the facilitator:

The workshop is concerned with the future, not the past: it should not go over old ground and re-visit old • 
arguments
There are no sacred cows: anything can be scrapped or changed• 
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The key outcomes needed from the workshop are usually:

A vision of what the NGB wishes itself to be like in the future• 
A mission statement for the NGB designed to lead to the delivery of the vision• 
The NGB’s core values or principles on which the plan will be based• 
A small number (no more than fi ve or six, the fewer the bett er) of broad goals for the NGB, derived from • 
the mission, each with a limited number of related measurable and ti me-related objecti ves
Agreement on a limited number of programme or functi onal areas (again, no more than fi ve or six) to • 
which the various aims and objecti ves can be linked. These programme or functi onal areas will probably 
set the future structure of the NGB.

The agenda for the workshop will depend upon the NGB, but is normally likely to include:

Introducti ons - make sure everyone knows one another• 
Analysis report - review to agree key conclusions and key issues the plan must tackle• 
SWOT analysis for the NGB• 
Determine the vision for the future• 
Determine the NGB’s mission• 
Identi fy desirable goals or outcomes, in order of priority• 
Determine objecti ves to deliver the goals• 
Identi fy programme areas• 

The workshop should be planned in such a way that all parti cipants are encouraged by the facilitator to con-
tribute and as a mixture of plenary and small group sessions.

“Man is limited not so much by his tools as by his vision”
Richard Pascale and Anthony Anthos, The Art of Japanese Management

The Vision

The ulti mate purpose of a strategic plan is to deliver a desirable future. Accordingly it is essenti al to decide, 
right at the outset, what that desirable future will be. This is the vision of a successful NGB. It is most easily 
determined by imagining the NGB as highly successful in 4-5 years ti me and then answering nine key ques-
ti ons:

Why will the NGB be successful?• 
What will “successful” mean?• 
What will the NGB be doing?• 
Who will be involved in the NGB?• 
How will the NGB be operati ng?• 
What would happen if the NGB disbanded?• 
What will partners and the local community think or say about the NGB?• 
What will the NGB actually be achieving?• 
What diff erences will the NGB be making to its local area?• 

If possible, the vision should be disti lled down to one or at most two reasonably short sentences with which 
everyone at the workshop agrees. The shorter the vision, the bett er, because then workshop parti cipants - 
and ulti mately everyone involved in the NGB- will remember it. A long-winded vision is easily forgott en and 
therefore ignored. In additi on it must be must be realisti c but also inspire. However, a vision statement that is 
hopelessly over-ambiti ous is likely to be laughed out of court. Equally, a turgid and conservati ve one will fail 
to generate enthusiasm.
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For examples the Irish Sports Council vision sees Ireland as a country in which:

Everyone is welcomed and valued in sport, irrespecti ve of their ability and background• 
Individuals can develop their sporti ng abiliti es and enjoyment, limited only by their talent and commit-• 
ment
Irish sportsmen and women achieve consistent world class performance, fairly• 

Mission

An organisati on’s mission statement sets out its fundamental purpose for existi ng - what it will do itself in 
order to deliver the vision it has set. Here are some examples:

The Walt Disney Company: To make people happy• 
Australian Sports Commission: To enrich the lives of all Australians through sport• 
Hillary Commission: All New Zealanders parti cipati ng and achieving in sport, fi tness and leisure• 
Irish Sports Council: To plan, lead and co-ordinate the sustainable development of sport in Ireland• 

The purpose of having a mission statement is to set out with absolute clarity what an organisati on seeks to 
achieve. It can then be used to test proposals for any new programme or other initi ati ve. If it will help to 
deliver the mission it can be pursued, subject to the availability of resources; if not, forget it. A mission state-
ment should therefore be very powerful: not only should it set out what an organisati on wants to achieve, 
but by implicati on it also identi fi es those things it will not do.

The key questi ons to consider when preparing a mission statement are usually:

Why do we exist?• 
What purpose do we aim to fulfi l?• 
Who are our primary targets?• 
How do we intend to deliver our vision?• 

Like the vision, and for the same reason, short, simple mission statements are far bett er than long ones: Dis-
ney’s four-word approach is therefore close to ideal. A good rule of thumb is never to include more than one 
“and”, other than in phrases like “sport and recreati on”. If the NGB cannot set out its fundamental reason for 
existence in a single, ti ght sentence, either it doesn’t really have a fundamental purpose or it’s trying to do far 
too much. The more complex an organisati on is, and the more diff use its purpose, the more diffi  cult it is to 
manage. In additi on, its members and customers or clients will also fi nd its purpose unclear. The mission of a 
shoe shop is to make a profi t by selling shoes and as this is normally clear to customers they don’t waste their 
own or assistants’ ti me asking for books, fl owers or whatever. A department store, comparati vely speaking, is 
a management and customers’ nightmare. This is one reason why many department stores have disappeared: 
they cannot compete eff ecti vely with ti ghtly focused and more effi  cient speciality shops.

“In everything we do, we will promote best practi ce.” More specifi cally:

As sport has the potenti al to enrich the lives of everyone, no one should be excluded from it on the • 
grounds of gender, disability, religion, ethnic origin or sexual orientati on. In all our work, therefore, we 
will promote inclusiveness
We will be an open, honest and accountable organisati on, which seeks to base its decisions on objecti ve • 
evidence in preference to unsubstanti ated opinions.
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Core Values

We all believe in a number of core values or principles - which guide the way we live our lives. Unfortunately 
not everyone believes in exactly the same things, which is of course one reason why we have politi cal parti es 
and arguments. The research leading to the producti on of Targeti ng Sporti ng Change in Ireland generated 
widespread agreement that the development of sport should encompass seven core principles:

A people centred focus• 
Equality• 
Partnership• 
Quality• 
Accountability• 
Volunteerism• 
Sustainability• 
We will co-operate with and support other agencies and organisati ons that share our desire to promote • 
sport and through it a bett er quality of life.

Building Sport for Life” The Irish Sports Council ‘s Strategy 2005-2008

To these must be added an ethical approach to sport - condemnati on of drug abuse or other forms of cheat-
ing and a concern to safeguard the welfare of children. These principles, or core values, underpin the whole 
development of sport in Ireland. It is desirable for NGBs also to summarise their core values clearly as this will 
help to defi ne the “organisati onal culture” within the NGB.

Key Goals and Objecti ves

There are likely to be a number of ways in which the NGB can set out to pursue its mission in order to achieve 
its vision. The workshop should try to identi fy a limited number of key goals, which will do this - fi ve or six are 
usually ample. With more than this, the NGB’s eff orts and resources will have to be spread thinly and may 
achieve litt le. Goals do not have to be quanti fi ed but they must lead directly to the achievement of the vision 
and be compati ble with the mission. The simplest way of identi fying suitable goals is usually:

Break the vision down into its consti tuent parts• 
Decide what will have to be done to deliver each component of the vision; and• 
Test each potenti al initi ati ve or programme against the mission - is it our job to do this?• 

Once goals are agreed, it should be possible to set out the acti on, which will be needed to achieve them.

Programme Areas

Finally, if there is ti me, the workshop should seek to allocate the various objecti ves to a series of “programme 
areas”. Most NGBs will be able to identi fy a small number of programme areas such as:

Finance• 
Administrati on• 
Club development• 
Marketi ng and promoti on• 
Volunteers’ and coaches’ development and deployment• 
Target groups• 
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Step 4: Synthesis

The outcomes from the planning workshop set the overall directi on of the NGB for the future. However, the 
workshop will almost certainly not have had the ti me to decide all the tasks, which will have to be under-
taken, the resources which will be needed and who will be responsible for progressing each of them. This is 
done in Step 4, the Synthesis, the outcome of which will be the draft  strategic plan.

Preparing the fi rst draft  of the plan is not a job for a committ ee: the result will be a camel rather than a horse. 
Instead, it is usually bett er to entrust the job to an individual. The individual will:

Take the results of the workshop and put them down on paper in a structured and balanced way• 
Flesh out the various objecti ves agreed at the workshop into a series of “acti on plans” based on appropri-• 
ate tasks

The way in which the plan is structured will signifi cantly aff ect the way it is used and therefore its eff ecti ve-
ness. It should be based on a hierarchical approach of:

The NGB’s vision and mission• 
The NGB’s core values• 
What the NGB wants to achieve - its goals• 
The NGB’s specifi c objecti ves related to each of its goals• 
An acti on plan for achieving each objecti ve• 

 
4A: Mission, Vision, Core Values, Goals and Objecti ves

Immediately aft er the workshop, with agreement on the overall future directi on of the NGB and a head of 
steam behind its emerging plan, there is perhaps a danger of going too fast for the organisati on. The work-
shop parti cipants may not in fact have been representati ve of the NGB in general and some key stakeholders 
will not have had the chance to infl uence the overall directi on of the NGB and its plan. Before doing too much 
work on the plan, therefore, it will be desirable to check that it is on the right lines by inviti ng partners and 
the forum as appropriate, to comment on the proposed vision, mission, core values, goals and objecti ves. 
There are two key advantages to doing this before beginning to draft  a detailed acti on plan:

Key stakeholders will have the chance to comment on the plan at a ti me when it has clearly not yet been • 
fi nalised, making them feel that they really do have a chance to infl uence it
If changes are made, whoever is draft ing the plan will not have done a lot of potenti ally aborti ve work• 

 
4B: The Draft  Plan

Once responses have been received from key stakeholders, the Planning Team should either know that the 
plan is on the right lines or take account of the various comments made and amend the vision, mission, core 
values, goals and objecti ves as necessary. It can then get on with fl eshing out the various objecti ves into an 
acti on plan. There are various ways of setti  ng out the appropriate acti ons to achieve a specifi c objecti ve. 
What matt ers it that everything in the acti on plan should be SMART:

Simple • - so that everyone can understand it
Measurable•  - because “what gets measured, gets done” and so the NGB can know whether a target has 
been achieved
Agreed•  - by everyone involved in implementati on
Realisti c•  - and therefore achievable with the resources and within the ti me available
Time-limited•  - because setti  ng a ti mescale and deadlines for something tends to lead to acti on
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The best format to use is a tabular one, with a common format for the acti on plan under each objecti ve. Suit-
able headings to use are:

Proposed acti ons or tasks• 
Starti ng point - the positi on at the start of the plan or year• 
Performance indicators, what the NGB will use to measure progress, related to each of the proposed ac-• 
ti ons or tasks. There may be more than one performance indicator for any task
Clear, measurable and ti me-limited targets, setti  ng out what is to be achieved in relati on to each perfor-• 
mance indicator in each year of the plan
Who will be responsible for progressing each of the various tasks• 
The resources to be used or required• 

Once a fi rst draft  is available it should be reviewed by the Planning Team appointed in Step 1, although the 
membership of the team can of course be changed. This might happen if one or more members have re-
signed or the planning workshop has identi fi ed someone who is very keen to be involved.

The task of the Planning Team is to ensure the draft  plan is comprehensive, balanced, realisti c, achievable and 
likely to be acceptable to the NGB. This may require several draft s, although by the ti me the third or fourth 
draft  is in being any further changes should be very minor. Alternati vely, the NGB may need to set up one or 
more small short life working groups (with no more than 4 members) with a specifi c remit to oversee parti cu-
lar parts of the plan and then disband. However once the revision of the plan is approached, everything in it 
must always be tested against the agreed mission.

Step 5: Consultati on and Adopti on

A strategic plan which no-one knows about will never be a success. A key part of the strategic planning 
process is to foster “shared ownership” of the plan by all parts of the NGB. It is clearly impossible for every 
member of the NGB to be involved in the work of producing the plan, but they should have the opportunity 
to respond and comment when it is sti ll in draft . There must therefore be a consultati on phase before the 
plan is adopted by the NGB.

The fi rst, informal consultati on should be with the Irish Sports Council, for the simple reason that eff ecti ve 
implementati on of the plan will almost certainly depend on its support. Also, the Council will be able to give 
advice on the nati onal policies for sports development and additi onally share best practi ce from other NGBs 
currently involved in the planning process.

Thereaft er, it will be vitally important to consult the full organisati on. As the full draft  plan is likely to be a 
fairly lengthy document, circulati ng a copy to every member could be expensive, parti cularly as some will not 
read it. A bett er approach is to prepare a short summary of no more than say 4 pages, setti  ng out the vision, 
mission, broad goals and related objecti ves and an outline of the proposed acti on plan. This short update 
could be posted on the NGB’s website. It will then be desirable to provide the opportunity for groups to com-
ment on the plan.

Finally, the plan should be formally adopted by the NGB at a meeti ng of its forum called for the purpose. This 
is a vital component of promoti ng wide ownership of the plan and it also gives a clear mandate to those who 
will be responsible for implementi ng it.



NGB SUPPORT KIT - Chapter Five STRATEGIC PLANNING

120

Step 6: Implementati on

If the plan is not implemented much of the ti me and eff ort spent preparing it will have been wasted. More-
over, if Irish Sports Council grant aid is linked to the plan, non-implementati on may have implicati ons for 
grant aid to the NGB from the Council in future years. For obvious reasons, it will usually be sensible to begin 
implementati on of the plan at the start of a fi nancial year.

In the case of NGBs an important part of the implementati on process of the strategy will be the marketi ng 
and promoti on of both it and the NGB itself. It is vital that the members and clubs are both aware of and 
involved in the work of the NGB in order for it to benefi t the greatest number of members.

Implementati on is best organised through annual acti on plans, prepared and budgeted in advance for each 
fi nancial year. It is necessary to identi fy in these plans clear targets and key result areas. Targets set in the ac-
ti on plans should be realisable, specifi c, measurable and ti me-limited.

It is becoming more and more diffi  cult to att ract volunteers willing to be involved in administrati on at local 
level. Fortunately, the greater the clarity there is in the strategic plan relati ng to the various tasks the NGB 
wishes to progress, the less there is a need for large committ ees. Indeed, if an NGB has a comprehensive 
strategic plan it should be able to be eff ecti ve with only a few, fairly small committ ees or short life working 
groups. As a general rule, there should be as few standing committ ees as possible, with specifi c tasks delegat-
ed, if necessary, to small short life working groups with a ti ghtly defi ned remit. It is also more than likely that 
the strategic planning process will help to bring new people into the heart of the NGB as they come to know 
more about it and realise what it intends to do.

A key aspect of implementati on is the control of money. It is therefore vital to design budgeti ng and account-
ing systems, which will ease implementati on.

Finally, involving the NGB’s members in approving the strategic plan should mean that they would want to be 
kept informed of progress and approve the broad thrust of each annual acti on plan. Accordingly the Chair-
man of the Board of Directors should present a formal report to the forum each year setti  ng out:

A reminder of the plan’s mission, goals and objecti ves• 
A summary of the acti on plan approved the previous year• 
A summary of the progress achieved in implementi ng the acti on plan, with an explanati on of any changes • 
made during the year
A review of overall progress with implementati on of their area(s) of the strategic plan to date• 
Proposals for the next year’s acti on plan• 

 

Step 7: Review

A comprehensive and inclusive planning process should result in a vision, mission and broad aims, which will 
remain valid and guide the work of the NGB for at least 3-5 years. A period of at least this length is required in 
order to allow the plan and those implementi ng it ti me to be eff ecti ve.

“It is through co-operati on, rather than confl ict, that your greatest successes will be derived.” - Ralph Charell

However, this does not mean that it should be set in tablets of stone. If it is, the NGB will not be able to learn 
from its successes and failures in implementi ng the plan as it goes along and this would not be producti ve. All 
trategic plans should therefore be subject to two forms of review:
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An annual “health check” to review progress, fi ne tune the plan and determine the acti on plan and bud-• 
gets for the year ahead
A complete review from fi rst principles approximately every 5 years. The actual period will depend on the • 
eff ecti veness of the plan and relate also to appropriate planning cycles for the NGB.

5.4 Summary of Key Points

Strategic Planning and NGBs

Everyone who has ever taken part in sport is already familiar with the basic concepts:

Decide what you want to achieve - your mission and related goals• 
Agree the rules of the game - your principles or core values• 
Set measurable objecti ves which will contribute to the achievement of your mission and goals• 
Decide how to go about delivering the objecti ves - your tacti cs or acti on plan• 
Communicate the proposed mission, goals, objecti ves and acti on plan to everyone who needs to know • 
them
Review and change the acti on plan as necessary to ensure it delivers the aims and objecti ves as eff ec-• 
ti vely as possible

 
The main reasons NGBs need a strategic plan include:

To concentrate on the long term interests of their sport• 
To identi fy those things which will deliver desirable long term results most eff ecti vely• 
To build eff ecti ve partnerships/relati onships• 
To take maximum advantage of the various support services available to them• 

 
The NGB’s strategic plan should deliver:

Clarity of purpose• 
An acti on plan with clear targets• 
An eff ecti ve structure• 
Long term sustainability• 

Managing Change

The process must be an inclusive one. A comprehensive consultati on process should be uti lised fully to as-
certain the needs and opinions of members and stakeholders. At regular intervals the Forum should receive 
updates on the planning process.

The Board of Directors of the NGB has to be committ ed to the planning process. The process of producing 
the plan is more important than the plan itself but what really matt ers are the results achieved as a result of 
implementi ng the plan. The process takes considerable ti me and eff ort and there is no single correct way to 
produce a strategic plan. A dedicated planning team should undertake the task of preparing the plan with the 
assistance of the board. An external facilitator may be called in to assist this team. Strategic planning is not 
infallible but having a plan reduces the risk of future problems. NGBs must “own” their problems if they are 
to determine eff ecti ve soluti ons to them.
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5.4 Downloads & Links

Downloads

 Strategic Planning Guidelines • 

Case Studies:

Irish Gymnasti cs Strategic Plan• 
Irish Orienteering Associati on Strategic Plan• 
Irish Rugby Football Union Strategic Plan• 
Irish Sailing Associati on Strategic Plan• 
Irish Sailing Associati on 2020 Vision• 
Irish Surfi ng Associati on Strategic Plan• 
Sligo Local Sports Partnership Strategic Plan• 

http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/5_Strategic_Planning/5_5_Downloads_Links/Strategic_Planning_Guidelines.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/5_Strategic_Planning/5_5_Downloads_Links/Gymnastics_Strategic_Plan.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/5_Strategic_Planning/5_5_Downloads_Links/Orienteering_Strategic_Plan.doc
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/5_Strategic_Planning/5_5_Downloads_Links/Rugby_Strategic_Plan.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/5_Strategic_Planning/5_5_Downloads_Links/Sailing_Strategic_Plan.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/5_Strategic_Planning/5_5_Downloads_Links/Sailing_Vision.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/5_Strategic_Planning/5_5_Downloads_Links/Surfing_Strategic_Plan.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/5_Strategic_Planning/5_5_Downloads_Links/Sligo_Strategic_Plan.pdf


NGB SUPPORT KIT
Chapter Six

FINANCIAL GUIDELINES
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6. Financial Guidelines

Introducti on

This document has been prepared as a guide to the NGBs of Sport on fi nancial matt ers. Financial manage-
ment is one of the key ways any NGB has of measuring its performance and is therefore a very important 
component of the functi ons that must be carried out by NGBs.

It is recognised that NGBs realise their strategic goals and roll out their programmes and acti viti es through 
the effi  cient and eff ecti ve applicati on of human, physical and fi nancial resources.

Just about everything can be measured in monetary terms, especially the resources consumed by the NGB 
carrying out its acti vity. Therefore fi nancial reporti ng provides a means of evaluati ng the acti vity of any Gov-
erning Body and this is the key informati on required by any management team when it is reporti ng to stake-
holders, Board members, membership, etc.

The aim of this publicati on is to provide a guide to the best practi ces in fi nancial reporti ng for Governing 
Bodies. The guidelines can be used by the NGB’s Treasurer, Financial Manager, Administrator, Accountant - in 
eff ect everyone who is involved in managing and operati ng the fi nancial aspects of the NGB. It is hoped that 
this document will provide an accessible and comprehensive view of the most important aspects of fi nancial 
good practi ce, including bookkeeping, budgeti ng and reporti ng. These guidelines are produced with a view to 
contributi ng to an eff ecti ve, strong corporate governance environment to the NGBs.

The guidelines were writt en to suit all levels of fi nancial knowledge. A number of the subjects covered might 
be challenging to begin with, especially for those who do not have fi nancial training / experience. For others, 
these guidelines might act as a checklist so that they can sati sfy themselves that their current practi ces are in 
keeping with the most current advice and developments in the area of fi nancial management. It is important 
that these guidelines are disseminated to those involved in any aspect of procurement, cash management, 
fi nancial administrati on, book keeping, salaries administrati on, budgeti ng or fi nancial reporti ng and planning.

The Irish Sports Council (ISC) advises that each NGB should sati sfy itself that all aspects of good practi ce as 
outlined in this publicati on are being adhered to within their own organisati on. Where a gap is identi fi ed, this 
should be addressed at the earliest possible opportunity. The ISC is committ ed to assisti ng NGBs to meet the 
highest possible standards of performance in this and all areas of the organisati ons’ development.

6.1 Corporate Governance

The ISC’s strategic objecti ves include the development of NGBs. Developing good governance practi ces in 
NGBs is a key part of that process. The basic principles of Governance in a voluntary or public service context 
include Accountability, Openness and Integrity and these values should underpin all acti viti es of the NGB. 
Other key elements in the governance process involve an appropriate set of communicati ons between a 
NGB’s management, its Board, its members and other stakeholders.

The `Internal Control System’ includes all the policies and procedures (internal controls) adopted by the NGB 
to assist in achieving their objecti ve of ensuring, as far as practi cable, the orderly and effi  cient conduct of 
the Governing Body’s acti viti es. This includes adherence to internal policies, the safeguarding of assets, the 
preventi on and detecti on of fraud and error, the accuracy and completeness of the accounti ng records and 
the ti mely preparati on of reliable fi nancial informati on. The CEO, Chairperson and all Board members have a 
responsibility for ensuring that an adequate and appropriate internal control system operates within the NGB.
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The `Control Environment’ means the overall atti  tude, awareness and acti ons of the Board, management and 
staff  regarding internal controls and their importance in the company. The control environment encompasses 
the management style and organisati onal culture and values shared by all. It provides the background against 
which the various other controls are operated. Factors refl ected in the control environment include the phi-
losophy and operati ng style of the Chairperson, Board and any other staff  and the structure and methods of 
assigning authority and responsibility.

Separati on of powers and confl ict of interest are important concepts in this regard. In order to minimise the 
risk of errors, misuse of funds or fraudulent acti viti es, all fi nancial transacti ons (e.g. receipti ng cash or mak-
ing payments) should pass through at least two parti es within an organisati on. Importantly, the two parti es 
should not be involved in a close interpersonal relati onship which might increase the risk of collusion with 
respect to the misuse of funds.

6.2 Role of the Treasurer

It is very important to clarify the positi on and role of the Treasurer in the NGB to ensure that the person 
selected or elected to the role has the capabiliti es to fulfi ll this vital role. Reference is made to the term 
‘Treasurer’ throughout these guidelines, however the person in charge of the NGB’s fi nances may not always 
be a Treasurer. The NGB might employ a Financial Director or a Bookkeeper. This will depend on each indi-
vidual NGB. As with any other role in a Governing Body, the Treasurer should be provided with a detailed job 
descripti on so as to outline the key tasks and routi ne procedures that will need to be carried out in order to 
manage the fi nancial resources. Prior to appointi ng the Treasurer, a job specifi cati on outlining the skills and 
att ributes required to perform the job successfully should be prepared (see Chapter 6.16 for a Sample Job 
Descripti on for the Treasurer).

The Treasurer should have a positi on on the Board, or at least be called up to report at Board meeti ngs. The 
Treasurer can also hold a positi on on the executi ve committ ee. It is imperati ve that the Treasurer does not op-
erate alone. Financial resources are criti cal to the development and implementati on of strategic plans, so all 
Board members should have input to the use of a Governing Body’s fi nances. The Board should be involved 
in developing and approving the annual operati ng and capital budgets in cooperati on with the Treasurer. It is 
also important for the Board to keep up to date with the fi nancial positi on and performance of the NGB, ask-
ing questi ons about the organisati on’s fi nances. Having budgets approved by the Board and providing regular 
and up-to-date fi nancial reports will ensure that any advice the Treasurer gives is based on fact rather than 
opinion. Likewise, decisions made by the Board will be of an informed nature.

A key issue for the Treasurer is accountability. The Treasurer remains accountable to the Board and to the 
members of the NGB for all fi nancial transacti ons. The volume and nature of the work of the Treasurer 
depends upon the size of the NGB, the programmes, services and acti viti es it carries out, and whether the 
NGB owns faciliti es or employs staff . Every NGB functi ons diff erently and has diff erent requirements, so the 
positi on and role of the Treasurer may need to be adapted to suit the needs of a parti cular NGB and may well 
change as the NGB grows and develops. A larger NGB may have an Honorary Treasurer who works with an 
Assistant Treasurer or a Finance Manager. Some NGBs may have a fi nance sub-committ ee to assist the Trea-
surer. These guidelines refer to a Chief Executi ve Offi  cer (CEO) positi on, however some NGBs may not employ 
a CEO. In this case, the Board may assign certain tasks to a staff  appointment.The responsibiliti es of the Trea-
surer range from day-to-day administrati ve tasks to making strategic fi nancial decisions. Apart from keep-
ing track of the details of all fi nancial transacti ons the Treasurer also gives advice to the Board about major 
fi nancial decisions such as investi ng funds, or the fi nancial implicati ons of strategic decisions. The Treasurer’s 
role alternates between reporti ng what has happened to an NGB’s funds and looking for the most effi  cient 
ways to use available funds. When fi rst taking over the role of Treasurer it is useful to meet with the previous 
Treasurer and the NGB’s auditor. They know what is required of the positi on and should be able to show the 
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new Treasurer how the NGB’s current fi nancial procedures work. It is also recommended that the Treasurer 
meets with the employee(s) with responsibility for day to day fi nances.

Skills Required in a Treasurer

The advantage of being a Treasurer is the opportunity to acquire and/or develop accounti ng, fi nancial and 
organisati onal skills, which can be of use in personal and working life. A good Treasurer should have the fol-
lowing skills and qualiti es:

Honesty and integrity• 
Enthusiasm for the task• 
Interest in fi nance• 
Good organisati onal skills• 
An eye for detail• 
Ability to make key decisions• 
A capacity to work in a logical and orderly manner• 
An ability to allocate regular ti me periods (e.g. weekly or monthly) to keep the books up to date or to • 
receive and monitor regular reports from the NGB’s employees
An ability to maintain clear and accurate records• 
An understanding of procedures for handling cash, cheques and other monetary transacti ons• 
Enthusiasm to learn new skills and profi ciencies, if necessary.• 

A majority of the Treasurer’s tasks involve the day-to-day management of the NGB’s fi nancial resources -- 
what are someti mes called accounti ng or fi nancial operati ons. In this role the Treasurer, perhaps with the 
help of paid staff  or other volunteers, puts into place the procedures needed to collect and record details of 
all fi nancial transacti ons aff ecti ng the fi nancial positi on and performance of a NGB.

Accounti ng Stati onery

In order to get started with the fi nancial operati ons aspect of their role the Treasurer will need the following 
accounti ng stati onery:

Cheque books• 
Bank deposit books• 
Cash book or a general ledger• 
Cheque requisiti on form• 
Numbered receipt book with carbon copy page• 
Account forms for members’ subscripti ons• 
Pett y cash payment book and pett y cash vouchers• 
File for payments made to creditors• 
File to store receipts from debtor• 
File of purchase orders placed with suppliers• 
File to store bank statements.• 

All of the stati onery listed above should be held by the NGB or the previous Treasurer and should be routi nely 
handed over when the new Treasurer takes up their positi on. The Treasurer will be responsible for setti  ng up 
systems to collect and record the details of fi nancial transacti ons, most of which will be receipts and pay-
ments. An understanding of the operati ons of bank accounts, the cash book, receipti ng funds, making pay-
ments, bank reconciliati on, pett y cash and managing creditors (external parti es who are owed money) and 
debtors (people who owe the NGB money) is essenti al.
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Manual v Computerisati on

A decision is also required on whether to keep the books and records manually or to uti lise the opti on of a 
computerised accounti ng package. Most organisati ons are turning towards computer packages to manage 
their accounts. Accounti ng soft ware packages are relati vely inexpensive nowadays. It is useful to consult the 
manufacturer of the soft ware to be certain that the package you wish to purchase suits your organisati on. De-
ciding on the appropriate means of keeping accounti ng records will depend on the circumstances and acti vity 
of the NGB. This is a decision that will have to be, at the fi nal instance, made by the NGB, with the advice, 
perhaps, of the Treasurer. Some examples of accounti ng soft ware packages are SAGE, TAS Books and Take 5.

 

6.3 Company Requirements

If a NGB is set up as a company, there are certain statutory requirements that apply. For those NGBs who are 
not set up as companies, informati on on the creati on of a company can be obtained from the Companies Reg-
istrati on Offi  ce (CRO), Parnell House, Parnell Square, Dublin 1 or on the CRO website .

Companies must be registered with the CRO. Once a company is registered it is a separate legal enti ty from 
the persons who formed it. The Companies Acts impose strict obligati ons on company directors to comply 
with Company Law. This places important responsibiliti es on directors to ensure that company aff airs are con-
ducted in a proper manner and that returns are made correctly and on ti me to the CRO.

A company is a legal form of business organisati on. The company (and not the individual shareholders) is the 
appropriate person to be sued in the event that debts are incurred by the company which remain unpaid, 
despite demand.

 

6.4 CRO Compliance Requirements

The Companies Acts 1963-2006 impose a number of obligati ons on companies to make returns to the CRO 
within specifi ed ti me limits. The following paragraphs outline some of the principal post-incorporati on re-
quirements of companies.

These guidelines do not purport to be an exhausti ve list of post-incorporati on requirements. For many pur-
poses it is advisable to consult the Acts, Regulati ons, your solicitor and/or accountant, prior to the submission 
of statutory returns.

Serious responsibiliti es att ach to being a company offi  cer and thus the CRO must be noti fi ed whenever there 
is a change to the company’s directors or secretary or to their details, e.g. change of residenti al address. It is 
an off ence not to noti fy the CRO.

A company may, by special resoluti on and with the approval of the Registrar of Companies signifi ed in writi ng, 
change its name. The change of name is subject to approval by the registrar of companies in accordance with 
secti on 23 Companies Act 1963, as amended. The onus for checking the suitability of a name lies with the 
presenter. Applicants are advised to check that the name proposed is not similar to one already registered by 
checking the register of companies using the company search facility.
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Listed below is a set of forms that must be fi led by a company under certain circumstances, e.g. a change of 
company name. Diff erent ti meframes pertain to diff erent forms and it is essenti al that these submissions are 
made in ti me. Some forms also require additi onal documentati on to be fi led with the form. This list of forms 
is not exhausti ve and the NGB should contact the CRO to get a full list of post-registrati on requirements.

CRO Forms:

Form B2 B10 G1Q B1

Purpose Change of regis-
tered address

Appointment/Ces-
sati on of Directors 
(Change of name/
address)

Change of company 
name

Annual Return

Timeframe Within 14 days Within 14 days 6 months aft er 
incorporati on.12 
months from previ-
ous year’s Annual 
Return

Filing No additi onal docu-
ments

No additi onal docu-
ments

Amended Memo-
randum & Arti cles 
of Associati on

Accounts (If the 
company is a small 
company, it may be 
enti tled to claim 
the audit exemp-
ti on, in which case 
additi onal certi fi ca-
ti on is required. 
- see the CRO web-
site for details)

6.5 The Annual Return

Every company, whether trading or not, is required to fi le an annual return (Form B1) with the CRO at least 
once in every calendar year. This form sets out certain prescribed informati on in respect of the company. 

Accounts must generally be fi led with the annual return, except in the case of the fi rst annual return of a new 
company made up to the date, which is 6 months aft er its date of incorporati on.

A company’s Annual Return Date (ARD) in future years is 12 months from its previous year’s ARD. This how-
ever, can be altered by bringing the ARD forward to an earlier date or extending the ARD to a later date.

Bringing the ARD forward to an earlier date

If a company wishes to alter its ARD to an earlier date, a company may submit its annual return in advance of 
its current ARD and whilst doing so indicate on the Form B1 if it wishes to retain the anniversary of its existi ng 
ARD for the following year or if it wishes to elect its ARD to be the anniversary of the date to which its current 
return has been made up to.
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Extending the ARD to a later date

If a company wishes to alter its ARD to a later date, it can do so by fi ling a form B73. The procedure for doing 
so is as follows: -

The company delivers an annual return to the CRO not later than 28 days aft er its existi ng ARD, to which • 
no accounts need to be att ached
The company nominates on the Form B73 the new ARD, which date may not be later than six months • 
aft er the existi ng ARD. 

Accounts will be required to be fi led with the company’s next return and may not predate the new ARD by 
more that nine months.

A company may fi le a Form B73 not more than once every fi ve years.

The Irish Sports Council strongly recommends that each NGB consult their professional advisers on any mat-
ter relati ng to their fi ling requirements with the CRO.

6.6 Taxati on Requirements

Tax Registrati on

You should advise your local tax offi  ce when you start in business. You can do this by fi lling in one of the fol-
lowing forms:

Registrati on Form TR1 (sole traider/partnership) / TR2 (companies)
PREM Reg. - Employer (PAYE /PRSI ) Tax Registrati on Form
 
 

Registrati on Forms:

Form TR1 TR2 REM Reg.

Tax Income Tax, PAYE/PRSI, 
VAT

Corporati on Tax, PAYE/
PRSI, VAT

PAYE/PRSI, (payroll taxes) 

Status Individuals• 
Partnerships• 
Trusts• 
Unincorporated • 
Bodies

Limited Company Persons/company 
already registered for 
income/ corporati on tax

Shortly aft er registrati on you may receive a visit or you may request a visit from a Revenue offi  cial to assist 
you in operati ng the tax system. Any diffi  culti es or queries will be dealt with and general assistance will be 
given to help you comply with your tax obligati ons. You can request a “New Business Visit” from your local 
district offi  ce. A NGB might not be obliged to pay all of the taxes listed above. Your local tax offi  ce can advise 
on which taxes apply to your organisati on.
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Revenue On-line Service (ROS)

The Revenue commissioners have a website www.revenue.ie that contains all the taxati on compliance 
informati on required by any business. Revenue also has a Revenue on-line service (ROS) www.ros.ie where 
relevant taxes can be submitt ed and paid on line.

Once registered with ROS, you can access your tax details and fi le returns on-line.• 
ROS is available 24 hours a day, 365 days a year. It is easy, instant and secure.• 
For further details on ROS, visit the website at www.revenue.ie or call the ROS Informati on Desk at LoCall • 
1890 20 11 06.

 

Tax Clearance

A Tax Clearance Certi fi cate is a writt en confi rmati on from Revenue that a company’s tax aff airs are in order 
at the date of issue of the Certi fi cate. A Certi fi cate may be issued to a customer who has tax arrears provided 
such arrears are covered by an instalment arrangement agreed with Revenue.

The requirement to produce a Tax Clearance Certi fi cate usually arises in the context of an organisati on seek-
ing State money (e.g. Government contracts, grants) in excess of €10,000.

Customers requiring a Tax Clearance Certi fi cate should ensure that their tax aff airs are in order before submit-
ti ng an applicati on for a Certi fi cate.

Assuming a customer’s tax aff airs are in order, the TC1 form can be obtained from the Revenue Commission-
ers.

A NGB should normally require a General Tax Clearance Certi fi cate. The ISC may get access to the Revenue 
Commissioner’s database of organisati ons with tax clearance, if we receive prior authorisati on from NGBs.

Register as a Tax-Exempt Sporti ng Body

Relief from income tax and corporati on tax is available for certain sporti ng bodies. In order to avail of these 
exempti ons the “Approved Body of Persons” must be established for and exist for the sole purpose of pro-
moti ng athleti cs or amateur game sport and whose income is applied for the sole purpose of promoti ng 
athleti cs or amateur sport. Sports organisati ons must apply to the Revenue for this exempti on by submitti  ng a 
completed Declarati on to the Revenue Commissioners.

 

Choose a Solicitor

A Solicitor should be appointed to represent the NGB.

Choose an External Auditor

The Board should appoint a member of a recognised professional body to conduct audits on the NGB’s fi nan-
cial procedures and its accounts. See the Chartered Accountants Website for a list of its members. All of the 
members listed on this are registered Auditors, and there would be other Auditors included in the Golden 
pages.
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Irish Sports Council Requirements

Listed below are some important steps the NGB should take to ensure compliance with Irish Sports Council 
requirements.

The terms and conditi ons governing the NGB grant will issue with the annual grant applicati on form. NGBs 
wishing to avail of grant-in-aid are required to sign up to those terms and conditi ons. It is the ISC’s practi ce to 
alert NGBs to any major changes. However it is the responsibility of the NGBs to be familiar with and adhere 
to all terms and conditi ons. Please note, however that these requirements are subject to change. To receive a 
copy of the most up to date terms and conditi ons that apply to funding, please contact the NGB Support Unit 
on 01 8608800.

The ISC have collated a list of the most important requirements which the NGB should note when compiling 
annual accounts. The terms and conditi ons set out in each year’s grant applicati on form exactly what informa-
ti on should be submitt ed in the annual accounts.

Submission of Annual Accounts:

The NGB must submit a copy of the annual statement of the accounts aft er the end of the current ac-• 
counti ng year, i.e. a copy of the NGB’s accounts for 2009 must be submitt ed to the Irish Sports Council by 
the end of July 2010
The annual statement of the accounts must;• 
(a) include all fi nancial transacti ons of the organisati on during the course of the accounti ng year in ques-
ti on
(b) identi fy separately and categorise each grant paid by either the ISC or any other body during the ac-
counti ng period in questi on
(c) include a Balance Sheet, Profi t and Loss (Income and Expenditure) Account and a full set of detailed 
notes
The NGB must retain all receipts and documentati on in relati on to grant expenditure for inspecti on by the • 
ISC
All grants received from the ISC must be separately identi fi able as income in the NGB’s annual statement • 
of accounts. This income should be referred to as “Irish Sports Council Grant”
The expenditure of these grants must also be included in the annual statement of accounts using the • 
headings set out in the grant applicati on form, e.g. Internati onal Training and Competi ti on. Any unex-
pended grants at the year-end should be included in the Balance Sheet as Deferred Income
Accounti ng policies for the treatment of grants must be disclosed in the annual statement of accounts• 
Organisati ons in receipt of the following total amounts must include in their fi nancial statements:• 
(a) below €25,000, an independent accountant’s report from an accountant with a recognised accoun-
tancy qualifi cati on
(b) in excess of €25,000, accounts fully audited by a registered auditor to include a signed audit opinion 
specifying the auditor’s name and address
(c) in excess of €200,000, a statement from the NGB’s auditor that each grant was expended for the pur-
pose for which it was intended by the ISC
The NGB shall give appropriate public recogniti on to the ISC for the funding provided under the grant • 
scheme. This applies to publicati ons, websites, lett erheads, etc
The NGB shall also give appropriate public recogniti on to the Nati onal Lott ery for the funding provided • 
under the Grant Scheme. Again this applies to publicati ons, websites, lett erheads, etc.

We would strongly advise you to contact your auditor and/or accountant and inform them of the fi nancial 
reporti ng terms and conditi ons contained in these guidelines in the annual grant applicati on process.
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6.7 Principles, Risk, Internal Control & Auditi ng Accounts

Principles

The NGB should adopt the following fi nancial policies and procedures that are contained in this publicati on:

A commitment by management and employees of the NGB to competence and integrity and the develop-• 
ment of an appropriate culture to support these principles
Communicati on of appropriate agreed standards of business behaviour and control consciousness to • 
employees (e.g. through writt en codes of conduct, formal standards of discipline, performance appraisal, 
codes of conduct for working with volunteers, etc.)
An appropriate organisati onal structure within which business can be planned, executed, controlled and • 
monitored to achieve the NGB’s objecti ves so that it can manage its fi nancial aff airs accordingly. A NGB 
may have to consider changing its historical structures, i.e. changing committ ee structures to have repre-
sentati on from four provinces
Allocati on of suffi  cient ti me and resources to internal control and risk management issues by the Board, • 
management and the NGB. NGBs must recognise that they need to run business effi  ciently if they want 
their sports promoti on aims to fl ourish. A commitment to internal control and risk management is a key 
element of this
The creati on of an environment that promotes learning within the NGB on risk and control issues, includ-• 
ing the provision of relevant training
Appropriate delegati on of authority, with accountability, which has regard to acceptable levels of risk. The • 
management of volunteers by professionals is a diffi  cult balance to strike but must be strived for if the 
resources available to the organisati on are to be opti mised
A professional approach to att aining standards of corporate and professional excellence throughout the • 
NGB. 

Risk

Risk is an event that may prevent the organisati on from achieving its objecti ves. A NGB can manage and 
control risk appropriately by establishing internal controls. Risk includes all the uncertainti es and opportuni-
ti es that an organisati on faces. Risks need not, and oft en cannot be eliminated, but they should be reduced to 
a level that is acceptable to the NGB. It is the responsibility of management to assess risks knowingly, reduce 
risks where appropriate and consider future events that cannot be predicted with absolute certainty. When 
an organisati on has developed and implemented a comprehensive risk management process it should be in 
a stronger positi on to maintain a sound system of internal control. These guidelines focus mainly on fi nancial 
risk, however all risks are inter-related.

The setti  ng of clear, documented objecti ves is a preconditi on for risk management.

In many organisati ons risk management has developed from the insurance functi on. However, risk manage-
ment should be concerned with more than just the insurable risks. It includes all the uncertainti es and oppor-
tuniti es that a NGB faces. These risks may be analysed as follows:

Strategic Risk: The risk that the NGB would take a strategic directi on or engage in acti vity at variance with its 
mission statement or fundamental organisati onal objecti ves

Operati onal Risk :The risk that the NGB’s policies, procedures or acti viti es would fail to make progress to-
wards achieving its organisati onal objecti ves
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Financial Risk: The risk of failing to 
safeguard company assets, fi nancial 
impropriety, fi nancial misreporti ng or 
failure to achieve value for money.

Reputati onal: The risk that the organisati on 
would engage in acti viti es or be perceived 
to engage in acti viti es that would threaten 
its good name brand and public image.

Risk Management

When identi fying risks many NGBs will 
identi fy the symptoms of risk. However, 
to enable risks to be eff ecti vely managed, 
the underlying reason for the risk exposure 
(its cause) will have to be identi fi ed. 

Responsibility for risk management rests ulti mately with the NGB’s Board who should retain responsibility for 
the major risks facing the organisati on. However, all levels of staff  should be responsible for the management 
of risk in their parti cular area.

Risk management requires the following steps: establish a business framework; identi fy and evaluate risks; 
measure risks; control the most important risks; monitor and review arrangements for correcti ve acti on.
Improving internal controls may reduce risks, for example, implementi ng audit recommendati ons. If the risk is 
too great for the NGB and it is not practi cal to reduce the risk then the risk should be avoided.
Insurance is the usual way of transferring risks, especially high impact risks that cannot be accepted. As an 
alternati ve the risk may be transferred by contracti ng out certain functi ons, i.e. strategic planning services or 
through joint ventures, i.e. building a facility with another Governing Body of Sport with a view to sharing the 
cost and spreading the risk.

A full review of the risks that the NGB faces should be undertaken at least once every three years. In additi on, 
each year the risk management process at each level within the organisati on should be formally reviewed. 
The risks that have crystallised and any changes to the impact or likelihood of each signifi cant risk should also 
be considered. Some fi nancial risks that need to be taken into account each year would include; a drop in the 
level of ISC funding, a signifi cant increase in the NGB’s insurance, etc.
One way to achieve this is to combine this process with existi ng business planning routi nes such as revising 
the strategic plan or developing annual budgets. This could be achieved by requiring Committ ee Chairmen or 
staff  members to complete a report on risks that they may face in the implementati on of their strategic goals 
for their area of responsibility.

Where necessary, further acti on should be agreed to deal with unacceptable outstanding risk and a report 
should be sent to the Board on the results of this risk review process.

A monitoring process provides reasonable assurance to the Board that there are appropriate control proce-
dures in place for all the NGB’s fi nancially signifi cant business acti viti es and that these procedures are be-
ing followed (e.g. considerati on by the Board of reports from management, from external auditors or from 
independent accountants). There should be formal procedures to identi fy changes and weaknesses in the 
business, the NGB’s policies and procedures and its environment, which will require changes to the system of 
internal fi nancial control. 
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Internal Control

Internal control includes all the fi nancial policies and procedures adopted by the NGB, and comprises of 
the control environment and control procedures. It forms an important part of managing the organisati on’s 
fi nances but can be expected to provide only reasonable assurance, not absolute assurance, to the NGB.

The members of the Board have an important role in the development and communicati on of ethical values 
and resolving control issues throughout the NGB. Staff , in turn have a professional responsibility to under-
stand, comply with and implement the NGB’s policies and procedures in their work practi ces.

The management and ulti mately the Board of the NGB should ensure that there is a strong focus on the role 
and experti se of the fi nance personnel to ensure that they are conversant with all developments and best 
practi ce in this area.

The Treasurer has the responsibility to ensure that the organisati on adheres to and enforces the fi nancial 
policies and procedures set by the NGB. The NGB’s internal control systems att empt to ensure that the follow-
ing precauti ons are implemented:

Internal Controls Objecti ve

Safeguarding of assets Assets are safeguarded on behalf of their rightf ul owners• 

Segregati on of duti es Error and fraud are minimised, prevented and are likely to be detected if • 
they occur
Staff  responsibiliti es must be organised to ensure that key tasks are segre-• 
gated
Staff  specifi c responsibiliti es to separate custody, authorisati on and approv-• 
al, recording and executi on of a specifi c transacti on

Physical access controls Only authorised personnel should have access to the records and assets of • 
an organisati on

Authorisati on and ap-
proval limits

Appropriate responsible persons should have appropriate authorisati on or • 
approval limits for transacti ons implemented to ensure that the organisati on 
can reasonably limit its exposures

Management control Informati on (including fi nancial informati on) can be prepared and disclosed • 
in a ti mely, effi  cient and informati ve manner

Arithmeti cal and ac-
counti ng controls

Complete and accurate accounti ng records are kept so that fi nancial transac-• 
ti ons can be recorded and disclosed in an informati ve manner
Procedures to ensure the reliability of data processing and generated infor-• 
mati on reports
Complete and accurate accounti ng records and non-fi nancial informati on • 
are submitt ed to stakeholders, i.e. NGB members (through the AGM/Annual 
Report), etc

Supervision and periodic 
reconciliati on

Variances between actual and budgeted performance for the NGB’s acti vi-• 
ti es are managed and monitored
Routi ne and impromptu checks which provide eff ecti ve supervision of the • 
control acti viti es are conducted on a regular and structured basis

Human resource control Staff  adhere to NGB policies and procedures• 
The recruitment, training and remunerati on of appropriately qualifi ed and • 
experienced staff  is a preconditi on for the achievement of best practi ce

Compliance review The NGB and its Offi  cers adhere to statutory and other relevant regulatory • 
requirements
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Auditi ng Accounts

The term ‘audited accounts’ means that the fi nancial records of the NGB have been independently checked 
by someone with a recognised accounti ng qualifi cati on (usually a chartered accountant) as being a true and 
fair record of the fi nancial operati ons and positi on of the organisati on at that ti me.

The Treasurer must be familiar with the rules / consti tuti on of their NGB and its obligati ons, parti cularly if the 
NGB is incorporated.

Auditi ng can be a costly process, so it is not unusual for NGBs to search for an accountant who is willing to au-
dit the accounts on a voluntary basis. To ensure that an audit is truly independent, the auditor should not be 
a member of the NGB. Directors or employees of the NGB or a parent, spouse, brother or sister of a Director 
are disqualifi ed from being appointed as an auditor under secti on 187 of the Companies Act 1990. It is good 
practi ce to give the auditor plenty of ti me (e.g. 2 months) to audit the accounts.

The auditor will need to be provided with:

The books of account, consisti ng of the cash books writt en up and balanced for the year, and journals and • 
ledger if these records are maintained
Bank statements for the whole year• 
Copies of deposit slips and cheque stubs• 
Receipt books containing the duplicates of receipts issued as well as cancelled original receipts, the audi-• 
tor also needs to sight books of unused receipts
Vouchers for payments made, which should be placed in numerical sequence of cheques drawn• 
Access to ‘paid’ cheques from the NGB’s bankers - unless receipts have been obtained for all payments • 
made
A copy of the minutes book to enable the auditor to review approvals for major items of income and • 
expenditure
A copy of the last audited statements of account• 
The fi nancial statements for the year now being subjected to audit, together with all supporti ng working • 
papers
Any other records or evidence the auditor may request to confi rm the accuracy of transacti ons recorded • 
and the existence of assets and liabiliti es shown in the books of account and the fi nancial reports.

The consti tuti on normally sets out the fi nancial year for organisati ons. Most fi nish their fi nancial year one or 
two months prior to the Annual General Meeti ng (AGM). This allows ti me to get the accounts in order and 
have them audited in ti me for presentati on at the AGM. Most NGBs have aligned their fi nancial year to the 
calendar year and the ISC asks that any remaining NGBs would consider the possibility of doing the same.

6.8 Procurement

The NGB should have a Procurement Policy to ensure that:

Expenditure is properly planned, authorised and in line with budget proposals• 
Purchases are competi ti vely priced, quality driven and sourced from reliable suppliers with the relevant • 
technical experti se
Purchasing practi ces are streamlined, consolidated and where possible, improved on• 
Stocks are kept to a workable minimum• 
Staff  are encouraged to uti lise the existi ng suppliers put in place by the NGB to obtain value for money • 
and bett er quality and service. This should also lead to a reducti on in the number of suppliers to the NGB, 
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thereby making savings in administrati ve ti me and costs
The NGB’s procurement policies and procedures are known and observed by all staff  involved in purchas-• 
ing goods and services
All expenditure must be approved and authorised (as per agreed levels of authorisati on)• 
Only goods or services ordered are accepted and recorded• 
Expenditure is accurately recorded and allocated in the accounts system• 
Payments are only generated for goods and services which have been received• 
Creditors are managed eff ecti vely and effi  ciently• 
Staff  are aware that the auditors of the NGB have full, free and unrestricted access to all procurement • 
records within the NGB. The Treasurer should ensure that complete records are available for inspecti on at 
all ti mes.

6.9 Banking

The NGB’s banking policies and procedures should ensure that:

Only reputable fi nancial insti tuti ons are dealt with and relati onships are formalised• 
Short, medium and long term funds are managed effi  ciently and eff ecti vely• 
All bank and cash transacti ons are authorised and accurately accounted for• 
(a) A signatory who authorises and approves procurement and other cheque requisiti ons CANNOT also be 
the same cheque signature certi fying payment for these requisiti ons.
(b) Maintain an up to date list of all direct debits for each bank account detailing the:
Benefi ciary• 
Amount, frequency and period• 
General ledger account to be debited• 
(a) All direct debit mandates and amendments are authorised by two bank signatories.
(b) All direct debit mandates must be copied and retained on fi le.
(c) Safeguard all unused cheque books, cancelled cheques, cheque book stubs, lodgement books and 
lodgement stubs.
(d) Maintain a register of used and cancelled cheques for audit trail purposes.
(e) It is the Treasurer’s responsibility to reconcile all bank statements to the cash book and general ledger 
every month and resolve all unreconciled items. The Treasurer and another signatory should sign off  the 
monthly bank reconciliati ons and authorise all adjusti ng entries.
Cheque signatories are complete, approved and authorised• 
(a) Cheque signatories should ensure all details on the purchase requisiti on form, supporti ng documenta-
ti on and authorisati on signatures are proper and correct prior to signing the cheque.
(b) Cheque signatories should never pre-sign blank cheques under any circumstances.
Foreign currency transacti ons are accurately recorded• 
(a) All foreign purchase invoices are converted at the appropriate market foreign exchange rate on the 
day the invoice is processed in the accounts system.
(b) Foreign income and expenditure are converted at the appropriate market foreign exchange rate on 
the day of the receipt or payment
(c) The foreign exchange diff erence is posted to the relevant expense or income account att ached to the 
original purchase invoice/remitt ance to which it relates.
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6.10 Nominal (General) Ledger and Journals

The objecti ves of the NGB’s nominal (general) ledger and journal procedures are to ensure that:

Data entry is authorised, accurate, complete, posted in the correct period and has adequate supporti ng 
documentati on

Before the beginning of each fi nancial year, set up the calendars on all ledgers to coincide with the fi nan-• 
cial statements period ends
Review and authorise all accruals and prepayments, parti cularly in respect of expenses/income, every • 
month
Print/prepare all necessary fi nancial reports before closing the nominal (general) ledger each month and • 
implement adequate fi ling procedures to ensure completeness of physical records
The Treasurer should review all fi nancial reports for accuracy and completeness prior to submission and/• 
or distributi on of results at management meeti ngs or for the preparati on of the fi nancial statements.
Identi fy, document, review and authorise all reconciling items between the nominal (general) ledger and • 
third party documentati on
Comply with accounti ng standards and with the NGB’s accounti ng policies• 
Reconcile the annual fi nancial statements to the year-end fi gures on the accounts system.• 

All journals posted to the nominal (general) ledger are documented and properly authorised

Document and authorise all journals on standard journal forms with suffi  cient narrati ve and documenta-• 
ti on to fully support each entry. These forms should be fi led numerically for completeness
Compile a list of standard journals that need to be made each month. Assign responsibility for the prepa-• 
rati on of each journal and have the list signed off  when the journal is complete. The Treasurer should 
review this list for completeness.

The Chart of Accounts is complete and all changes are authorised and accurate.

Ensure that the Chart of Accounts is set up in suffi  cient detail to comply with both management and • 
fi nancial statement reporti ng requirements.

Management and control accounts are reconciled and reviewed monthly.

The following list of nominal (general) ledger accounts should be reconciled monthly:• 
- Bank
- Creditors / Debtors
- Prepayment and accrual accounts
- Other balance sheet control accounts, e.g. PAYE/PRSI
Establish a ti metable detailing monthly deadlines and responsibiliti es for the performance and review of • 
nominal (general) ledger reconciliati ons.
The Treasurer approves and authorises the “Management Accounts checklist”• 
Review expenditure before closing the general ledger for the period.• 
It is the responsibility of the Treasurer to ensure that there is a clear audit trail with supporti ng documen-• 
tati on for all the transacti ons in the management accounts.
Access and security to the accounts soft ware is controlled• 
If the NGB uses an accounts package, access control to the accounts soft ware must be restricted to indi-• 
viduals responsible for processing accounti ng data.
Back-up copies must be made of all the fi les. All the data informati on for the accounts soft ware must be • 
backed up on the network. Data informati on for payroll soft ware must also be backed up on fl oppy disk.

All back-ups must be stored securely, preferably off -site.
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6.11 Chart of Accounts

The chart of accounts is a listi ng of all the accounts in the general ledger, each account is accompanied by a 
reference number. To set up a chart of accounts, one fi rst needs to defi ne the various accounts to be used 
by the organisati on. Each account should have a number to identi fy it. It is worthwhile to put thought into 
assigning the account numbers in a logical way. An example of how the digits might be coded is shown in this 
list:

Account Numbering

1000 - 1499: current assets• 
1500 - 1999: fi xed assets• 
2000 - 2499: current liabiliti es• 
2500 - 2999: long term liabiliti es• 
3000 - 3999: equity accounts• 
4000 - 4999: Revenue accounts• 
5000 - 5999: cost of goods sold• 
6000 - 9999: expense accounts• 

By separati ng each account by several numbers, many new accounts can be added between any two while 
maintaining the logical order.

Defi ning Accounts

Diff erent types of businesses will have diff erent accounts. Accounti ng soft ware packages oft en come with a 
selecti on of predefi ned account charts for various types of businesses.

There is a trade-off  between simplicity and the ability to make historical comparisons. Initi ally keeping the 
number of accounts to a minimum has the advantage of making the accounti ng system simple. Starti ng with 
a small number of accounts, as certain accounts acquired signifi cant balances they would be split into smaller, 
more specifi c accounts. 

However, following this strategy makes it more diffi  cult to generate consistent historical comparisons. For 
example, if the accounti ng system is set up with a miscellaneous expense account that later is broken into 
several detailed accounts, it then would be diffi  cult to compare those detailed expenses with past expenses 
of the same type. In this respect, there is an advantage in organising the chart of accounts with a higher initi al 
level of detail.

Balance sheet accounts tend to follow a standard that lists the most liquid assets fi rst. Revenue and expense 
accounts tend to follow the standard of fi rst listi ng the items most closely related to the operati ons of the 
business.
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6.12 Fixed Assets

Fixed Asset Register

One of the important roles of the directors of any organisati on is ensuring that the assets of the organisati on 
are protected. Basic good practi ce would require that as an absolute minimum an asset register be kept of all 
of the fi xed assets of the NGB. The asset register is a record of all of the fi xed assets of the NGB, their value 
and locati on. This informati on is important in keeping control of the assets, giving a valuati on for the annual 
fi nancial statements and recording matt ers such as depreciati on. 

An asset register can help keep track of:

The supplier of the asset• 
The esti mated life of the asset• 
The method of depreciati on and the rate that is applied• 
The original cost, annual depreciati on and accumulated depreciati on• 
Insurance details• 
Major repairs and maintenance• 
The method and proceeds of disposal or sale of the asset.• 

Capital Expenditure

The NGB should have a policy for capital expenditure to ensure that:

Capital expenditure is properly planned, budgeted, approved and authorised.

Purchases are correctly identi fi ed as capital expenditure.

A tangible fi xed asset is an asset that has physical substance and is held for use in the producti on or sup-• 
ply of goods or services, for rental to others, or for administrati ve purposes on a conti nuing basis in the 
reporti ng enti ty’s acti viti es. In additi on an asset in general is defi ned as “having rights or other access to 
future economic benefi ts controlled by an enti ty as a result of past transacti ons or events”.

All capital expenditure must adhere to NGB procurement policies.

All expenditure incurred by the NGB involving third party suppliers must be approved and authorised on a • 
purchase order form in accordance with the procurement policies of the NGB. 

All fi xed assets are depreciated and correctly valued.

Depreciati on is defi ned as the measure of the cost or revalued amount of the economic benefi ts of the • 
tangible fi xed asset that have been consumed during the period. Consumpti on includes the wearing out, 
using up or other reducti on in the useful economic life of a tangible fi xed asset whether arising from use, 
effl  uxion of ti me or obsolescence through either changes in technology or demand for the goods and 
services produced by the asset.
Fixed assets held for functi onal use that are considered to have a fi nite useful life should be depreciated • 
at annual rates to spread their cost to the NGB evenly over their useful life in each case. Accounti ng for 
the depreciati on of capital assets gives a more accurate picture of the expenses incurred in operati ng 
programs or services.
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This depreciati on should be included in the appropriate cost category as annual expenditure in the • 
Income and Expenditure Statement, and will appear in the Balance Sheet as accumulated depreciati on 
deducted from the value of the relevant fi xed assets
Where a fi xed asset used for the functi oning of the NGB has suff ered unforeseen permanent diminuti on • 
in value, the loss should be recognised immediately in the accounts by means of a “provision” charged to 
the appropriate expenditure heading
There are several important points to note about depreciati on:• 

The charging of depreciati on is a book entry and does not involve cash.

The process of depreciati on does not set aside cash to replace an asset at the end of its useful life.

The depreciated value of an asset is not necessarily the same as its market value.

Disposal of fi xed assets are correctly stated and accounted for

An annual review for disposals within the fi xed asset register should be carried out by the Treasurer and • 
authorised by the CEO prior to completi on of the capital budget
The disposal proceeds received for an asset should be properly recorded as a sale of assets. The asset • 
should be removed from the fi xed asset register and the cost of the disposed asset should be posted to 
the sale of assets account. In additi on the accumulated depreciati on to the date of disposal of the dis-
posed asset again should be posted to the sale of assets account. This method determines the profi t or 
loss on the disposal of the asset
The informati on relati ng to any fi xed assets disposed for nil value or determined to be obsolete, this type • 
of disposal must be authorised and approved before being recorded, documented and kept on a separate 
spreadsheet within the fi xed asset register and refl ected in the accounts by way of journal entry.

A fi xed asset register should be maintained and reconciled to the management accounts monthly

Tangible assets are safeguarded and secure

Capitalised fi xed assets are closely safeguarded and will remain on the main premises unless manage-• 
ment approval has been authorised. In terms of physical security the fi xed assets must be adequately 
protected on site and at least once a year a spot check/verifi cati on of fi xed assets should be carried out. 
In additi on there should be an alarm system or other security system in place
All the assets listed on the balance sheet should be adequately insured by the NGB and reviewed annu-• 
ally by the Treasurer
All data and computer soft ware must be backed up daily and on a weekly basis secured off site. A master • 
copy should be maintained monthly for permanent record. 

 

6.13 Wages & Payroll

The purpose of this secti on is to outline guidelines for administering payroll. All employees must be paid in 
accordance with their agreed contracts of employment and the NGB must meet its statutory obligati ons as 
set out below. The payroll run can be completed by the Treasurer or by another member of staff  who has 
responsibility for the administrati on of the payroll. A payroll soft ware package is useful for NGBs with several 
paid staff  and makes life much easier for the Payroll Administrator.
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All staff  pay and benefi ts are at the authorised rates in force at the ti me and have the necessary approval in 
line with Board decisions

The management with the approval of the Board decides on the basic and overti me rate at which each • 
employee is paid
Management must approve all overti me before the work is undertaken.• 

Amendments to the payroll master fi le are authorised, accurate and complete

Set and communicate ti metables for each month end detailing the dates by which informati on must be • 
submitt ed for processing, when each payroll will be paid and when the general ledger will be updated
Any errors in the administrati on of the payroll must be remedied as soon as possible aft er they have been • 
recognised and, where appropriate, such remedy will involve consultati on with the individual(s) aff ected 
by the original error
The person in charge of human resources issues must:• 

Complete a form for all additi ons, deleti ons and amendments to the payroll master fi le.

Advise the payroll administrator of the date of commencement of any new employees and their details.

Remove employees who have left  the organisati on in advance of the next payroll.

Approve all amendment forms.

Review and test the payroll master fi le data to ensure the informati on held is complete and accurate.

Statutory and voluntary deducti ons are appropriately authorised and correctly deducted

The tax rates are fi xed in accordance with tax legislati on• 
It is the Treasurer/Payroll Administrator’s responsibility to ensure that the payroll soft ware is updated an-• 
nually to refl ect any changes in the tax system aft er the Minister for Finance’s budget
New tax credits are received from the Revenue Commissioners. This determines each employee’s appro-• 
priate PAYE deducti on
PRSI is based on the employee’s salary and the PRSI code applied is based on the terms and conditi ons of • 
each employee’s contract of employment
The following deducti ons may only be applicable to employees in some NGBs and must be formally • 
agreed in advance and authorised by both the employee and management: 
- Family Protecti on Policies
- Pensions 
- Life Assurance Policies
- Union Deducti ons
- Other voluntary deducti ons

Third party submissions and payments are ti mely and accurate

At the end of each tax year, the P35 Annual Return must be submitt ed to the Revenue Commissioners • 
by the 15th of February. This can be done manually or on-line. The P35 details the total PAYE and PRSI 
deducted from all employees during the tax year. If there is a discrepancy between the total amounts 
deducted and the total of the twelve P30 payments made during the tax year the Revenue Commission-
ers refund/deduct that amount to/from the NGB
A P30 return can be made to the Revenue Commissioners using the “ROS” (Revenue On-line System). An • 
offi  cial electronic document “Acknowledgement of P30 Return” is sent to the organisati on confi rming the 
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tax and PRSI deducted. In additi on, the “Acknowledgement of P30 Return” is an electronic receipt detail-
ing the deducti ons that have been debited from the NGB’s bank account.

Travel, subsistence and other expenses incurred by staff  on behalf of the organisati on are paid through the 
payroll system

All expense claim forms must be signed by the claimant and their manager. All receipts should be at-• 
tached to verify that the employee incurred the expenses while conducti ng business on behalf of the NGB 
and to ensure that the correct amount is being claimed
Expense payments wholly, necessarily and exclusively incurred for the organisati on are not subject to • 
PAYE or PRSI deducti ons.

All payments and statutory documentati ons given to staff  must be ti mely, accurate and paid to bonafi de 
employees

Overti me is itemised as a separate amount from regular gross salary payments on payslips and is subject • 
to PAYE and PRSI deducti ons in the normal way. All overti me claim forms must be signed by each employ-
ee and their manager
Management must approve all wage payments prior to net pay details being sent to the bank for process-• 
ing. All payslips (detailing the wage calculati ons) should be fi led together with a spreadsheet with any 
other relevant additi onal informati on and passed to management with the previous period’s salary run 
for comparison. The management must authorise and sign this document once they are sati sfi ed that all 
the employees are bonafi de and the details and amounts are correctly stated
In order for the NGB to fulfi l its statutory obligati ons to staff , forms P45 and P60 (where appropriate) • 
must be issued promptly within statutory guidelines
The Payroll Administrator must issue payslips to all employees.• 

The payroll master fi le and payroll processing must be kept secure and confi denti al

The payroll master fi le must be fi led on the computer network and is password protected and accessed • 
only by the Payroll Administrator
All hardcopy employee details, payroll records and reports must be kept in a secure cabinet. Access is • 
restricted to the Treasurer and Payroll Administrator
If using a payroll soft ware package, it must be backed-up to fl oppy disk and stored off -site for security • 
reasons.

Payroll accounts and reports are reconciled and reviewed monthly

The Treasurer must ensure that the payroll accounts are reconciled to the monthly management ac-• 
counts.

Terminati ons of employment are properly assessed, authorised and recorded

The person with responsibility for human resources in the NGB must inform and provide a copy of any • 
documentati on to the Payroll Administrator for any of the following:
- A copy of writt en procedures used and followed for terminati ng an employee’s employment in line with 
statutory guidelines
- Immediately inform the Payroll Administrator and the Treasurer of all leavers
- A copy of all severance payments authorised at management level
- Submit supporti ng documentati on of severance pay to the Payroll Administrator and to the employee.
- Maintain a separate personnel fi le for all documentati on relati ng to employee terminati on.
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6.14 Budgeti ng

Budgeti ng is the process of taking the organisati onal objecti ves and converti ng these objecti ves into short-
term goals with a monetary value. Acti viti es are converted into fi nancial targets as most can be expressed 
in monetary terms. Overall budgeti ng can be seen as a central feature of the strategic planning process that 
links planning to control and ensures that objecti ves are operati onalised. The three key aspects of this pro-
cess are:

Planning• 
Budgeti ng• 
Control• 

Planning - The design of a desired future and of eff ecti ve ways of bringing it about. As an organisati on the 
NGB needs to plan for the resources under its control. The budget is a fi nancial expression of that plan. It 
considers the desired positi on and how it can be achieved with the resources available. The long-term plan of 
the NGB is analysed and those elements that the NGB wishes to achieve in the next 12 months are extracted 
and become the budget. It is important to note that the functi on of the budget is to integrate the long-term 
plan into the day-to-day operati ons of the NGB. This will ulti mately lead to the targets of the long-term plan 
being achieved.

Budgeti ng - The process of planning for the future which involves the quanti fi cati on in monetary terms of 
proposed acti vity levels.

Control - The process of looking back over past performance to make sure that what was meant to happen 
did happen, and where it did not, make the necessary changes to make sure that it does in the future. To 
control the acti vity of a NGB a comparison must be made between the desired acti vity expressed in fi nan-
cial terms (the budget) on the one hand and the actual outcome on the other. This is usually called variance 
analysis. It is important that the system that provides control informati on, whether manual or computer 
based, provides quick and reliable informati on if full benefi t is to be gained from such a system.

Budgeti ng Objecti ves

The objecti ves of the NGB’s budgeti ng policies and procedures are to ensure that:

Short and long term strategies for the organisati on are determined on a realisti c basis and Board approval 
is obtained

Budgets are central to the process of planning and control• 
Management, with the advice of the Treasurer should determine and prepare the long term strategic plan • 
for the organisati on (detailing the cost to the NGB) which should refl ect the broad strategies in att aining 
the goals of the organisati on as outlined in the strategy statement
The Treasurer should review the budget year on year to:• 
- Ensure that any projects which ran over budget are brought to the Board’s att enti on
- Ensure that any under-spends are highlighted
- Ascertain which expenses will be recurring in the coming year
- Determine the following year’s budget.

 
Budget Committ ee functi ons are in adherence with best practi ce The Budget Committ ee is a sub-committ ee 
of the Board and the main functi ons and matt ers that it should consider are as follows:



NGB SUPPORT KIT - Chapter Six FINANCIAL GUIDELINES

147

Monitor and implement the systems for ti mely identi fi cati on of warnings of future risks and uncertainti es • 
the NGB might face
Review the budget and/or forecast informati on produced by the NGB, and ensure that the quality of the • 
systems in place for producing this informati on is kept up to date
Review any obligati ons, undertakings or guarantees arranged with other organisati ons (in parti cular, the • 
ISC, grant recipients and suppliers) for the giving or receiving of support
In parti cular, the Budget Committ ee may need to consider whether the budgets are realisti c and whether • 
the NGB are likely to put the budgets into practi ce eff ecti vely
Review the fi nal strategic and master budget for the NGB prior to submission to the Board for approval.• 

 
- Budgets are eff ecti vely planned, monitored and authorised for each secti on of the NGB

The Treasurer is responsible for the following aspects of the budgetary process:• 
- Review the strategic budget annually with management prior to approval with the Board
- Setti  ng an annual plan for approval by management and the Board
- Align all expenditure with the relevant nominal ledger codes in accordance with the NGB’s chart of ac-
counts to establish a defi ned link between the budget and actual expenditure
- Monitor and update all actual expenditure against the budget or forecast. Calculate, report and explain 
variances as part of the management accounts reporti ng process
- Budget assumpti ons and transacti ons are accurately recorded
Budgets for the NGB are prepared on a zero base and incremental basis. A zero based budget - the bud-• 
get is compiled as if programmes were being launched for the fi rst ti me (existi ng expenditure must be 
justi fi ed) and the budget is allocated on the basis of cost/benefi t analysis. An incremental budget - the 
current level of operati ng acti vity and the current budgeted expenditure is taken as the starti ng point for 
the budget and then adjusted for changes which are expected to occur in the new budget e.g. infl ati on
All assumpti ons must be clearly stated and documented. Aspects of the process should include:• 
- Background to each item of expenditure
- Measurable objecti ves (fi nancial and non-fi nancial)
- Acti vity descripti on (stati ng how objecti ves will be achieved)
- Financial summary (detailing all costs)
- Ensuring authorisati on limits for commitments are in line with predetermined authorisati on levels

Capital expenditure should be planned, budgeted and monitored effi  ciently and eff ecti vely

It is for the Board to approve the strategic capital expenditure plan• 
The capital budget is submitt ed to the Board where the expenditure is either approved or dismissed• 
The Board must approve and authorise capital expenditure of a substanti al amount• 
It is the responsibility of the Treasurer to compile a strategic capital expenditure plan for the NGB includ-• 
ing at a minimum:
- Asset or project descripti on
- Reason for purchase
- Esti mated cost of annual expenditure
- Proposed useful life of the asset
- Detailed writt en discussions approved by the secti on manager outlining the objecti ves as part of the 
NGB’s strategic plan
Prepare a capital expenditure proposal for all purchases or projects to include:• 
- Descripti on and justi fi cati on of spend
- Budgeted amount
- Three alternati ves / opti ons for proposed expenditure
- Justi fy reason for selecti on made
- Whether capital expenditure was included in the strategic/fi nancial plan
- Method of fi nancing
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- Timing of expenditure
- Authorisati on
Capital expenditure and the limits of authority should be in line with the NGB’s procurement policies.• 

Budgets should be prepared in an effi  cient and ti mely manner

It is the responsibility of groups within the NGB to prepare and sign off  their respecti ve budgets on ti me. • 
Some NGBs might have committ ees in charge of certain programmes or projects. Each committ ee/project 
group should be responsible for preparing their own budget
It is the responsibility of the Treasurer to complete the “fi nal NGB budget” by an agreed date.• 

- Budgets should be monitored and reviewed periodically

It is the responsibility of the Treasurer to ensure that the master budget is reviewed by management, the • 
CEO and the Board as appropriate
A mid and fi nal year review should formally take place in June/December respecti vely on the budget • 
against actual performance. The Budget Committ ee, Treasurer, management and CEO should att end. Any 
changes or strategic realignments should be documented and the Board should formally be advised.

6.15 Reporti ng

A key element to the successful operati on of any organisati on is ti mely acti on on those areas that require ac-
ti on. This can only be done if there is suffi  cient, ti mely and accurate informati on available to the people oper-
ati ng the NGB. Reporti ng on an annual basis is generally designed to provide informati on for external groups 
or individuals. However the people working in the NGB and the members of the Board will not have suffi  cient 
informati on to take acti on on parti cular issues if the only report available is the annual report.

 

Management Accounti ng

In additi on to the keeping of statutory records for reporti ng purposes NGBs will also require internal informa-
ti on that provides support to its areas of acti vity. The process of keeping fi nancial informati on internally for 
use by the organisati on is known as Management Accounti ng. There is therefore a requirement that other 
forms of reports be available to the people working in the NGB and those on the Board.

 

Reporti ng Objecti ves

The objecti ves of the NGB’s reporti ng policies and procedures should be to ensure that:

Reports refl ect the short, medium and long term strategies for the NGB

The Board and CEO should determine and prepare the long term strategic plan for the NGB, which should • 
refl ect the broad strategies in att aining the goals of the organisati on as outlined in the strategy statement
It is the CEO’s responsibility to review the fi nal strategic reports for the NGB prior to submission to the • 
Board for approval. In the absence of a CEO, the Board should assign the responsibility to a member or a 
staff  appointment
Strategic planning, management control and operati onal control form the planning and control frame-• 
work within organisati ons. Reports should refl ect this process
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The Treasurer should review all fi nancial reports of the NGB to ensure that its goals/requirements are be-• 
ing maintained and in line with Board expectati ons.

Reports are in compliance with best practi ce, legal and regulatory guidelines and provide a true and fair 
view of the NGB’s acti viti es

It is the Board’s responsibility to ensure that the NGB clearly addresses the stakeholders’ requirements in • 
their reporti ng
The Board may need to consider whether the reports are realisti c, whether there is a reasonable expecta-• 
ti on that the reports are likely to resolve any problems foreseen and whether the Board are likely to put 
the reports into practi ce eff ecti vely
The fi nancial statements should be prepared in accordance with generally accepted accounti ng principles • 
under the historical cost conventi on and comply with fi nancial reporti ng standards of the Accounti ng 
Standards Board to provide a true and fair view of the NGB’s acti viti es
Reports produced by the NGB should be prepared and presented in line with best practi ce, and within the • 
legal and regulatory guidelines applicable to the organisati on
It is management’s responsibility to monitor and implement report systems, or other means (formal or • 
informal), for ti mely identi fi cati on of warnings of future risks and uncertainti es the NGB might face
It is the Treasurer’s responsibility to review the report informati on produced by the NGB to ensure that • 
the quality of the systems (or other means, formal or informal) in place for producing this informati on is 
kept up to date.

Reports are eff ecti vely planned, documented and authorised for the organisati on

In order for the successful operati on of the NGB there must be suffi  cient, ti mely and accurate informati on • 
available to the Board. Reporti ng is a key aspect in converti ng the strategic goals of the NGB into mon-
etary values
The Treasurer is responsible for the following aspects of the reporti ng process:• 

Reviewing the reporti ng process annually with CEO and management prior to approval with the Board.

Aligning all expenditure with the relevant nominal (general) ledger account codes in accordance with the 
NGB’s chart of accounts to establish a defi ned link between actual and budgeted expenditure.

Monitoring and updati ng all actual expenditure against forecast. Calculati ng, reporti ng and explaining vari-
ances as part of the reporti ng process to the CEO, management and the Board.

Reports are consistent and assumpti ons clearly stated

Reports for the organisati on are prepared on a consistent basis and in an agreed standardised format.• 
All assumpti ons in the preparati on of each secti on’s report must be co-ordinated by the Treasurer to en-• 
sure reliability. Clarify, approve and clearly state the key assumpti ons underlying the reports appropriate 
in the circumstances
The Treasurer must approve and authorise amendments or changes to the report format for the organisa-• 
ti on. If there is a signifi cant departure from the current reporti ng framework, then the CEO can authorise 
this to refl ect a policy change for the organisati on and subsequently obtain approval at the next Board 
meeti ng. Otherwise there should be no deviati ons from the agreed reporti ng framework.

Reports should be monitored and reviewed periodically

It is the responsibility of the Treasurer to ensure that the reporti ng framework is reviewed by manage-• 
ment, CEO and the Board as appropriate
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Reports should be prepared in an effi  cient, eff ecti ve and ti mely manner

It is the responsibility of the Treasurer to ensure that the organisati on prepares reports in an effi  cient, • 
eff ecti ve and ti mely manner.

 

6.16 Downloads & Links

Downloads

Financial and Governance – Stock Takes / Control• 
Financial and Governance – Assets Register• 
Financial and Governance – Procurement• 
Travel and Subsistence Expenses• 

Case Studies (Irish Table Tennis Associati on):

Budgetary Control• 
Expenditure, Approval and Controls• 
Corporate Credit Card Usage and Controls• 
Periodic Accounts and Account Reconciliati ons• 
Assets• 
Payroll• 
Compliance• 
Accounti ng Policies• 
Risk Control Matrix• 
SSA Approval Form• 
The Duti es, Responsibiliti es and Liabiliti es of Directors• 

http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/stock_control.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/assets_register.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/procurement.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Travel_and_Subsistence_Expenses.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Budgetary_Control.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Expenditure_Approval_and_Controls.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Corporate_Credit_Card_Usage_and_controls.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Periodic_Accounts.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Assets.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Payroll.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Compliance.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Accounting_Policies.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Risk_Control.xls
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/appraisal_form.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/6_Financial_Guidelines/6_16_Downloads_Links/Duties_responsibilities.pdf
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7. Project Management

Introducti on

Most sporti ng organisati ons will be called on at some point to organise an event. This may be a media con-
ference or a social functi on, or it may be a state, nati onal or world championship. Although events may vary 
in their complexity, the same basic principles generally apply. This secti on looks at the basic principles and 
phases that are applied to organising an event or project. The case studies in this secti on are examples from 
various NGBs who have organised successful events in the past.

7.1 Decision Phase

The decision phase consists of establishing your current situati on at present, looking at the future and ascer-
taining the best way to get there meeti ng your objecti ves.

Questi ons to ask before you start

Should there be an event?• 
What is the purpose of this event?• 
What goals do you want to achieve?• 
How will you achieve these goals?• 
Are there suffi  cient funds to produce the event?• 
Who is your target audience?• 
Who will be involved in the process?• 
What resources, fi nancial and other will be required?• 
When must it be completed?• 
What outcome would you like?• 

 

Strategic Outlook

Your event will require a strategic outlook; before you begin you will need to establish the following:

Vision•  describes the long-term goals
Mission•  is the task that the organisati on has set for itself, reason for holding the event, its stakeholders 
and key objecti ves.

Clearly Defi ned Objecti ves

You must consider the purpose and objecti ve of your event. Your objecti ves and purpose will aff ect how you 
organise your event. Before even starti ng to plan an event, it is important to ensure that there is a clearly 
defi ned set of measurable objecti ves. For example, while ‘delivering a successful nati onal championship’ may 
seem an obvious goal, it is important to be clear on what determines ‘successful’. Some questi ons to consider 
are:

How many parti cipants will att end?• 
How many spectators will att end?• 
How important is raising funds?• 



NGB SUPPORT KIT - Chapter Seven PROJECT MANAGEMENT

154

Is media exposure of primary or secondary important?• 
Does the event provide an opportunity for athletes to qualify for another event such as a world champi-• 
onship or the Olympics and, if so, how many qualifi ers do you want?

Having a concise set of objecti ves not only helps to maintain focus in the planning phase, but also provides 
a set of criteria on which evaluati on can later be based. For example, if the event is unexpectedly faced with 
budget cuts, it is then easier to remove the ‘nice to haves’ from a pre-determined set of prioriti sed objecti ves.

Additi onally, aft er-event evaluati on against the objecti ves always provides useful lessons that may be help-
ful for future events and is even more important if some of the event organisati on has been outsourced to a 
management company.

Your objecti ves should meet the SMART principle:

Specifi c• : carefully focused on the mission 
Measurable• : expressed in a concise and quanti fi able form so they could be assessed 
Achievable• : objecti ves that can be realised given the human, fi nancial & physical resources 
Relevant• : applicable to the current environment in which the company operates 
Time•  Specifi c: to be achieved by a designated ti me frame (from concepti on to executi on) 

You will need to consider the internal and external environment (SWOT & PEST analyses)

PEST Factors: Example:

Politi cal/legal: • laws on alcoholic beverages 
Economic• : infl ati on, level of wages 
Social/cultural• : target group, lifestyle 
Technological• : changes in equipment 

SWOT Analysis: Example

Strengths• : Creati veness, strong brand 
Weaknesses• : Other competi ng events, weather, season 
Opportuniti es• : Sponsorships, promoti on 
Threats• : Things that may jeopardise the event: strikes, labour disputes 

Your event strategy should:

Uti lise strengths• 
Minimise weaknesses• 
Avoid threats• 
Take advantage of opportuniti es• 

Event Feasibility

You should perform 3 feasibility tests while planning an event: marketi ng screen, operati ons screen and fi nan-
cial screen. This will give you an indicati on of your event being held in the designated ti me frame and will also 
help you to identi fy the support and resources necessary to make your event a success.

Marketi ng Screen: • Marketi ng screen requires you to identi fy the target market for the event and deter-
mine whether they will support such an event. This includes environmental search for similar events in 
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the past, whether they were successful or not. This research also allows you to identi fy any competi ng 
events that may be taking place at the same ti me.

Operati ons Screen: • How do you intend to organise and produce your event? It could either be done by 
volunteers (in-house staff ) or by professionals (event management companies). You need to identi fy the 
personnel resources that will assist you in executi ng your plan. In the early stages, you need to identi fy 
the tasks involved and who will be able to accomplish those tasks. In doing so, you will eliminate acti vi-
ti es that are too complicated or diffi  cult. You will also identi fy problems and essenti al procedures such as 
licensing, permissions, approvals, etc. so that enough ti me is allowed to sati sfy such requirements.

Financial Screen:•  This involves listi ng several types of events to be considered and preparing a prelimi-
nary budget for each to evaluate which would be best suitable to achieve your objecti ves. This prelimi-
nary budget should include all costs and revenues. This initi al budget would help you with your planning 
process at a later date.

Once all 3 screenings have been done and analysed, the decision has been made to ‘go-ahead’ with the 
event, then it’s ti me to examine how to organise your event.

7.2 Detailed Planning Phase

Once the objecti ves of the event have been stated and clearly communicated to all, it’s ti me to consider 
an outline plan. An outline plan contains details in the areas of operati ons, fi nance, and marketi ng. It also 
includes a search phase. It is now that you explore opti ons of possible dates, suitable ti mes, potenti al venues, 
potenti al demands for the event, target market, possible sponsors and identi fy any clashes of similar events. 
Environmental searches will identi fy any potenti al problems and opportuniti es, assess demand and capacity, 
ascertain potenti al sponsors and partners, pinpoint any social or cultural issues, research any precedents and 
identi fy any ti ming issues.

 

Planning

Experience has shown that the management of a successful event requires a detailed planning and consulta-
ti on process. Although a comprehensive event planning process cannot guarantee a problem-free event, it 
enhances an event manager’s ability to eff ecti vely respond to any problems that may occur. The purpose of 
planning is to successfully meet your objecti ves. Planning should take place before beginning a project and 
should conti nue throughout the process.

Why is Planning an Event Important?

It helps you to be clear about what you are doing and why• 
Planning can give more confi dence, a greater sense of commitment and can help prevent losing sight of • 
the overall purpose of the event
Planning is essenti al for any group in order to be eff ecti ve• 
Planning can save ti me and eff ort at a later stage, and can prevent problems occurring• 
Working to a plan helps a group’s moti vati on and teamwork.• 

It is also important to recognise pit falls of planning:

Viewing plans as a once off  exercise- plans are acti ve documents and should be regularly consulted and • 
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updated
Seeing plans as conclusive rather then directi onal - plans change regularly• 
over planning - becoming obsessed with ti ny details and not looking at the overall objecti ve• 

 

Venue

The objecti ves of the event may aff ect the choice of venue. You should compile a list of preferred locati ons 
and contact each one for pricing and availability. You should also visit each locati on to make sure venue is 
suitable for your event. The selecti on and design of the venue will have a signifi cant impact on all compo-
nents of event planning and on the overall safety and success of the event.
Things to consider should include:

Locati on - what transport to and from the venue is available?• 
Hire costs• 
Proximity to parti cipants• 
Proximity to spectators - where will most spectators come from?• 
Transport - how easy is it for parti cipants and spectators to get to the venue?• 
Level of competi ti on - the standard of the venue may vary according to the nature of the event• 
Wet weather opti ons - does the venue have to be covered?• 
Services and uti liti es available• 
Movement of people within the area- Is the area a suffi  cient size for your event?• 
Hazards in and around the area• 
Potenti al impact on the local environment• 
Traffi  c fl ows/parking• 
Provision for disabled people• 
Agreement of key stakeholders on selecti on of site/venue.• 
Power, lighti ng and equipment• 
Emergency plans/exits• 

 

Date

Selecti on of a suitable date can have a major impact on the success of an event. Factors to consider include:

Its proximity to other events that may aff ect parti cipant and spectator levels?• 
When the school holidays are?• 
The likely weather conditi ons?• 
What other events may aff ect the ability to get media coverage (some of these may be non-sporti ng • 
events)?

 

Time Requirement

You will need to plan your event in advance. In order to establish the ti me required to organise your event, 
you will have to list all you need to accomplish to bring success to your event and work backwards. You need 
to identi fy all the deadlines, schedules and delivery ti mes and assign a ti me frame to each item. Remember 
to build in a bit of ‘lead-ti me’ for delays and note any major holidays such as the summer and Christmas that 
may interfere with suppliers etc.
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Human Resource Management

The staffi  ng of an event oft en provides one of the biggest challenges, especially to smaller associati ons. It is 
important to be clear that the personnel tasked with delivering the event have both the experti se and ti me to 
do so.

Oft en the level of complexity and the amount of ti me taken is underesti mated. One of the most common 
post-event comments is; “’I never realised how much work goes on behind the scenes to deliver an event”.

Many sporti ng associati ons are under-resourced and struggle to simply keep up with day-to-day administra-
ti on, running competi ti ons, handling members’ inquiries and running development programmes.

It is important to develop a detailed staff  plan for the event, highlighti ng the staffi  ng requirements before and 
during the event.

A Resource Plan can be used in order to:

Clear up any confusion about “who does what.”• 
Ensure that for each task, there is a responsible party• 
Facilitate additi onal communicati on by helping people who need to work together to get to know each • 
other
Prevent duplicati on of eff ort.• 

 

Event Manager

Event Management encompasses the assessment, defi niti on, acquisiti on, allocati on, directi on, control, and 
analysis of ti me, fi nances, people, products, services, and other resources to achieve specifi c objecti ves. An 
event manager’s job is to oversee and arrange every aspect of an event, including researching, planning, orga-
nizing, implementi ng, controlling, and evaluati ng an event’s design, acti viti es, and producti on.

Committ ee

Pull together a group of people with a range of skills to deliver the event. This has the advantage of adding 
resources to the organising team but, unless they are well managed, these resources can be counterproduc-
ti ve. It is important that meeti ngs are structured and committ ee members are accountable for tasks that they 
agree to undertake.

 

Volunteers

Depending on the size of the event you may require volunteer assistance. Volunteers can play a major role in 
determining the success of the event. You should appoint a dedicated volunteer coordinator because there is 
usually a massive amount of work involved in recruiti ng, training, uniforming, accrediti ng and feeding vol-
unteers. Volunteers can fi ll some jobs that might otherwise be staff ed by temporary employees. Volunteers 
provide high levels of service at no extra cost.
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Outsourcing

Some associati ons are reluctant to outsource the management of an event, believing that it costs too much, 
but there are considerable benefi ts, including:

Allowing the associati on to conti nue to focus on its core business, that is, recruiti ng and servicing • 
members
Ensuring the quality of the event. If you select a reputable event management company and set key • 
performance targets, there is a strong likelihood that the event will be a success whereas, if you use a 
committ ee or volunteers with limited event experience and other commitments, that likelihood is re-
duced
A reputable event company will usually have a strong network of reliable suppliers.• 

 

Stakeholder Analysis

Identi fy those who are ulti mately aff ected by the project, positi vely or negati vely and outline the level of 
involvement that is required by them in the project. For some stakeholders, it may simply require them to at-
tend the kick-off  meeti ng while others will need to be involved throughout the project process.

You need to be able to identi fy the range of stakeholders in an Event and manage their needs, examples 
include:

Media• 
Transportati on Agencies• 
Event Organiser• 
Public• 
Government agencies• 
Elected offi  cials• 
Private Industry• 

Consultati on: It is essenti al that events are developed and reviewed in consultati on with identi fi ed key stake-
holders. All these key people need to be contacted about the event in advance. It is helpful to brainstorm 
with the organising committ ee to generate a list of people, groups or statutory agencies which could be con-
sidered stakeholders. Involve those who may be aff ected by the event, they will appreciate the contact and 
will oft en be more cooperati ve and supporti ve if they are involved during the initi al planning stages.

Planning meeti ng: A series of planning meeti ngs should be conducted with the key stakeholders well in ad-
vance of the event to allow suffi  cient ti me for any planning changes.

Briefi ng: Before Event: Once the planning has been done it is essenti al to call all the parti cipants together to 
conduct a pre-event briefi ng. Issues of communicati on, ti metabling, responsible service of alcohol, security 
and emergency procedures should be clarifi ed at this ti me. The event manager must be in contact with key 
stakeholders at all ti mes before and during the event. The manager must have the authority to make criti cal 
decisions in relati on to the event and, in an emergency, order the cancellati on of, or evacuati on from, the 
event. It is important to keep a contact record of various stakeholders on fi le. These details are useful in the 
implementati on phase of the event as well as being useful for any future events.
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Event Marketi ng

Event Marketi ng involves studying the intricacies of the brand, identi fying the target audience, devising the 
event concept, planning the logisti cs and coordinati ng the technical aspects before actually executi ng the 
modaliti es of the proposed event.

Target Audience is the main group of people expected to att end the event, e.g. families, singles, under 18s, 
senior citi zens, 18-25-year-olds etc.

Marketi ng Tool: Event management is considered one of the strategic marketi ng and communicati on tools by 
organisati ons of all sizes. From programme launches to press conferences, organisati ons create promoti onal 
events to help them communicate with their target audience. Organisati ons may target their audience by 
using the news media, hoping to generate media coverage to reach a wider public. They can also invite their 
audience to their events and reach them at the actual event.

Event Promoti on: There are a number of diff erent ways to promote your event including the suggesti ons 
below:

Contacti ng all key people to mark their calendars as soon as a date is confi rmed• 
Analysing your target audience and identi fying what will enti ce them to the event• 
Producing and distributi ng leafl ets, fl yers and posters about the event.• 
Circulati ng a news release about the event along with providing personnel to provide further informati on • 
and interview opportuniti es
Updati ng informati on about your event onto your website and any other relevant websites• 
Spreading word of mouth through friends, relati ves and work colleagues• 
Displaying outdoor banner at the venue where you are holding the event• 

If you plan to have an invitati on list for your event then you need to send out invites at least six weeks before 
the event.

Adverti sing examples include:

Television• 
Local and nati onal newspaper• 
Magazines, radio• 
Web and outdoor.• 

 

Media Coverage for an Event

In the case of high profi le events and you are planning on inviti ng the media to your event you should keep 
them informed of all your acti viti es. Having the Media present at your event will help to raise public aware-
ness for the event and your organisati on. You should appoint a publicity coordinator for the event, compile 
a list of local journalists who would like to cover the event and send them individual noti ces with the details 
of the event. You should follow up with a phone call to confi rm att endance and receipt of invitati on. It is a 
good idea to reserve seati ng for members of the media who have agreed to att end and have refreshments for 
them. It is a good idea to organise a photo opportunity and talk to the media who att end on the day. 
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Financial Analysis

With fi nancial planning it is important to be realisti c, not only with revenue expectati ons, but also with 
expenditure, and an amount should be included for conti ngencies. A detailed budget is probably the most 
criti cal aspect of any event. You need a Budget so that you are clear about how much each area is going to 
cost - in order to work out the overall cost of the event.

There is oft en a tendency to have unrealisti c revenue expectati ons, it is important to consider all possible 
revenue streams, for example:

Event Budget

Income Esti mated Actual Variance

Sponsorship

Entry fees   

Gate receipts

Total:

Expenditure      

Adverti sing

Catering

Hospitality

Merchandise

Transportati on

Venue Rentals

Entertainment      

Speakers      

Staging      

Lighti ng/sound

Insurance

Translati on

Staffi  ng  

Miscellaneous

Conti ngency

Total: 

You can use Microsoft  Excel to set-up a spreadsheet for calculati ng your event budget.

Note:

On the expense side, always put together a worst-case scenario budget and be aware of the risk of not bud-
geti ng for items that were expected as donati ons -- oft en favors from “friends” fall through at the last minute, 
leaving a hole in the budget. Conti ngency should be between 10-15 % of your overall budget.
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Cash Flow Budget

Apart from an overall budget for the event it is good practi ce to draw up a cash fl ow budget. A cash fl ow bud-
get esti mates when money is to be received and when it is to be paid out. In managing your event a cash fl ow 
budget is criti cal because expenditure oft en cannot be incurred unti l income has been received.

Fundraising

Before undertaking any fundraising plan it is important to evaluate the capability of the fundraising group. 
One of the major considerati ons before embracing specifi c ideas for fundraising acti viti es is to evaluate 
whether there are suffi  cient resources, you need to determine whether there are a suffi  cient number of 
volunteers and it is important to understand that there will be costs associated with fundraising. Those costs 
may include the use of offi  ce supplies, transportati on, purchase of consumables, insurance, etc.

There are many tried and proven ideas for fundraising acti viti es. Some of these acti viti es include walk-a-
thons, aucti ons, fundraising ball, sponsored cycles etc.

The following are some guidelines to make sure your fundraising event is a big success:

Planning:

What will you do to raise money?• 
Who will run the fundraiser: volunteers?• 
How will people take part?• 
When will it take place?• 
Where will it take place?• 
Permission - Always check with those in charge before starti ng to plan the event• 

You should prepare an acti on plan:

Gather any materials you might need and collect resources and enlist the help of volunteers and staff .• 
Don’t forget to adverti se about your event• 
Promote your event on your website if you have one set up• 
Set up a checklist for each acti on, assign a person to be responsible for each acti on and establish a dead-• 
line for completi on
Keep a record and chart the progress of your fundraiser• 
Record your collecti on eff orts.• 

Evaluate the success of your event for future reference and don’t forget to thank all those who were involved.

Fundraising Budget

The following example budget is based on a fundraising event, catering for 200 people. Start up budget is 
€5,000 and total profi t is the amount raised at the end of the event. Figures may vary as numbers could 
change please keep in mind this budget is only an esti mate budget.

Esti mated Budget:
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Income Amount

Tickets @ 55 x 200 = 11,000

Grant: 5,000

Total Income: 16,000

Venue 740

Staff Included with Venue

Meal 200 people @ €11 2,200

AV Included in venue

Bar Extension 350

Décor 200

Champagne Recepti on 300

Aucti on Guest Speaker 100

DJ 150

Prizes Free

Ticket Master Sales 400

Adverti sing 360

Transport 200

Event Management@21% 1,050

Total Cost: 6,050

Total Profi t: €9,950
 

Sponsorship

Sponsorship is the fi nancial (cash) or material (in kind) support of an event by private individuals or fi rms, 
given with the expectati on of benefi t in return. The sponsor can communicate with its target audiences 
through sponsorship. It is the fastest growing segment in new marketi ng techniques. Preparing a sponsorship 
proposal - what can you off er the Sponsor in return for fi nancial support?

Profi le of your audience:

Att endance - audience size• 
Measurement of audience - ti cketed, esti mated• 
Demographic profi le of audience• 
Use recognised research data• 

Present your mission and event plans:

Outline event acti viti es• 
Emphasis on entertainment value and appeal to audience• 

Retaining the Sponsor:

Manage the relati onship and deliver on all benefi ts• 
Provide a post-event evaluati on report• 
Renew for next year• 

Please see our sponsorship chapter for more details on sponsorship. 



NGB SUPPORT KIT - Chapter Seven PROJECT MANAGEMENT

164

Visualisati on

Visualisati on is a step-by-step process that walks you through your event to identi fy any potenti al problems. 
If you identi fy the problems early, they could be addressed promptly in the planning stage. Visualising your 
event from start to fi nish will help you to iron out any problems prior to fi nalising and executi ng your plans.

You can use a diagram called a mind map to represent ideas, tasks, or other items linked to your event. Mind 
maps are used to generate, visualize, structure, and classify ideas. A mind map is a brainstorming approach to 
planning and organising your event.

7.3 Implementati on Phase

Gantt  Charti ng:

Gantt  Charti ng can be used as a visual schedule for tasks, durati ons, and milestones of an event. It is highly 
recommended to use Gantt  Charti ng for medium and large sized events.

Example of a Gantt  chart:

Notes:

Useful for showing project schedules visually• 
Shows tasks in the fi rst column, and durati ons in the other columns• 
The length of the black bar represents the durati on of the task. The durati on can be days, weeks or • 
months
Highlights dependencies between tasks - e.g. Task 4 cannot go ahead unti l task 3 is fi nished• 
A milestone is shown by the � diamond symbol. A milestone is a signifi cant event in the life of the proj-• 
ect - e.g. a decision point such as ‘report delivered’. They do not have a ti me or cost value. This is because 
they do not use any resources. 
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Risk Assessment

A Health & Safety Statement is designed to safeguard you and your team and your visitors from incident and 
accident. It will also help prove to an external party that you took responsible steps to minimize the risk of 
accidents.

The preparati on of a risk management document is part of the work necessary in preparing the Health & 
Safety Statement. A Safety Offi  cer should be appointed to complete the Risk Assessment and the Health and 
Safety Statement.

This can only be done by carrying out an honest and thorough assessment of the possible health and safety 
risks, this must be a writt en document.

It is suggested that you examine each potenti al risk under the following headings:

The hazard?• 
The risks associated with that hazard?• 
Controls - how will you control those identi fi ed risks?• 
Rati ng - how do you rate the potenti al risk - (1-5) 1 being low, 5 being very high.• 

 

Hazard Risk Controls Rati ng

Fire Exit Blocked Death Clear Exit 5 5

Hazards can be grouped under the following headings, but you may wish to add to this list to meet the needs 
of your own event.

Spectators• 
Fire• 
Electrical• 
Weather• 
Noise• 
Litt er• 
Waste• 

 

Health & Safety Statement

The risk assessment exercise carried out above will form the basis for the Health & Safety Statement. In the 
event of a claim or a suggesti on of a claim, the Insurers will probably ask to see a copy of the Health & Safety 
Statement.

Emergency Procedures

The document should detail exactly what the emergency procedures to be followed are, under a given set of 
circumstances. Your emergency Procedures document should cover the following scenarios:

Evacuati on Procedure• 
Fire• 
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Bomb Threat• 
Crowd Surge or Overcrowding• 
Disorder within the grounds• 
Communicati ons or Public Address Systems Failure.• 

The emergency procedures must be known to all Team/Committ ee members, volunteers, and staff , Gardai 
etc. In the event of an incident occurring and emergency procedures being acti vated, it is most important 
that a report is writt en up within a few hours of the incident giving all relevant details, including the contact 
details for any witnesses. You should have a form called an Incident Report Form.

Public Liability

There is increasing government and community awareness of the legal responsibiliti es of event managers, 
specifi cally in relati on to duty of care, negligence and workplace health and safety issues. This ‘duty of care’ 
extends to the event staff , volunteers, the performers, contractors, the audience or spectators and the public 
in the surrounding areas.

No one wants to be personally liable for any incidents that occur at an event. It is therefore recommended 
that event managers obtain comprehensive insurance coverage and legal advice in relati on to possible public 
liability, indemnity, volunteers, copyright and contractual claims.

It is essenti al that you examine and update your insurance requirements on an annual basis. Do remember 
that if for example, the numbers att ending your event rise or if you increase the durati on of the event, your 
insurance company must be advised in advance. 

Conti ngency Plans

When looking at potenti al risk areas the ‘what if’ scenario is criti cally important. Each scenario should have a 
thought out response that can be implemented straight away during the event.

Not every event runs as planned. Incidents occur that are beyond the control of the event planning team. You 
should develop conti ngency plans for every high risk, high impact incident. You should consult with all parti es 
who may respond to an emergency situati on when developing a conti ngency situati on.

Monitoring and Reporti ng

Monitoring and Reporti ng is an essenti al part of any successful event. Once your event is up and running, 
you will need to keep track of progress. This is important because you will want to identi fy and deal with any 
problems as soon as possible

You need to record:

The Milestone/Task• 
The Schedule Status• 
The Budget Status• 
Any correcti ve Acti on you may need to take• 
Responsibility.• 
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Logical Framework or Scope

The Logical Framework method gives you a way to summarise the events objecti ves, targets and assumpti ons 
(e.g. assumpti ons about risks). Having this informati on means that during the implementati on of the project 
you will be able to check that the event is on track. Once the event is completed it also enables you to evalu-
ate if the objecti ves of the project have been achieved. 

The main results of the Logical Framework process are summarised in a six box matrix that shows the most 
important aspects of an event in a logical format. The Logical Framework has a focus on the big picture of the 
event, the objecti ves of the project. 

Logic Indicators Assumpti ons

GOAL: The Goal is the overall 
objecti ve that the project is trying 
to achieve.

How do you propose to • 
measure the success of the 
project? The indicators for the 
Goal go here. Indicators for:
Goals should be SMART, spe-• 
cifi c, measurable, att ainable, 
realisti c and ti mebased

What risks are there to the • 
long term sustainability of the 
project benefi ts? 
Record here• 

OUTPUTS: The Outputs are the 
main sub-divisions of the project. 
All Outputs must be delivered if 
the Goal is to be achieved

How do you propose to • 
measure the success of the 
Outputs of the project? The 
relevant indicators should be 
recorded here.
Parameters can be numbers, • 
quality, ti me etc.

What risks/ external factors • 
could reduce the eff ecti ve-
ness of the Outputs and put 
the achievement of the Goal 
at risk? 
Record here• 

Actual Event

On the event day all that needs to be done should be done. Oft en this is the ti me when if things go wrong 
they are out of your control. However, it is important not to panic and to think on your toes. In the event of 
something going wrong, give yourself ample ti me to come up with an alternati ve soluti on.

Getti  ng to the hotel as early as possible is benefi cial, meeti ng with the duty manager and staff  will ensure the 
smooth running of the evening. Have a list of tasks that need to be completed and what ti me they need to be 
completed by.

Here is a brief example of what the task list may look like:

Meet with staff • 
Check locati on• 
Check that all equipment is in good working order• 
Have a list of external equipment suppliers names and mobile numbers• 
Ensure all equipment has been delivered setup and fully checked through by early aft ernoon• 
Confi rm ti me with suppliers for the return of the equipment.• 
Have the list on keynote speakers with mobile numbers ready to hand• 
Have questi onnaires available for everyone to fi ll in also supply pens• 
Ensure that all Internet and power points are working and useable• 
Ensure podium, microphone and projector is working• 
Run through a list of requirements with staff • 
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Have a list of local press contacts with mobile numbers, contact them late aft ernoon to ensure their • 
arrival
Adequate seati ng is available, make sure there are extra seats to hand, in the event extra guests should • 
arrive

The following is an example of the running order/ schedule of a typical day of an event; it is taken from Baton 
Twirling Sport Associati on of Ireland World Championships:

Freestyle Semi Finals Schedule Jnr/Snr Women and Jnr/Snr Men - Saturday 9th August 2008

1:55pm Aft er Teams and lunch begin with warm ups for jnr/snr women 
semis. Please clear the fl oor. At 2:00pm we will commence 5min 
warm up for Jnr and Snr women semi fi nalists. All athletes please 
be ready.

Main Floor 
Announcer

2:00pm - 2:05pm 
/ Warm ups - Jnr. 
Women / Sets # 1-7

Announce: Jnr. Women SETS 1 - 7, you may take the fl oor for your 
5 minute warm up. (wait for athletes to enter fl oor) Your warm up 
begins now (Give a 1 minute warning) when 5 mins are up ask to 
please clear the fl oor

Announcer

2:05am - 2:10pm 
/ Warm Ups - Sr. 
Women / Sets # 1-7

Announce: Snr. Women SETS 1-7, you may take the fl oor for your 
5 minute warm up. (wait for athletes to enter fl oor) Your warm up 
begins now (Give a 1 minute warning) when 5 mins are up ask to 
please clear the fl oor.

Announcer

2:10am - 3:20pm /
Preliminary Freestyle 
Round / Jnr. & Snr. 

Women Ladies and Gentlemen: we are now ready to begin the 
Semi Final Round of Freestyle for Jnr. & Snr. Women Announcer

Announcer

Announcer

Announcing scores: The fi rst 2 performers will go back to back. Then...aft er each performance announce • 
the pervious athlete by their name & country
Scores are out of 10• 
Judges your marks for J Bloggs, Ireland for Technical Merit. Read scores - example, 9.0• 
Judges your marks for arti sti c expression - call out as the are shown• 
Aft er reading the scores say “Thank you”.• 

 
It is essenti al to provide a briefi ng session for staff  and volunteers a few days in advance of the event at a suit-
able ti me. Volunteers and staff  should be given a job descripti on so that they understand what is expected of 
them, and also helps them to be clear about who does what.

The briefi ng should include

Basic informati on about the event.• 
Introducti on to key staff  members and volunteers• 
Outline responsibiliti es for health and safety, reporti ng of urgent problems and the sequence of the call • 
up of managers in an emergency
Fire Evacuati on plan and acti on to take in the event of a fi re• 
A tour of the layout of the site, highlighti ng emergency exits, assembly points, toilets, catering and other • 
faciliti es, access for disabled visitors and for emergency vehicles or staff 
Crowd management issues and ensuring that emergency exits are open and check throughout the event• 
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How to interact with the public, audience or parti cipants• 
They should be made aware that they will be given an opportunity to provide feedback post event.• 

The event manager must be in contact with police and other key stakeholders at all ti mes before and during 
the event. The manager must have the authority to make criti cal decisions in relati on to the event and, in an 
emergency, order the cancellati on of, or evacuati on from, the event.

A Final Briefi ng

Run through the schedule• 
Last minute changes• 
Clarity re. event and responsibiliti es• 

The “Get Out”

Dismantling and removing equipment• 
Cleaning up site plus branding and promoti onal materials• 
Suppliers & sponsors bound to do the same• 
Clear crowd• 
Collect questi onnaires• 

7.4 Evaluati on

Many projects are completed without ever examining how successful they were (or not). This is unfortunate 
as a great deal can be learned from evaluati ng the impact of a project on an organisati on.

Evaluati on involves re-visiti ng the objecti ves of the event and evaluati ng the extent that the objecti ve was 
achieved. It should include a review of how well the event team worked together during the event, and it also 
looks at other learning points that will be important to apply to future events so that the same mistakes are 
not repeated, and that best practi ce is carried forward.

A formal debriefi ng should be conducted with the key stakeholders, staff  and customers aft er the event when 
informati on about the event, including att endance and incident data as well as staff  and patron feedback, is 
available. This should be completed as soon as possible to ensure that all informati on is documented while 
fresh in the minds of the stakeholders.

An event evaluati on is useful to determine what worked, what didn’t work, why and how the event could 
have been done bett er?

Questi ons to be Addressed

Did the event meet your organisati ons initi al goals and desired outcomes?• 
Did you reach the target audience?• 
Did the event happen within the allocated budget? Was there an over spend? Could more money been • 
spent in other areas?
Did the locati on meet your requirements?• 
How many att ended, was it more than you expected?• 
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Did you receive enough local press coverage?• 
Has it increased awareness of your organisati on?• 
Has it increased the amount of enquiries received?• 
Would it be worthwhile having the event again?• 

 
Aft er the Event you Should

Insure that all equipment has been returned• 
Request a preliminary invoice to check list that all services were supplied before actual invoice arrives.• 
Analyse feedback questi onnaires and enter informati on into a database• 
Compile a database of att endees to include name, phone number email etc enter onto a database, this • 
informati on is imperati ve for future mailings
Compile a report on verbal feedback received from att endees• 
If applicable ring local press and thank them for turning up to your event, this may get you a prime spot in • 
the newspaper
Send out all thank you lett ers to all att endees especially to the keynote speakers etc• 
Finalise budget and actual costs of the event, it is only in the coming months that analysis on the success • 
of the evening can be noted

7.5 Downloads & Links

Case Studies:

Baton Twirling Final Competi ti on Schedule Program• 
Baton Twirling Finals Schedule• 
Baton Twirling Freestyle Preliminary Schedule• 
Baton Twirling Semi-Finals• 
Baton Twirling Teams Preliminary• 
Baton Twirling New Music Test• 
Baton Twirling WC Set System• 
Irish Gymnasti cs Event Plan• 
Special Olympics Event Plan• 

http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/7_Project_Management/7_5_Downloads_Links/Final_Comp_SProg_Pair_Schedule.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/7_Project_Management/7_5_Downloads_Links/FINALS_SCHEDULE.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/7_Project_Management/7_5_Downloads_Links/Freestyle_Preliminaries_Schedule.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/7_Project_Management/7_5_Downloads_Links/SEMI_FINALS.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/7_Project_Management/7_5_Downloads_Links/PREMILIMARY.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/7_Project_Management/7_5_Downloads_Links/NEW_MUSIC_TEST.xls
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/7_Project_Management/7_5_Downloads_Links/WC_Set_System.xls
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/7_Project_Management/7_5_Downloads_Links/Gymnastics_Event_Plan.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/7_Project_Management/7_5_Downloads_Links/Special_Olympics_Event_Plan.pdf
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8. Communicati on

Introducti on

Communicati on is the art of successfully sharing meaningful informati on with people by means of an inter-
change of experience. It involves not only verbal communicati on but many other means such as eye contact, 
body language and the use of writi ng. Communicati on is essenti al in our lives because it facilitates interac-
ti on, co-operati on and collaborati on with those we want to have dealings with. This chapter examines com-
municati on as it applies to your sport including communicati ng with your members, press releases, dealing 
with the media and ti ps when being interviewed.

8.1 Communicati ng with Members

Communicati on is the art of successfully sharing meaningful informati on with people by means of an inter-
change of experience. It involves not only verbal communicati on but many other means such as body lan-
guage, eye contact or the use of writi ng.

Communicati on is essenti al in our lives because it facilitates interacti on, co-operati on and collaborati on with 
those that we want to have dealings with.

Good and eff ecti ve communicati on should contain the following six elements:

Clear• 
Concise• 
Correct• 
Complete• 
Courteous• 
Constructi ve• 

 

Communicati ng with Your Members

Att racti ng and recruiti ng members is one half of a Nati onal Governing Body’s job. The other is retaining their 
interest and developing their sport. Of course, the primary route by which you retain members is ensuring 
that they have access to good faciliti es and plenty of opportuniti es to enjoy the sport at their own level. How-
ever, many members do not have as much opportunity to parti cipate as they might wish, so it’s vital that you 
keep in regular contact with them. This way, they stay informed about the organisati on, and you keep tempt-
ing them with more sport.

 

Newslett ers

Most Nati onal Governing Bodies publish a regular newslett er with a round-up of acti viti es, results, plans, an-
nouncements and other business. These can range from simple one-page fl yers with text to elaborate multi -
coloured magazines with photos and adverti sing. It all depends on your resources and experti se.

At the basic level, it’s very easy to create a simple newslett er using word-processing soft ware. Many such pro-
grammes include one or more newslett er templates when they are installed on your computer. Check your 
Templates folder for examples. You can also ask around your membership to see whether anyone has more 
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sophisti cated desk-top publishing soft ware that they would be willing to use. For small numbers, you can 
print off  copies using a domesti c printer, but for larger numbers you will probably prefer to use a local printer.

In order to maximise the distributi on of your newslett er, you should arrange for the newslett er to be distrib-
uted to each member’s home address. In terms of managing costs while maximising distributi on, many or-
ganisati ons create e-zines which may be downloaded or emailed. Plus, the e-zine concept is environmentally 
friendly.

 

Web

Most NGBs have established themselves on the Internet. Many people use the search engines to fi nd infor-
mati on on the Internet and this can bring your organisati on to the att enti on of a whole new audience. It’s 
also a great way to regularly update informati on for your members. This is very easy to do today at minimum 
cost.

You can also dedicate a place on your website where member clubs can publish their own pages.

Use the free space off ered by most Internet Service Providers to create and host your own pages or approach 
a local computer company to host your website for a modest fee, and recruit a computer-literate member to 
create and build the pages.

The secret of a good website is that you keep it regularly updated. You might want to consider publishing dif-
ferent pages with the following informati on:

Introducti on to the governing body - who you are, what you do• 
Key documents such as consti tuti on, child protecti on guidelines, rules etc.• 
The range of acti viti es off ered by your Associati on, and locati on of faciliti es• 
Calendar of events such as coaching sessions, matches, tournaments• 
Results and reports from recent matches, competi ti ons and events• 
Membership informati on - how to apply, eligibility, criteria• 
Contact informati on for key offi  cers• 

If you have the ti me and know-how, you can provide a much wider range of online faciliti es including member 
discussion forums, team lists, coaching informati on, committ ee papers, and so on.

More and more organisati ons are now publishing an electronic newslett er by email. If you collect the email 
addresses of your members you can either send them all a simply formatt ed email using your email soft ware 
or use any of the various commercial soluti ons to run an automated email bulk distributi on system.

Online Results

Another excellent use of the web is to publish your league and competi ti on results online for all your mem-
bers to see. These services enable you to create an area for your competi ti ons and to upload the results aft er 
each event; many of them automati cally recalculate the rankings.

Both Newslett ers and the Web can be good mediums for your NGB to promote itself in a fun way to its mem-
bers by use of such things as the following:
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Forthcoming Events

Date of event• 
Time of event• 
Locati on• 
Brief informati on about the event• 

 

The Soapbox

The public will be encouraged to write into the noti ce board with comments, ideas and suggesti ons about 
the NGB. A local sponsor could be brought on board to reward the best lett er each month with a prize (100 
words)

The Month in Review

A short narrati ve summing up the NGB acti vity for the month (200 words)

Sports Person of the Month

This could be anyone from a player on the Under 10 panel to an experienced senior or even a new recreati on-
al player. This secti on would include:

An acti on shot of the sports person• 
A profi le of the sports person - their sporti ng achievement, age, occupati on, how they got interested • 
in sport, what they hope to achieve in the future, etc. Follow with a questi on and answer format based 
interview (100 words)

 

Feature - Club of the Month

Each month, there would be a secti on focusing in a diff erent club - e.g. Moylagh, Ballinrobe, Fermoy, Wicklow 
etc. Look at any new developments available in the latt er club and plans for the future (200 words)

Contact Details

Email• 
Website address• 
Telephone number• 
Address• 

Customer Relati onship Management

Internal communicati ons are vital to every organisati on. Good communicati ons within organisati ons improve 
their performance. Well-informed employees, and in the case of NGBs, volunteers, are happier and work 
more producti vely, but getti  ng it right needs careful att enti on.
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The people at the very top must provide visible leadership and vision, and arti culate their organisati on’s pur-
pose, and CEOs/ Line Managers must be involved to interpret the mission for their teams/ committ ees. There 
need to be systems in place to allow this to happen regularly.

There should also be processes for distributi ng accurate informati on and meaningful feedback systems. This 
means that communicati on is as important from the ground up as from the top down. All these varied ele-
ments, and others, should be integrated to achieve eff ecti ve, enlivening communicati ons serving the organi-
sati on’s aims.

8.2 Publicity

The Importance of Publicity

Publicity is essenti al for the NGB. People need to know you exist and how to get in touch with you. Publicity is 
more than media coverage. 

The fi rst ti me someone picks up the NGB newslett er, phones the NGB or hears of an experience someone has 
had with you, it should have a signifi cant and positi ve impact. How you communicate with the public will say 
a lot about the organisati on you represent. 

Every ti me someone from the NGB speaks to a member of the public or media, they need to be aware that 
they are the face of the organisati on and act accordingly. 

The media has an enormous and increasing infl uence on all our lives. Using the media eff ecti vely gives you 
the opportunity to make a signifi cant impact on a large audience quickly. If the NGB is menti oned on the 
radio or in the local newspapers, your message may have an immediate impact.

Planning an NGB Publicity Campaign

For some people, organising a publicity campaign can seem like a daunti ng task. In reality it can be as simple 
as sending out a lett er to publicise a meeti ng or issuing a press release. The extent of the NGB campaign will 
depend on what you want to achieve and the resources available

 

Identi fy Your Objecti ves Before You Start

Before starti ng your campaign, it is important to identi fy what you want to achieve. All campaigns should set 
out to achieve clear objecti ves. A single publicity campaign can be used to achieve any of the following results 
for the NGB:

Create awareness - e.g. to let people know there is a club or sporti ng organisati on in their community• 
Provide informati on - e.g. on changes in the latest budget• 
Help educate - e.g. about a new NGB/ISC initi ati ve• 
Start debate - e.g. create a discussion about the sport faciliti es, programmes, etc that are needed locally• 
Produce acti on - e.g. to get volunteers to help the NGB• 
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Getti  ng Started

Whatever your campaign objecti ves, a few basic guidelines will help your chance of success: 

Publicity does not happen by accident - one or more individuals must accept responsibility for it• 
Without clear objecti ves, your campaign will not have a focus - identi fy what you want to achieve• 
Objecti ves must be att ainable - match what you want to do with available resources• 
Using several kinds of publicity has a greater eff ect than just one - e.g. put up posters as well as sending • 
out a press release about an upcoming NGB event
Think of your target audience - what do they need to hear? How best can you get your message across?• 

 
Once responsibility for publicity has been agreed, a number of crucial steps should be taken to lay the foun-
dati ons for your publicity campaign:

Assess your current acti viti es - how can they be improved? What needs to be done diff erently?• 
Plan a calendar• 
Develop a comprehensive circulati on list - this should include all relevant local contacts including media, • 
public representati ves, local sport groups and voluntary groups. This list should be updated regularly

 

Evaluati on of a Publicity Campaign

Through regular evaluati on, the eff ecti veness of the NGB’s publicity campaign can be assessed and modifi ca-
ti ons made. This will also ensure the best use of available resources. 

The implementati on of any publicity campaign should be evaluated on a regular basis, at least every six 
months. 

This evaluati on should be formal, and involve everyone who has a substanti al role in any aspect of your pub-
licity campaign

To facilitate this evaluati on, the coordinator should circulate to the evaluati on group, in advance of the meet-
ing, the following documents: -

List all publicity acti viti es since the last evaluati on• 
Note all media enquiries• 
Listi ng of all publicity related documentati on issued by the NGB, and the reason for issuing• 
Listi ng of all media coverage indicati ng date, locati on, journalist, topic/issue, NGB input and whether it is • 
balanced/neutral, positi ve or negati ve from the point of view of the NGB

The objecti ves of the NGB would be to:

Criti cally examine the profi le of the NGB through all public events and media coverage since the last • 
evaluati on, including any “missed opportuniti es”
Identi fy and address any specifi c organisati onal diffi  culti es, which may have arisen in the implementati on • 
of the publicity campaign
Highlight any unintended eff ect of media coverage of the NGB or its acti viti es• 
Assess the interest shown by the media in the NGB and consider how it may be enhanced• 
Review the publicity calendar in light of the evaluati on• 
Decisions should be documented and monitored unti l fully implemented• 



NGB SUPPORT KIT - Chapter Eight COMMUNICATIONS

178

8.3 Public Events

Organising a Public Event

Public events or acti viti es will help to increase the visibility of the NGB. They will help to establish the NGB as 
an integral part of the community, and will present potenti al media opportuniti es

There are several diff erent types of events you can organise either independently or in partnership with other 
NGBs / LSPs or, one or more local organisati ons. The following list is indicati ve:

Host an open evening - e.g. to provide informati on on the NGB, its objecti ves and vision for the future, • 
guest speakers ...
Organise a public meeti ng - e.g. host an informati on evening on what the local community want from the • 
NGB, and what the NGB has to off er
Launch a report - e.g. on the acti viti es of the NGB• 
Plan a community exhibiti on - e.g. involve a signifi cant number of other local sporti ng organisati ons • 
showing the services they provide for the community.

Timing

In order to maximise att endance and media coverage for your events:

Avoid clashes with major local, nati onal and internati onal events - e.g. these vary from the local football • 
fi nal to broadcasti ng of an internati onal soccer match
Don’t run events at ti mes of the year when a large number of people are parti cularly busy or away - e.g. • 
Christmas and mid terms from school holidays
Consider local media deadlines - e.g. host an event on a Monday evening if the local newspapers’ dead-• 
line is on Wednesday.

 

Choosing a Speaker

When you are inviti ng a guest speaker, you will need to ti me your event around their availability:

Contact the guest speaker well in advance• 
Clarify the subject on which they will talk• 
Check what faciliti es they will need on the day - e.g. projector or video faciliti es• 
Confi rm whether they are willing to speak to the media in advance or at the meeti ng• 
Request a copy of their speech in advance in order to prepare a press release• 
Ask for photographs of the speaker so they can be used for publicity purposes.• 

 

Choosing a Venue

Issues to keep in mind when choosing a venue:

Capacity - how many people do you expect to att end?• 
Faciliti es - are they available/can they be sourced?• 
Locati on - is the locati on easy to fi nd?• 
Disability access - is there appropriate access for all?• 
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Parking - is there adequate, safe and accessible parking?• 
Cost - is there a venue you can use free of charge?• 
Transport - do you need to hire a mini bus or organise car pools?• 

 

Let People Know In Advance

You can plan a perfect event but unless you tell people about it, nobody will turn up. In the two weeks prior 
to the event, you should:

Distribute posters and leafl ets• 
Inform the local radio stati on so they can include your meeti ng in the events diary• 
Send a noti ce to the local correspondent for inclusion in the community noti ces of your local newspaper• 
Phone all relevant radio shows to promote the event• 
Issue a press statement• 
Inform key groups directly.• 

Publicity material should contain the following informati on:

Date of event, ti me, locati on and directi on to venue• 
Title of the event, names and ti tles of speakers• 
Indicate if there is an opportunity to ask questi ons• 
Contact number/email for further informati on.• 

 

8.4 Media Coverage For an NGB Event

Getti  ng Media Coverage for an NGB Event

The media should be invited to all public NGB events. Keeping the media informed of your acti viti es will help 
raise public awareness of the event and of the NGB in general. In advance:

Appoint a publicity coordinator for the event• 
Compile a list of local journalists you would like to cover the event• 
Send them individual noti ces with the details of the event• 
Noti fy news desks and photo desks of local newspapers• 
Follow up with a phone call to confi rm att endance and receipt of invitati on• 
Ring relevant radio shows to inform them of the upcoming event• 
Book photographer for photo call• 

On the day:

Issue a press release to the local radio stati on and newspapers in an eff ort to get media coverage to pro-• 
mote the event
Telephone the news editors to ensure they have received the release and off er extra informati on or an • 
interview with a guest speaker
Reserve seati ng for members of the media who have agreed to att end• 
Organise a photo opportunity• 
Double check to make sure everything is working - projectors, videos, etc• 
Have a guest book at the front door• 
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Ensure all journalists who att end receive a press pack• 
Arrange NGB poster and leafl ets for the venue• 
Talk to the media who att end and get to know them• 

Press Pack

A press pack is an aid for a journalist and should give all the relevant informati on needed to write a report on 
the event. A press pack should include:

A press release• 
Copies of any speeches given• 
Background informati on on the NGB• 
Any relevant photographs with capti ons• 
Present the pack in a simple folder so that all the informati on is contained in one place• 

 

Photo Opportuniti es

Newspapers like photographs and may use one even if they don’t carry a news report. The more unusual a 
photograph the bett er the chance of it being carried. Formal posed shots tend to be boring, relaxed shots 
showing genuine interacti on of people or acti on shots are bett er:

If you can aff ord one, book a professional photographer or perhaps use a photographer who is willing to • 
provide this service at cost price
Invite the photographers from the local newspaper; if they att end they will submit the photographs to • 
their publicati ons automati cally. You can submit their shots to other papers and magazines, which don’t 
att end the event
Identi fy a specifi c ti me for photos - at the beginning or end of the event - and request that guests pose • 
for photographs
If you organise the photographs yourself, send them to the local papers with a press release and capti on • 
att ached to each photo as soon as possible in order to meet deadlines
Each photograph capti on should state who is in the picture, what NGB event they were att ending, and • 
the date and venue of the event
Ensure that there is a clear reference to the NGB in each capti on• 
Write or type the capti on on a piece of paper and tape it lightly to the reverse of the picture• 

Aft er the event:

Send press packs to the media who could not att end• 
Make follow up calls to see if any of the journalists require further informati on• 
Issue photographs, which were taken at the event, accompanied by capti ons• 
Send lett ers of thanks to all those who facilitated the event, especially guest speakers• 
Keep a fi le of the positi ve and negati ve coverage, which was achieved, and lessons learned from the event• 

 



NGB SUPPORT KIT - Chapter Eight COMMUNICATIONS

181

8.5 Press Releases

Press Releases

No doubt when your club is successful you’ll also want to tell everyone else about it. The best way of doing 
this is to create Press Release and distribute it to your media. It’s worth drawing up a list of the contact details 
for local newspapers, radio and TV stati ons; usually you should send your press releases to their News Desks. 
A press release template can be downloaded from the Resources panel.

 

Writi ng and Issuing a Press Release

Journalists are sent a huge number of press releases, and many of them end up going straight in the bin. This 
may be because the press release is irrelevant or badly put together

Two golden rules to press releases are:

Make sure you have genuine news - a new service, a new offi  ce opening, results, etc. Looking through the • 
papers and listening to the radio will give you an idea of the kind of stories, journalists are interested in
Keep press releases short, ideally one side of a typed A4 page. It is fi ne to include additi onal materials, • 
such as leafl ets, but keep it relevant. Remember, if the journalist is interested, they will contact you for 
more informati on

 

Content

Date - the date you issue the release• 
Embargo - if you do not want the story covered unti l a certain date/ti me, you can put an embargo on it, in • 
which case you must make this clear on the releases - e.g. Embargo: 5pm DD/MM/YY. Be aware however 
that embargoes can be broken by accident not just by intenti on
Heading - a short headline summarising the story• 
First paragraph - the most important facts should be included in the fi rst paragraph. Newspapers oft en • 
cut the informati on to make it fi t the space available, and this is likely to be from the bott om up, so vital 
informati on could be left  out if it’s not at the beginning of the release. Answer as many of the “W” ques-
ti ons - what, when, where, who, why and how - as you can in the fi rst paragraph
Second paragraph - provide more detail or further informati on in the second paragraph, including any of • 
the “W” questi ons you couldn’t fi t into the fi rst paragraph
Quote - a quote can explain the importance of the story in clear language, or it can add a new dimension • 
such as the personal side of the story. Quotes may also be very useful in other ways - e.g. identi fying the 
spokesperson of the NGB, or as a means of endorsement by a supporti ve individual or organisati on, thus 
adding to the NGB’s credibility. However, don’t use quotes just for the sake of it, they must bring extra 
value to the release
Additi onal paragraphs - if you have more informati on, add further paragraphs but don’t write more just • 
to make the release look more important
Contact details - the contact name, ti tle, day, ti me and out of hours telephone number should be in-• 
cluded in clear, bold print at the end of the release. Email and website addresses should also be included 
where possible
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Checklist For Issuing a Press Release

The following checklist should be placed beside the NGB fax machine and used as a fi nal checklist before you 
send out every press release:

Is the release printed on NGB paper• 
Is the release dated?• 
Is there a headline?• 
Is an embargo necessary?• 
Are the most important facts in the fi rst two paragraphs?• 
Have the “W” questi ons been answered - what, when, where, why, who and how?• 
Are the facts, spelling and grammar correct?• 
Have you got someone to proof read it?• 
Is there a contact name and telephone number for further informati on?• 
Is the layout simple and clear?• 
Have you checked the newspaper and radio deadlines?• 
Have you checked an updated listi ng for recipient contacts?• 

 

8.6 Interviews

Sending out a press release with the full details of any news may result in coverage in the newspaper or on 
the radio. If a journalist requires further informati on or is parti cularly interested in the story, you could be 
asked to give an interview on behalf of the NGB.

 

Preparing For Interviews

First, fi nd out as much as you can about what you are being asked to say:

Ask the interviewer what areas they want to discuss - they may not tell you exactly what questi ons they • 
will ask but they should give you an idea of what they want to cover. You may even be able to suggest 
some areas to cover yourself
Ask how long the interview will last• 
Check what type of arti cle or programme it will be used for - e.g. news, profi le arti cle, talk show, etc• 
Find out whether anyone else is being interviewed at the same ti me or on the same topic• 
If the interview is for radio, check whether the interview will be live or pre recorded, and ask how long • 
they expect the interview to last
Familiarise yourself with the programme - e.g. the format, the presenter’s name, the producer• 

Be proacti ve and think about what you want to say, and what informati on you want to get across. Being pre-
pared will give you more confi dence, but don’t over prepare; allow yourself room to be fl exible:

Think about who your audience is, and who you want to reach• 
Write down a few key words to remind you of the points you want to make but don’t write a full script• 
Try to illustrate your points with examples, anecdotes or comparisons, it helps people to understand• 
Jot down the NGB’s telephone number and/or email address so that you can give it out on air, or give it to • 
the journalist to include in the arti cle
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On The Day

If you are being interviewed face to face, at home or in the offi  ce:

Make sure you won’t be interrupted - take the phone off  the hook, get somebody to stand guard at the • 
door - especially if it is a radio interview

If you are being interviewed on the phone:

Use a landline not a mobile• 
Use a phone without “call waiti ng” services as this may disturb the interview• 

If you are going into a radio stati on:

Give yourself plenty of ti me to get there, and try to arrive twenty minutes before you are due to be inter-• 
viewed
Be prepared to be kept waiti ng as programmes do not necessary sti ck to original schedules• 

 

Additi onal Tips For Radio Interviews

Sit about thirty centi metres/twelve inches away from the microphone• 
Don’t fi dget, tap you fi ngers or rustle papers• 
Ensure you have a glass of water available in the studio• 
Keep your sentences short and simple, don’t waffl  e and use everyday conversati onal language• 
Avoid “ums” and “ers” if you can• 
Try not to leave long pauses• 
Stay calm, don’t be rushed, breathe normally and give yourself ti me• 
Try to slow down your normal speech and speak clearly. Don’t put on a special voice• 
Be positi ve and upbeat in your tone, vary the pitch of your voice and use emphasis to highlight key • 
phrases
If it is a pre-recorded interview, fi nd out in advance if it is going to be edited• 
If you make a mistake, don’t worry, carry it and just carry on• 

 

Aft er The Interview

Find out when the interview is going to be printed or broadcast• 
Exchange contact names and numbers with the producer/reporter in case either of you need to check • 
anything at a later date
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8.7 Media Do’s and Don’ts

General Do’s

Plan a twelve-month publicity campaign and update it at least every three months• 
Appoint someone to coordinate the publicity campaign• 
Keep an up to date contact list, which includes details of community organisati ons, public representa-• 
ti ves, media, etc.
Make sure you have read the publicati on/listened to the radio programme before you contact it• 
Find out when deadlines are• 
Check the names of the news editor/producer and key journalists you are contacti ng• 
Try to establish an ongoing relati onship with journalists/editors, etc• 
Think about who the audience is and who you are trying to reach• 

General Don’ts

Assume people will be interested in your story, or have any knowledge of the NGB• 
Call a journalist close to their deadline date• 

 
Press Releases Do’s

Make sure the people named as contacts are easily available by phone, also at weekends• 
Follow up a press release with one phone call to check it has been received and say you are happy to sup-• 
ply further informati on - an interview, photograph, etc
Keep your phone calls to a newsroom short otherwise you could end up being regarded as a pest• 
Always ask the journalist have they ti me to talk to you. If they don’t, ask what ti me would be convenient• 

 

Press Releases Don’ts

Send out a press release unless you have genuine news• 
Ask repeatedly if the story will be used• 
Keep calling again and again• 

Interview Do’s

Ask for clarifi cati on if you don’t understand the questi on• 
Get to the most interesti ng point fi rst• 
Treat all microphones as “live”• 
Give examples to illustrate your point• 
Get permission from people if you plan to tell stories involving them• 

Interview Don’ts

Panic if you make a mistake• 
Speak too quickly• 
Try to cram in too much informati on• 
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8.8 Other Miscellaneous Ideas

The following is an idea that can be used to eff ecti vely communicate ideas about your NGB to your members.

Monthly NGB Noti ce Board

Publicity is essenti al for the NGB. The public needs to know you exist and how to get in touch with you. The 
creati on of a monthly noti ce board will mark the beginning of the NGB’s campaign to promote their acti viti es 
and establish themselves as a resource to the community

Raising the profi le of the NGB locally means an increase in public awareness and an increase in support for 
the partnerships as their acti viti es become more transparent

The NGB noti ce board will have to be focused with clear objecti ves. Think of your target audience - what do 
they need to hear? How can you best get your message across to them?

8.9 Data

Data Protecti on

Your organisati on is very likely to maintain a database of members and their contact informati on. As such, you 
must comply with the Data Protecti on Act and maintain the privacy of all the data that you hold on behalf of 
your members.

Being a data controller carries with it serious legal responsibiliti es, so you should be quite clear if these 
responsibiliti es apply to you or your organisati on. If you are in any doubt, or are unsure about the identi ty of 
the data controller in any parti cular case, you should consult your legal adviser or seek the advice of the Data 
Protecti on Commissioner.

For more informati on on holding data and your responsibiliti es in this area, log onto www.dataprotecti on.ie

All about databases, importance, types and how to set up

In order to keep a register of your members it is criti cal that you have a database to manage these contacts. 
This could be using a basic Excel spreadsheet or similar tool, or a dedicated database such as Access. The criti -
cal thing here is to ensure that a process exists to ensure the membership data is up to date and accurate.

In order to be relevant to members, a NGB should be able to communicate directly with them. This could be 
updates, via a newslett er or e-zine, reminders when subscripti ons become due, noti fi cati ons about AGMs/
EGMs and in some cases members may register to be a member online.

Some NGBs work on a provincial system where the members pay their subscripti ons directly to the province. 
However, this does not mean that these records should only be available in the province.

It is crucial that members are engaged with regularly to ensure that they feel a part of your associati on as 
well as being aware of exactly what the NGB is delivering for them as members. This ensures that the NGB 
remains relevant to members. The Importance of Putti  ng Key documents of the org on the website for mem-
bers to download and become familiar with.
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8.10 Downloads & Links

Links:

The Wheel • 
htt p://www.wheel.ie
Boardmatch • 
htt p:// www.boardmatchireland.ie
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9. Membership Development

Introducti on

This secti on off ers advice and informati on concerning the development of your club and your membership 
numbers. It deals with how to manage your membership records, recruiti ng paid and non-paid employees, 
the management of your organisati on to the very important topics of young people in sport, including child 
safety and Garda Vetti  ng.

9.1 General Membership Informati on

Growing Your Membership

Most sports organisati ons need to have some focus on recruiti ng new members. A steady infl ux of new mem-
bers helps to keep your organisati on vibrant and forward-looking. As well as enlarging the pool of people to 
play with, and create nati onal teams and leagues, the recruitment of newer and younger members ensures 
that you’re building a parti cipati on base for the next generati on of top players.

Membership Records

You will require a database to keep track of all your member details. There are several soft ware programmes 
that can do this, and some organisati ons are exploring online membership databases where members can 
update their own details. For very small organisati ons, you can establish a simple membership record using 
a Microsoft  Excel spreadsheet programme, with one row per member and each column capturing a diff erent 
data fi eld (address, age, telephone number, playing handicap, etc.). You may soon outgrow this simple system 
and require a more robust database such as Microsoft  Access, or one of several purpose built sports organisa-
ti on databases.

Maintaining membership records in a database has several advantages:

It’s easy to fi nd and update each member’s record• 
The enti re database can be transferred on disk from one offi  cer to another when postholders change• 
You can use mail-merge functi ons to automate the process of creati ng address labels for your member • 
mailing.
You can quickly analyse the membership informati on to fi nd out, for example: the number of senior and • 
junior members; which members live in a parti cular area; and select the sub-set of women members. 
Please note your responsibiliti es under the Data Protecti on Act in relati on to dealing with personal infor-
mati on. Click on www.dataprotecti on.ie for further informati on.

 

New Member Inducti on

It’s a good idea to create a ‘Welcome Pack’ for all new members. This helps them to fi nd their way around, 
and feel at-home more quickly. It makes them feel valued and will help them to stay committ ed to your sport. 
A Welcome Pack might include:

A welcome lett er from the chairperson• 
Contact details for the NGB• 
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The organisati onal handbook, or list of rules• 
Details of the organisati on programme, with contact details, locati ons and ti mes• 
A calendar of training events and matches• 
Informati on about the league and competi ti on structures• 
Copies of signifi cant policies, such as the child protecti on policy, or the health and safety policy• 

 

9.2 Membership Recruitment

Membership Recruitment Planning

Whilst some member recruitment happens of its own accord, it’s oft en worthwhile to create a more pro-ac-
ti ve plan to att ract new members. A useful starti ng point is to discover how your existi ng members found out 
about the organisati on:

By word-of-mouth from family or friend• 
By introducti on from another member• 
By advert or noti ce in a newspaper• 
By contacti ng the NGB for the sport• 
By contacti ng a Local Sports Partnership• 
By searching on the internet• 
By contacti ng a sports development offi  cer or local authority department• 
At a sports centre• 
At a school• 

Knowing this informati on will help you decide where best to focus your future recruitment eff orts, either 
because that route works well, or because you’ve identi fi ed a gap in your publicity.

Many local sports organisati ons fi nd that a large proporti on of their new members are recruited by existi ng 
members. You might want to consider running a campaign to “Bring a Friend”, or to arrange publicity for a 
series of Open Nights for visitors and potenti al members. You might also arrange taster sessions at key ti mes 
of the year to promote your organisati on and give potenti al members access to your sport.

It’s very likely that your organisati on will want leafl ets, posters or fl yers to adverti se its acti viti es. The key to 
success with printed materials is getti  ng them displayed in the right places. Try to defi ne where your potenti al 
members spend ti me, and look for ways to distribute your materials in those places.

Maintaining a website can also be an eff ecti ve way of att racti ng newer (and oft en younger) members. Many 
NGB websites are hosted on the free space provided by Internet Service Providers to their members. Your 
website will be more prominent if it is linked to other relevant places; make sure that it has links to other 
relevant bodies such as your clubs, Irish Sports Council, Local Sports Partnership and Internati onal Federati on 
websites.

To develop even more ambiti ous plans, your management committ ee might want to establish a Membership 
Working Group to oversee a membership recruitment acti on plan.
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Membership Recruitment - Acti on Plan

Target Acti on Responsibility Timescale Costs

Recruit at least 
10 new junior 
members

Improve and increase club promoti on • 
and marketi ng
Hold open event/ trials/ come & try • 
coaching sessions/ festi val/ friendly 
league.
Posters on club noti ce board.• 
Match report in local press.• 
Partnerships: Sports development/ • 
local schools/ feeder clubs/ leisure 
centres

Head Coach 
(jnr Squad) 

dd/mm/yy Printi ng 
€30.00

Recruit at least 
5 - 10 male / 
female senior 
members

Improve club promoti on/ marketi ng/ • 
media att enti on
Directly ask members to recruit• 
Posters on club noti ce board• 
Partnerships: Sports development/ • 
local schools/ feeder clubs/ leisure 
centres

Club captain dd/mm/yy Printi ng 
€20.00

9.3 Recruiti ng Volunteers

Any good club or sporti ng organisati on is always going to have a spine of good volunteers working for them. 
The vast majority of sports rely on Volunteers to survive and functi on as not all sports are blessed with the 
funds to employ fullti me staff . Whether it be serving as Chairperson or Treasurer in your spare ti me to being a 
ti me-keeper, referee, scorer or coach on the weekends,

Volunteers truly are the backbone behind sporti ng clubs and organisati ons all over the world. Unfortunately, 
due to work, family and other commitments, most Volunteers have a limited life-span in an organisati on. So 
recruiti ng Volunteers is a necessary process that must be on-going.

 

Is Your Organisati on Prepared for New Volunteers?

Some organisati ons have found themselves in diffi  culti es because of a lack of writt en policies and procedures. 
Although writi ng policies and procedures may seem like a ti me-consuming exercise, it provides many benefi ts 
such as Volunteers know exactly what is expected of them and they know what to expect of the organisati on.

 

Att racti ng Volunteers

Granted some people will always be volunteers. They will have their children or friends playing in the sport 
and so will gladly off er to help with jobs that need doing. Some people may also be reti red, injured or just 
taking a break from the sport and will want to stay involved and so will help out. But long hours and week-
ends away from family or other socialising will eventually take its toll (completely understandable of course) 
and so your organisati on will always need to att ract new people to help with the duti es. Ways that you can 
ensure that potenti al Volunteers are enti ced to help your organisati on are:
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Be approachable• 
Be undemanding• 
Be as non-bureaucrati c as possible• 
Do not expect too much too soon• 
Be representati ve of your community• 
Be fl exible in your approach - new people may bring new ideas and approaches• 

 

What Puts Volunteer Off ?

When they feel used• 
When they are not appreciated• 
When they are not consulted• 
When they are not accommodated.• 

Rewarding Volunteers

Since Volunteers do not get paid, there are a few ways that they can be rewarded:

Give them discounted (or free) access to events and services• 
Give them discounted prices on equipment that is needed for competi ti on (if your NGB sells it)• 
Not leaving them out of pocket (for things like petrol costs if they have to travel large distances)• 
Giving them any other fringe benefi ts that your organisati on may off er• 

How long a Volunteer remains with an organisati on very much depends on the ethos and culture of the 
organisati on and its supports. The volunteer needs to feel part of the organisati on’s culture, feel they have a 
role to play and to feel that they can work eff ecti vely.

Please see Chapter 4 for more informati on on Volunteers

9.4 Club Development

Sustainable club development is criti cal for a NGB to grow and develop.

Sports Development

Sports Development is ensuring that structures are in place to enable people to parti cipate in their chosen 
sport and develop their skills to reach the level of competency and skill that they so desire. Whether that be 
at a local club level or at an elite internati onal level, the NGBs need to ensure that there are suitable path-
ways for this to occur.

Sports Development is about building partnerships in order to provide appropriate and accessible sporti ng 
opportuniti es for all. The partners involved in sports development range from local authoriti es, schools (pri-
mary and secondary), colleges/ universiti es, clubs, governing bodies of sport, community clubs and services, 
leisure centres, specialist sports faciliti es as well as nati onal organisati ons such as the Irish Sports Council and 
Coaching Ireland.
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Sports Development Conti nuum

The Sports Development Conti nuum is oft en used to identi fy the pathways for parti cipants to move through 
as they progress in sport.

Performance and excellence levels are primarily developed by governing bodies. Local authoriti es and school 
sports associati ons also provide links through to performance levels. These organisati ons provide opportuni-
ti es for representati ve sport (district, county, regional) leading ulti mately to nati onal representati on.

Grass Roots: local authoriti es and schools are primarily involved in introducing young people to sports at 
foundati on and parti cipati on level by providing links with clubs and opportuniti es for conti nued parti cipati on 
aft er and outside of school.

Sports Development Offi  cers (SDOs)

Sports Development Offi  cers (SDOs) are oft en employed by NGBs and local authoriti es to implement their 
sports strategies. 

Each SDO is usually responsible for developing a number of focus sports and developing acti ve links with local 
agencies including clubs, schools, colleges and leisure centres as well as with nati onal organisati ons. SDOs are 
the catalyst for ensuring that quality opportuniti es are accessible throughout the conti nuum, from grass roots 
through to performance and excellence programmes. One of the ways that SDO’s implement this at a local 
level is by co-ordinati ng local Development Groups.

These groups consist of volunteer representati ves from local clubs and representati ves from the NGB, 
educati on (primary and secondary schools, colleges, universiti es) and specialist sports faciliti es. The aim of 
the local Development Group is to create a positi ve working partnership between all agencies involved in that 
sport as well as write and implement a Development Plan for the area. The Group ensures that there are ap-
propriate and accessible opportuniti es for all parti cipants from grass roots sport through to performance and 
excellence.

Club Acti on Planning:

Sport is rapidly moving into a more ‘professional’ culture, partly as a result of changes in legislati on, but 
largely from the desire to improve. The most eff ecti ve way for clubs to develop and improve is to be involved 
in a planning process that sets your club on the path to a bett er future. There are many reasons why a club 
will benefi t from planning:

Use your club resources more eff ecti vely• 
Identi fy and prioriti se the club’s aims and aspirati ons for the future• 
Recognise where the club has come from and where it is now• 
Improve team spirit by involving members in decision making• 
Forward planning is essenti al for accessing funding support, such as local grant aid• 
Ensure a professional approach• 
Demonstrate what the club can off er potenti al new players/ members• 
Can demonstrate the club’s commitment to local schools or the Local Authority• 
The planning process can develop team work off  the sports fi eld• 
Cope with change• 
Check on the club’s progress.• 
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This secti on contains advice and guidance on the following common areas of club policy and procedure as 
listed in the Arti cles side panel:

Membership Policy - membership criteria and membership forms, including addional provisions for junior • 
members
Equal Opportuniti es Policy - establishing an equity statement and its implementati on through an equal • 
opportuniti es policy
Code of Conduct for Fair Play - ensuring that your members are familiar with minimum expected stan-• 
dards of parti cipati on and play
Child protecti on - procedures to ensure that children, young people and vulnerable adults parti cipate in • 
your club’s acti viti es without risk of abuse
Health & Safety - covering a range of issues including duty of care, risk assessment, insurance, fi rst aid, • 
emergency procedures, etc.
Club Development Policies are covered in the secti on on club development planning• 
Ethics in sport - ‘ethics’ is the now generic terms for all aspects of fair and equitable conduct in both the • 
management and running of sport.

Policies and Procedures

As your sports club grows and develops its range of acti viti es, you will probably fi nd it necessary to establish 
some club policies that set out in more detail how the club and its members should operate. Typically, these 
policies might cover such things as:

The requirements for a person to become a member of your club (e.g. their standard of play, or the na-• 
ture of their contributi on)
The standards of conduct expected of members or offi  cials• 
Arrangements for protecti ng children, young people or vulnerable adults from any form of abuse• 
Arrangements for protecti ng members and the general public from any potenti al danger arising through • 
the use of your premises, faciliti es or equipment
The range of policies and procedures that you might require will very much depend on the nature of your • 
sport and the type of acti viti es that you choose to undertake.

 

Planning to Develop Your Club

There is no right or wrong way to produce a development plan for your sports club but the following guide-
lines should give you some positi ve ideas on how to get started. There are two types of plans:

A development plan: a long term plan (usually 3 to 5 years), this plan focuses on the club’s “vision” for the • 
future
An acti on plan: a short term plan (usually 1 year), this plan prioriti ses the short term acti ons required to • 
get the club on the right path to achieving its long term “vision”

Who Should be Involved in Planning?

The most diffi  cult part of acti on planning is that it takes TIME, a limited resource for all clubs! Before you 
start the planning process you will need to consider the best way of managing the process within your club. 
It is important that members take an acti ve role in shaping the club’s future, therefore involve and consult 
the members wherever possible. Ensure that the parti cipants involved in this planning process represent all 
interests in the club. 
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However, it is highly recommended that a small working group is identi fi ed to carry out the necessary paper-
work and acti on points.

Remember: It is the club that has to DO the work, not the acti on planner & the process is almost as impor-
tant as the fi nal document itself..
 

Four Stages of Planning

1. Where are we now? - the AUDIT

All clubs provide varying sporti ng opportuniti es for many diff erent levels and abiliti es, therefore before you 
can begin to plan for the future it is important that you consider the clubs current circumstances. By carrying 
out an audit the club can identi fy its strengths and weaknesses, as well as look at any possible opportuniti es 
or threats for development. This process will provide a clear base for setti  ng some realisti c aims and objec-
ti ves for the clubs future.

2. Where do we want to be? - the AIMS

Having undertaken the audit you will have established your current status (where are we now) and started 
the process of identi fying the clubs main objecti ves for the future (where do we want to be). To ensure that 
the aims and objecti ves are achievable it is important to keep them realisti c. You should now be ready to 
formulate an ‘Acti on Plan’ to identi fy how you will achieve these objecti ves. 

3. How will we get there? - the PLAN

Once the club has completed the audit and identi fi ed the aims, the third stage - acti on planning - should fall 
easily into place. The Plan identi fi es how you will begin to work towards the club’s ‘vision’ and achieve it’s 
aims. Therefore you will need to break down each aim into specifi c targets for your club to achieve in the fi rst 
year and some proposed targets for future years. 

In order to produce an Acti on Plan you will need to go through the following fi ve questi ons:

The Target - WHAT do you want to achieve?• 
The Acti on - HOW can it be achieved?• 
Timescale - WHEN will it be done?• 
Led by - WHO is going to do it?• 
Cost - What will it COST in terms of money, ti me, people and faciliti es.• 

4. How well did we do? - the REVIEW

Once the acti on plan has been agreed and is a working document, it is vital that the plan is reviewed and up-
dated periodically, at least annually. Monitoring and reviewing your club’s progress is invaluable for ensuring 
that the club conti nues to move forward. Provided that the targets set in the acti on plan are measurable, the 
process should be simple and not too ti me consuming.  This process will look at future developments, it will 
also help to refl ect on where the club has come from and where it is now. Importantly the club should then 
formally recognise the volunteers (committ ee members, administrators, coaches and offi  cials) who have put 
in the hard work to make it happen!
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The Audit

Before your club can begin to plan for the future it is important to consider the clubs parti cular circumstances 
and what opportuniti es it currently provides. The easiest way to do this is to work through a club audit. The 
club audit should be used as a guide for a SWOT analysis:

Strengths - e.g. lots of volunteer helpers• 
Weaknesses - e.g. few qualifi ed volunteer helpers or coaches• 
Opportuniti es -e.g. potenti al links with the local secondary school• 
Threats -e.g. reducti on in junior members this season• 

For any audit to be useful and a true basis for planning, ti me should be taken to complete it honestly and ac-
curately. In additi on to your own club audit, you can also explore the local sports provision and identi fy what 
support is available from other sports providers or partners in the area. For example, there may be coaches or 
offi  cials working for the local authority who may be able to off er your club some additi onal support, or there 
may be a junior aft er school club who may like to develop its skills in a larger club.

The Aims

Having completed the club audit and the SWOT analysis you should be able to identi fy some aims to build 
upon your club’s strengths and tackle its weaknesses. The aims should be:

Specifi c to your club• 
Measurable - consider how the club’s progress will be assessed• 
Agreed - it is vital that the club involves all committ ee staff  and coaches in the process• 
Realisti c - the aims should be challenging, yet achievable• 
Timescales - the club must consider the ti me needed to achieve the aims.• 

 

The Plan

The acti on plan formally identi fi es and prioriti ses the club’s aims. The Plan should be used to establish the 
ti mescales, personnel and costs for each aim. This plan may be used as a business plan when applying for 
some funding grants. There are many diff erent forms of acti on plans. Remember to review the plan. Once the 
club has completed and agreed the acti on plan it is important to set up a regular review meeti ng to monitor 
progress. The plan should be a working document that can be modifi ed and adapted to refl ect the progress 
and any change in circumstances. Provided that the targets are measurable, this process should be simple 
and not too ti me consuming.

Club Development Policy

A development policy clearly demonstrates the club’s commitment to developing quality opportuniti es for its 
members. The policy should be a working document that can be changed as the club develops and should be 
supported by an acti on plan, which ensures that the policy is put into practi ce and that the aims are met. To 
raise the profi le of the club’s commitment to development, include the policy in the club handbook or maybe 
post it on the club noti ce board.
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9.5 Club Management

There are fi ve principles of good club management.

1. Leadership

Leadership means:

Good management• 
Your values, purpose and goals• 
Taking an acti ve role in your community• 
Making sure that everyone in your club understands how you operate and knows what is going on.• 

Leadership is important because it:

Ensures that your club manages its resources effi  ciently and eff ecti vely• 
Provides inspirati on and maps out directi on• 
Develops moti vated and committ ed volunteers and staff • 
Recognises and fulfi ls the needs and expectati ons of members• 
Ensures that the club operates positi vely and constructi vely within the broader community.• 

 

2. Planning

Planning sets out:

What you want to achieve• 
Tthe acti ons and resources required• 
A method for working out how successful you were.• 

Planning is important because it:

Determines where an organisati on is going over the next year or more, how it is going to get there and • 
how it will know if it got there or not. For example, one goal could be to double the number of volunteers 
in your club within ten years
Allows all members to be aware of what the club wants to achieve• 
Helps to defi ne your club’s goals and the ways in which it will monitor and evaluate its performance• 
Helps to improve fi nancial performance and the effi  cient and eff ecti ve use of resources.• 

 

3. People

Put your people fi rst -- volunteers and paid staff  who are involved in the design, delivery and evaluati on of 
your club’s acti viti es and services. 

People are important because:

They make things happen, parti cularly in relati on to meeti ng your members’ needs and expectati ons. • 
Looking aft er the people in your club will help inspire moti vated, committ ed and sati sfi ed volunteers and 
staff . These people are more likely to make a positi ve contributi on towards meeti ng the needs and expec-
tati ons of the members they serve.
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To develop committ ed and moti vated volunteers and staff , it is important to:

Identi fy the skills and qualifi cati ons required to meet your club’s goals• 
Allocate roles and responsibiliti es• 
Provide educati on and training opportuniti es as required• 
Regularly acknowledge eff orts and achievements• 
Seek and respect opinions.• 

 

4. Members

Members are important because:

They -- parti cipants, spectators, coaches, offi  cials, patrons and sponsors -- are involved in the club and • 
benefi t from its acti viti es and services. Members are the club’s reason for being in existance. A member 
focus builds services and acti viti es to sati sfy the needs of members.

To develop a member focus, it is important to:

Identi fy your current and potenti al members• 
Identi fy their needs and expectati ons• 
Provide and evaluate acti viti es and services• 
Establish a process for member communicati on.• 

A member focus is important because:

Sati sfi ed members are more likely to stay with a club, tell their friends about it and help att ract new • 
members to boost parti cipati on.

 

5. Overall Performance

Overall performance is:

Monitoring, reviewing and evaluati ng your club’s overall performance against its goals.• 

Measuring overall performance is important because:

As part of its planning process, your club should develop measurable targets (performance indicators), • 
which will tell you whether you have achieved your goals. These targets allow everybody to see that the 
club is ‘on track’ and, if not, where there are gaps in performance. This informati on should be used to 
ensure that the club conti nually improves its acti viti es and services.
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9.6 Young People in Sport

Junior Club Development

Sports organisati ons have a vital role to play in providing sporti ng opportuniti es for young people, and vice 
versa; young people have a vital role in providing the future success and development of sports organisati ons.

In most sports it is crucial to the success of the organisati on that they att ract and encourage young play-
ers. However, all NGBs are unique and not every organisati on may feel that a junior secti on is appropriate 
for them. Before introducing young players to your organisati on you need to consider the responsibility of 
providing and taking charge of young people and how young people will aff ect other members in the organi-
sati on.

Also consider the numerous benefi ts of introducing junior players to your organisati on:

Regular supply of new players ensuring the organisati on’s future• 
Increase membership, including parents• 
Additi onal volunteers• 
Provide future offi  cials and administrators• 
Increased income and more opportuniti es to raise funds• 
Enhance the organisati on status and reputati on• 
Improve social calendar• 
Give existi ng members the opportunity to accept new challenges, roles and responsibiliti es• 
Provide a focus or sti mulus for organisati onal development• 
Recruiti ng parti cipants for your ‘sport’• 
Developing competi tors/ performers from an early age will improve your ‘sport’• 
Raise the organisati on’s profi le.• 

 

Engaging Young People in Sport

It is important to ensure that children are given fun and positi ve sporti ng experiences. If they are encouraged 
to enjoy the experience and they parti cipate successfully in your sport then they are more likely to remain 
involved in that sport for life. In order to att ract young people to your organisati on you will need to establish 
a quality junior secti on that they wish to join. A quality junior secti on should provide and encourage:

The opportunity to socialise• 
The opportunity to work as part of a team• 
Co-operati on and an ability to handle success and failure• 
Development of health and fi tness• 
Positi ve & fun sporti ng experiences• 
Self confi dence and positi ve self image• 
Positi ve atti  tudes towards exercise and healthy living• 
An opportunity for young people and parents to work together• 
Keeping young people ‘off  the streets’.• 

Young people take part in sport for many reasons:

For enjoyment and fun• 
To be with friends• 
To be part of a team• 
To play the game and improve their skills• 
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For the excitement of competi ti on• 

But several factors also deter them:

The school environment - nati onal curriculum pressures, no aft er school clubs• 
The home environment - working parents, single parents, unemployment, transport• 
Passive leisure pursuits - technology, computers, internet, socialising/ hanging out• 

As identi fi ed elsewhere in this secti on, an acti on plan gives the organisati on a focus for development, where-
by clear aims, targets and ti mescales for achievement are agreed. By producing a separate junior acti on plan 
the organisati on will be able cover specifi c junior aims in more detail and provide a positi ve work plan for 
the junior coaches and the junior development offi  cer (if your organisati on has one). This plan can then be 
reviewed and adapted as the targets are achieved, without having to re-work the NGB’s overall acti on plan.

The following key areas should be considered when writi ng the acti on plan:

The organisati ons overall ‘vision’ and its strengths and weaknesses• 
All young people should be given the opportunity for learning regardless of their ability• 
Prioriti se child protecti on• 
Focus on the needs of the young person rather than the needs of the organisati on or the coach• 
Skill progressive training programme• 
Encourage the parents and the young people to get involved in the running of the organisati on• 
Ensure that all acti vity is FUN and carried out within a friendly environment• 

9.7 School/Club Links

Developing School /Club Links

“School/Club links” is a term oft en used in strategic documents, grant applicati ons and general discussions 
within Sports Development, PE, School Sport and NGBs. Many young people take part in school sport, but 
there are fewer who take part in acti viti es outside of school. Aft er they leave compulsory educati on, many 
young people do not take part in any form of regular sport or physical acti vity at all.

Establishing School/Club links gives young people the opportunity to conti nue parti cipati ng in worthwhile 
sporti ng and physical acti vity throughout their lives. It allows youngsters to make the most of their experi-
ences in both setti  ngs, to try out new sports, feel comfortable in the club setti  ng and as a result make them 
more likely to conti nue parti cipate once they leave school.

A Practi cal Guide to Developing Club / School Links

One of the club’s fi rst points of contact should be the local schools. A club should be able to make a strong 
case for developing links with the local school as there are many benefi ts to be gained by both the school 
and the club. School sport has in recent years suff ered due to the pressures placed on schools from the ever 
changing nati onal curriculum, fi nancial constraints and limited ti me. Therefore both the number of hours 
available for PE and for aft er school sports has in some schools diminished, leaving an opportunity for local 
sports clubs help to provide quality sporti ng opportuniti es for young people.
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In order to assist in the provision of these additi onal sporti ng opportuniti es clubs are encouraged to make 
contact with their local schools. 

By making contact, the club can identi fy the gaps in school provision and identi fy how the club and school can 
work together to complement the school sports programme and fi ll the gaps.
 

Benefi ts for the School:

Specialist coaching to complement and support the teaching programme• 
Clear pathways/exit routes for children to conti nue parti cipati ng in sport outside of school• 
Wider range of sports available for pupils• 
Improved performance and sporti ng success• 
Access to bett er faciliti es• 
Increased potenti al for accessing other funding opportuniti es• 
Increase in the number of school children keeping acti ve, fi t and healthy• 
Contribute to a young person’s social and personal development• 
Raise the school profi le• 
Positi ve sporti ng and community image• 
Teacher support and mentoring.• 

 

Benefi ts for the Club:

Raise the club profi le• 
Boost junior membership• 
Potenti al new income• 
New opportuniti es for children to develop through ‘your’ sport• 
Potenti al to share resources; equipment, faciliti es, coaching experti se• 
Access to additi onal faciliti es• 
Coach and Volunteer Development.• 

 

Examples of Club to School Links

School raises the profi le of the club and promotes opportuniti es provided by the club i.e. circulate / dis-• 
play posters; invite representati ves to school assemblies or arranged visits during PE lessons
Coaching a class during curriculum ti me• 
Club coaches att end aft er school clubs to identi fy talented pupils and invite them to att end a specifi c club • 
session or development squad
Club runs an aft er school / extra curricular club or coaching sessions at school site• 
Taster / come and try sessions on school site followed by club site• 
Arrange for the pupils to visit the club• 
Club can get involved in organising competi ti ons or tournaments• 

Remember that acti viti es may vary from term to term and be open to att ending acti viti es for less traditi onal 
target groups.



NGB SUPPORT KIT - Chapter Nine MEMBERSHIP DEVELOPMENT

203

Developing Schools Links - Key Steps to Developing School Links:

Who do we want to link up with and why?• 
Before approaching the school identi fy some possible ideas for the partnership• 
Identi fy the informati on needed from the school?• 
How will we make contact?• 
What can we off er the partnership?• 
How will we need to manage and promote the links?• 

Recognise the demands and ti me constraints on the school curriculum. A qualifi ed coach, who understands 
the role that their sport plays within the physical educati on programme and who is aware of the learning 
needs of pupils, can be of signifi cant help to the class teacher parti cularly if they do not have the same level 
of sporti ng knowledge or experti se as the coach. The school’s Principal and organiser of the acti vity must be 
totally sati sfi ed that the external coaches are qualifi ed and competent to supervise the acti viti es and that 
they have been fully briefed about their role and responsibiliti es and the school’s roles and responsibiliti es. 

The coach and school should agree a form of contract which outlines:

A job descripti on/ role of the coach• 
The role of the class teacher• 
The shared responsibility and development of the programme• 
A commitment from the school to promote the sport and the club• 
Agreement to encourage teachers/ parents to take part in appropriates coaching courses• 
Specifi c manageable targets.• 

 

During Curriculum Time

For sessions being undertaken during curriculum ti me a teacher must be present at all ti mes, remember that 
the teacher has the ulti mate responsibility for the pupils. The coach should work with, not instead of, the 
teacher. These sessions can be used to provide teachers with some new ideas for skill development specifi c to 
your sport, so it is important to encourage the teacher to get involved. Remember that there needs to be an 
educati on bias, therefore, the coach must learn how to educate children as well as coach them.

Aft er School Time

Extra curricular or aft er school sessions require the att endance of a teacher on the school site at all ti mes. 
It is also recommended that schools ask the parents to have complete and return parent consent forms. All 
schools diff er. A scheme that works in one school may not be suitable for another. School policy regarding ex-
ternal coaching and aft er school clubs also varies from school to school. Therefore, each school’s policy must 
be referred to before any acti vity commences.

Considerati on before commencing any school acti vity

School Site - facility risk assessment, teacher responsibility, caretaker’s role and responsibiliti es• 
First aid and access to telephone• 
School’s Board of Management and the Club’s Executi ve Committ ee have agreed the use of faciliti es• 
Equipment (club to school loan scheme may be required).• 
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9.8 Child Safety and Protecti on

Keeping Children and Young People Safe in Sport

If children are to enjoy fun and positi ve sporti ng experiences at your club, it needs to be a safe environment 
for them. Volunteers need to be confi dent in working with children and know what to do if they have any 
concerns about a child. To fi nd more informati on about protecti ng your junior members, click on our web-
site www.irishsportscouncil.ie for further informati on on the Code of Ethics and Good Practi ce for Children’s 
Sport.

 

Garda Vetti  ng

Since 2007 the ISC has commenced rolling out Garda vetti  ng on a phased basis to NGB’s. This arrangement 
has been approved by the Implementati on Group on Garda Vetti  ng. The Irish Sports Council is liaising with 
NGBs in respect of the introducti on of Garda Vetti  ng to the sector on a phased basis.

Each NGB is responsible for how they roll-out the vetti  ng process within their organisati on. The Irish Sports 
Council has a dedicated offi  cer who works with the NGBs to develop and implement Code of Ethics and Garda 
Vetti  ng.

Children and Vulnerable Adult Protecti on Procedures

Keeping children and vulnerable adults safe in sport is not just about ensuring that those who work in sport 
are suitable to do so. A trusted coach or leader may be the person a child trusts to tell about something that 
is happening in their life outside of sport. Those involved in delivering sport to children need support to be 
confi dent about safe practi ces and the acti on they should take if they have any concerns about a child.

Club Child Protecti on Offi  cer

It is recommended that all clubs appoint a Child Protecti on Offi  cer. This volunteer can help the club to devel-
op and implement the child protecti on procedures, as well as be the fi rst point of contact for concerns about 
a child.

9.9 Downloads & Links

Casestudies:

Golfi ng Union of Ireland Club Survey• 
West Lothian Community Sports Club Development Pack• 

http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/9_Membership_Development/9_9_Downloads_Links/GUI_Club_Survey_2008.pdf
http://www.irishsportscouncil.ie/Governing_Bodies/NGB_Support_Kit/9_Membership_Development/9_9_Downloads_Links/West_Lothian_Club_Dev_Pack.pdf
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10. Sponsorship

Introducti on

This secti on off ers advice and informati on about something that is vital to the success of an NGB - sponsor-
ship. Sponsorship not only allows you access to much needed funds, but to a whole new set of potenti al new 
members as well as the development of long-standing, trustworthy relati onships. Being viewed as a two-way 
street, both your organisati on and your sponsor should be able to gain from the associati on that you both 
have. This chapter shows links and case studies from various NGBs who have been able to secure and reward 
their sponsors.

10.1 Fundamentals

Sponsorship

Sponsorship is something that can be vital to the success or even to the existence of an NGB. It not only al-
lows your organisati on to gain much needed funds, but it also allows for the development of long-standing, 
trustworthy relati onships. 

Sponsorship needs to be viewed as a two-way relati onship. Both your organisati on and the sponsor should be 
able to gain from the associati on that you both have. They are investi ng their money into your organisati on 
and you will help them to increase the audience that their products are exposed to. 

One of the key prioriti es for any NGB is to persuade the potenti al sponsor to identi fy with your sport. They 
must present themselves, demonstrate connecti ons to their target audiences and consequently share value 
with prospecti ve sponsors in order to generate sponsorship revenue.

Your NGB as a Brand

Each NGB should consider itself a brand. This is not as inti midati ng as it may sound. The essence of a brand 
is to be able to show diff erenti ati on from competi tors. It is fair to say that many NGBs including sports clubs, 
tournaments, coaches associati ons and professional teams consider themselves disti ncti ve and diff erent from 
each other, even similar NGBs. Each NGB probably also has a sense of pride about how it does things. 
Therefore NGBs are brands, albeit someti mes small brands.

In order to describe itself, each NGB - each brand - should explicitly address the following topics;

Mission - What is the purpose of the NGB?• 
Vision - What is the longer term goal (aspirati on) of the NGB?• 
Values - What principles, both ethical (e.g. integrity) and operati onal (e.g. safe environment) are most • 
important to the NGB
Target audience - Whose needs are you going to serve?• 
Identi ty- What are the factual elements that clearly identi fy the NGB (e.g. legal enti ty, board of directors, • 
name, offi  cial affi  liati on, logo, colours, geographical locati on, etc.)
Diff erenti ati on - What makes the NGB stand out (from competi tors / other sports)?• 
Positi ons - What att ributes (e.g. family oriented, winning, development, etc) are used by the NGB to pres-• 
ent itself to its target audiences?
Image - How is the NGB perceived by its target audiences?• 
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Hopefully the positi oning of the NGB and the way the NGB is actually perceived (image) by its target audi-
ences are well aligned. If not, work should be done to create alignment before sponsorships are solicited.

It is important that theses topics be addressed in writi ng. Why such “formality”? Because the membership, 
even leadership in NGBs changes and there needs to be conti nuity of intent and acti on. Writt en and vis-
ible descripti ons also give members of an NGB rallying points and reminders upon which to build the NGB’s 
unique character. In additi on, writt en descripti ons encourage the same descripti ons being used by all mem-
bers when “selling” the NGB. These writt en descripti ons are ready made for Power Point and other presenta-
ti on formats.

How to Win a Sponsor

A potenti al sponsor will become a sponsor if an NGB can demonstrate that it is both reaching and positi vely 
impacti ng its target audience. In this situati on it is creati ng value for itself and for potenti al sponsors.

The initi al sponsorship propositi on is simple. Potenti al sponsors are seeking eff ecti ve and effi  cient ways to 
connect and infl uence their own target audience. If an NGB has the same target audience, a potenti al sponsor 
might actually become a sponsor if the NGB can demonstrate strong relati onships with the target audience. 
This means that the NGB can deliver value to the sponsors’ brand and sales eff orts.

10.2 Positi oning Your Organisati on

The following are elements for developing a responsive development programme:

Target audience(s) - Who is the NGB serving?• 
Needs and/or interests to sati sfy - What needs and/or interests of its target audience(s) are the NGB go-• 
ing to address?
Resources and capabiliti es - What resources and capabiliti es does the NGB have available to sati sfy its • 
target audience(s)?
Programmes off ered - What are the programmes off ered by the NGB to sati sfy its target audience?• 
Goals for programmes - What is the NGB trying to achieve with each programme off ered?• 
Marketi ng and executi on - How do the programmes get developed and implemented?• 
Evaluati on - Which programmes successfully meet their goals (and which programmes are unsuccessful)?• 
Planning process - How does the NGB manage the development process?• 

Each of these elements is important to potenti al sponsors because they allow the potenti al sponsors to assess 
an NGB’s focus, ability to deliver positi ve result vis-à-vis their target audience(s), and ability both to eff ecti vely 
use the sponsor’s resources and respond to the sponsor’s management requirements.

From a very practi cal perspecti ve, it is important for NGBs to make a concerted and organised eff ort at devel-
opment level. Many NGBs always will rely primarily on their own community for support, so this home base 
must be kept strong. For those NGBs that want to att ract sponsors, it is essenti al that they realise that the 
“product” they are selling (their sport and its community) must be in good shape - provide value - or there 
will not be any buyers (sponsors).
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10.3 Potenti al Sponsors

Defi ne Your Target Audience

Your sponsorship plan should focus on obtaining sponsors who wish to communicate with your target market. 
This might mean that you may need to approach a specialised part of the company rather than going directly 
to the corporate sponsorship department, who are probably fl ooded with requests for sponsorship. If you can 
off er “niche” marketi ng to a parti cular company, they may be more inclined to sponsor you.

Research Potenti al Sponsors

Before you approach a sponsor, it may be benefi cial to do some research (internet, magazines etc) on the 
company and fi nd out exactly what products or services they off er. On the company’s website they may have 
details about their sponsorship policy or their sponsorship history (what things they have sponsored in the 
past). It may give you a good indicati on of whether they are a viable opti on to approach.

Time Frame

If it is an actual event that you are looking for sponsorship for, try to approach potenti al sponsors at least 12 
months before the event. This will give them suffi  cient ti me to parti cipate fully in the benefi ts you off er them. 
If a general sponsor is being sought for your organisati on, it is also benefi cial to approach them as early as 
possible to allow maximum ti me to prepare budgets.

10.4 Key Steps for Sponsorship

Sponsorship development has to do with actually making presentati ons to sponsors and hopefully establish-
ing mutually benefi cial partnerships with selected sponsors. This process may be subject to a number of 
disti nct phases:

1. Identi fy Your Needs

Identi fy what your organisati on does, what it needs to do, how the sponsorship would transform your organi-
sati on and where the money will go, what will the sponsors get.

2. Identi fi cati on and Research of Potenti al Sponsors

Establish what sort of organisati on you would like to have supporti ng you and as such which ones you will 
contact. Research their sponsorship policies and history and see where an alignment can be made.
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3. Develop the Presentati on

It is a good idea to make contact with the company to identi fy any parti cular traits that are individual to them 
before you prepare your presentati on. This way you can modify it to suit the potenti al sponsor’s needs. Once 
this is established, you can prepare your presentati on to the company covering such things as: what your 
organisati on wants to achieve, how it plans to achieve it, how does the sponsor fi t into these plans, what sup-
port you are asking for, how the sponsor will benefi t from associati on with you.

4. Making the Sales Presentati on

Probably the most important part of gaining sponsorship is actually making the presentati on to the potenti al 
sponsor. This is where you sell your NGB to the sponsor and convince them that they should invest in you. 
How this pans out will obviously depend on your initi al conversati on with the potenti al sponsor (e.g. will you 
go to their work place, will you meet them in a neutral venue, do you need to bring a laptop and/or a projec-
tor screen? Remember to always have a back-up plan. When making the presentati on, always be friendly and 
professional, show passion for your work and have ready-made answers to questi ons you think they may ask.

5. Follow-up

Aft er the meeti ng, follow-up with a call or email asking the status of their decision. Once an agreement has 
been made, it will usually be followed up by a contract or lett er setti  ng out the terms. Read this carefully to 
check all legal implicati ons.

6. Deliver

It is important that you now deliver on your part of the agreement. It is good practi ce to keep your sponsor 
fully informed of all developments. If there is a problem, always let them know how you are going to fi x it.

In summary, NGBs seeking to obtain sponsorship support must clearly describe what they are about and then 
show how they eff ecti vely reach their target audiences and thus can provide value to sponsors interested in 
connecti ng to the same target audiences.

Tips for the Sport Worried about its Sources of Revenue

Never put all your eggs in one basket. Diversify your revenue streams as much as possible and do not be • 
afraid to try new ideas
Sponsors are becoming choosier and demanding. Review the services you give to your sponsors and think • 
of ways they can be improved
Try to retain some stake in the various competi ti ons run by your sport. Licensing and sancti oning fees can • 
be a valuable source of revenue
Guard the reputati on of your brand jealously. Sponsors do not want to be associated with scandals• 
Look at acti viti es not directly associated with the sport -- assisti ng chariti es, hospital visits and so on. • 
Sponsors increasingly want to be associated with organisati ons that do ‘good work’. This also provides 
sponsors with a wider audience and so your NGB will appear more att racti ve to them.
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10.5 Downloads & Links

Links

Irish Hockey Associati on • 
htt p://www.hockey.ie/sponsorship/why_sponsor.cfm
Irish Hockey Associati on• 
htt p://www.hockey.ie/sponsorship/irish_hockey.cfm
Irish Hockey Associati on• 
htt p://www.hockey.ie/sponsorship/key_tournament.cfm
Irish Hockey Associati on • 
htt p://www.hockey.ie/sponsorship/sponsorship_packages.cfm
Irish Hockey Associati on • 
htt p://www.hockey.ie/sponsorship/your_investment.cfm
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11. Other Supports

Introducti on

This secti on lists a number of external bodies that the Irish Sports Council has worked with and developed a 
relati onship with that could be a good asset for your NGB. These bodies are community-based organisati ons 
that can provide professional assistance in many areas of your business.

11.1 Department of Arts Sport & Tourism

The Department was formed in June 2002 and its mission is:

“to contribute to the economic, social and cultural progress of Irish society and the enrichment of its quality 
of life through promoti ng sustainable tourism; encouraging excellence in sporti ng and arti sti c achievement; 
facilitati ng greater access to sport and the arts; and preservati on of our cultural inheritance”.

The Department is primarily a policy-making Department in the three sectors of Arts, Sport and Tourism.

Arts

Formulati on, development and evaluati on of policy and structures to promote and foster the practi ce and • 
appreciati on of the creati ve and interpretati ve arts and to encourage the development of the Irish fi lm 
industry;
Enabling the nati onal cultural insti tuti ons, as integral elements of the nati onal culture, to preserve, pro-• 
tect and present for the benefi t of present and future generati ons our moveable heritage and cultural 
assets. 

Sports

Formulati on, development and evaluati on of sport policy (the implementati on of which in the main is a • 
matt er for the Irish Sports Council);
Overseeing major sports projects, including the Nati onal Aquati c Centre at Abbotstown; developing • 
proposals for the provision of a nati onal stadium; the administrati on of the Sports Capital and the Local 
Authority Swimming Pool Programmes.

Tourism

Facilitati ng the conti nued development by the tourism industry of an economic and environmentally • 
sustainable and spati ally balanced tourism sector, through formulati ng monitoring and reviewing a range 
of supporti ng policies and programmes, parti cularly within the framework of the Nati onal Development 
Plan and North/South Co-operati on.
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11.2 Local Sports Partnerships

Rati onale of the Local Sport Partnerships

The Irish Sports Council (ISC) has recognised that the partnerships are an excellent mechanism for delivering 
recreati onal sport to local people. Key tasks that the partnerships are involved in include: -

Increasing facility usage• 
The consolidati on of work carried out to date• 
The creati on and implementati on of plans for long term local sports development• 
The establishment of a sustainable structure to assist all those involved in local sports development to • 
face the associated challenges - e.g. recruiti ng and managing volunteers, quality training, etc

 

Functi ons of the Local Sport Partnerships

The three main functi ons of the LSPs are:

Informati on - establish a consultati ve forum, initi ate research, compile a sports directory and database, • 
and identi fy needs and resources to form the basis of local planning
Educati on - provide quality opportuniti es for educati on and training at local level, provide training courses • 
targeti ng volunteers, and provide access to sport specifi c courses through the NGBs of sport
Implementati on - develop a strategic plan for local sport, appoint a professional administrator, secure • 
related support services, select parti cipati on programmes for LSPs modifi ed to suit local needs, increase 
the impact of nati onal programmes delivered locally, market and promote sport

 

Role of the Local Sport Partnerships

The key aims of the LSP are to increase parti cipati on in sport, and to ensure that local resources are used to 
best eff ect. Some of the outcomes we seek are:

Club development• 
Volunteer training• 
Enhanced planning of sport at local level• 
Local directories of sports bodies & faciliti es• 
School, club, community and NGB links• 
Increased levels of local parti cipati on, especially amongst specifi c target groups such as older people, girls • 
& women, people with disabiliti es, unemployed people, and those who live in identi fi ed disadvantaged 
communiti es

 

Membership of the Local Sport Partnerships

All those statutory bodies, organisati ons and groups operati ng in local areas with a responsibility for or inter-
est in sports development should be invited to parti cipate in the LSP. The involvement of the Vocati onal Edu-
cati on Committ ees (VEC), city and county councils, Health Service Executi ve (HSE), FÁS, universiti es, colleges, 
Insti tutes of Technology, commercial companies, sports’ clubs, NGBs and community groups in the partner-
ship will be important



NGB SUPPORT KIT - Chapter Eleven OTHER SUPPORTS

215

Proposed Structure

The LSP will lead the consultati ve forum which will represent the views of all local groups. The LSP will be 
established as a substructure of a local authority with its prioriti es decided in consultati on with its consti tuent 
members. This structure will also ensure that all funding made available to the LSP can be dedicated solely 
to work in the sports sector. The Board of Directors of the LSP should be made up of representati ves of those 
agencies regarded as key infl uencers in local sports development. The LSP will employ the Local Sports Coor-
dinator and will set the prioriti es for the work of this offi  cer

Local Sports Coordinator

The Local Sports Coordinator is employed by and reports to the Board of the LSP. The functi ons ascribed to 
the LSP will form the basis of the work of this professional, and therefore their work will revolve around the 
functi ons described as informati on, educati on and implementati on. Each LSP will decide on the prioriti es to 
be assigned to the Coordinator’s work, but in general their role will be the coordinati on of the planning pro-
cess for the LSP, and the overseeing of the agreed plan. The Coordinator will also act as secretary to the LSP, 
facilitate meeti ngs of the LSP Board, and liase closely with the ISC to act as a conduit for informati on between 
nati onal and local developments. The Coordinator will be responsible for the implementati on of the local 
sports strategy, encompassing elements such as educati on programmes and local parti cipati on initi ati ves.
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LSP Contacts

Carlow
Contact: Ms Martha Jane Duggan
Address: Carlow Sports Partnership, McGrath Hall, 
Stati on Road, Bagenalstown, Carlow
Tel: 059 9172451
Email: info@carlowsports.ie
Web: www.carlowsports.ie

Cavan
Contact: Ms. Nadine Crott y
Address: Cavan Local Sports Partnership, Cavan 
County Council, Department of Community and En-
terprise, Farnham Centre, Farnham Street, Cavan
Tel: 049 4378582
Email: ncrott y@cavancoco.ie
Web: www.cavansportspartnership.ie

Clare
Contact: Mr. John Sweeney
Address: Clare Sports Partnership, 10 Carmody Street 
Business Park, Carmody Street, Ennis, Co. Clare
Tel: 065 6865434 
Fax: 065 6824928 
Email: info@claresportspartnership.ie
Web: www.claresportspartnership.ie

Cork City
Contact: Ms Eithne Lydon
Address: Cork City Sports Partnership, Recreati on, 
Culture and Amenity Department, 2nd Floor, City 
Hall, Cork City.
Tel: 021 4924245
Email: Eithne_Lydon@corkcity.ie
Web: www.corkcity.ie

County Cork
Contact: Mr.Michael Crowley
Address: County Cork Sports Partnership, Yeats 
House, Barrack Square, Ballincollig, Cork
Tel: 021 4665081
Fax: 021 4800950
Email: info@cclsp.com
Web: www.cclsp.com

Donegal
Contact: Mr. Myles Sweeney
Address: Donegal Sports Partnership, Offi  ce No. 7, 
First Floor Unit, River Front House, Pearse Road, Let-
terkenny, Donegal
Tel: 074 9116078/ 9116079
Fax: 074 9116707

Email: info@acti vedonegal.com
Web: www.acti vedonegal.com

Dublin City
Contact: Ms. Aideen O’Connor
Address: Dublin City Sports Network, 159 Capel 
Street, Dublin 1.
Tel: 087 9176989
Email: aideen.oconnor@dublincity.ie
Web: www.dublincity.ie

Dun Laoghaire-Rathdown
Contact: Mr. Shane McArdle
Address: Dun Laoghaire-Rathdown Local Sports Part-
nership, Dun Laoghaire-Rathdown County Council, 
County Hall, Marine Road, Dun Laoghaire.
Tel: 01-2719507
E-mail: smcardle@dlrcoco.ie
Web: www.dlrsportspartnership.ie

Fingal
Contact: Ms Marion Brown
Address: Fingal Sports Partnership, c/o Fingal County 
Council, Community Culture & Sport Divison, Sports 
Unit, County Hall, Swords, Dublin
Tel: 01 8906256
Fax: 01 8906259
Email: info@fi ngalsportspartnership.ie
Web: www.fi ngalsportspartnership.ie

Galway City
Contact: Mr. Jason Craughwell
Address: Galway City Sports Partnership, Galway City 
Council, City Hall, College Road, Galway
Tel: 091 536854 
Fax: 091 567493
Email: jason.craughwell@galwaycity.ie
Web: www.galwaycity.ie

Galway County
Contact: Mr. Michael Curley
Address: Galway County Sports Partnership, Gal-
way County Council, Aras an Chontae, Prospect Hill, 
Galway
Tel: 091 746860
Fax: 091 779082
Email: mcurley@galwaycoco.ie
Web: www.galwaycoco.ie

Kerry
Contact: Ms Cora Carrigg
Address: Kerry LSP, Unit 12b, Tom Crean Centre, 
Insti tute of Technology Tralee, North Campus, Tralee, 
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Co. Kerry 
Tel: 066-7184776
Fax: 066 7186388
Email: info@kerrylsp.ie
Web: www.kerrylsp.ie

Kildare
Contact: Mr. Richard Farrell
Address: Kildare Sports Partnership, 14f Cutlery Rd, 
Newbridge, Kildare
Tel: 045 0450609
Email: ksp@o2.ie
Web: www.kildaresp.ie

Kilkenny
Contact: Ms Nicola Keeshan
Address: Kilkenny Recreati on and Sports Partnership, 
Desart Hall, New Street, Kilkenny
Tel: 056 7720870
Fax: 056 7752385
Email: krsp@eircom.net

Laois
Contact: Ms Caroline Feehan
Address: Laois Sports Partnership, Portlaoise Leisure 
Centre, Moneyballytyrrell, Portlaoise, Co. Laois
Tel: 057 8671248
Fax: 0502 71253
Email: info@laoissports.ie
Web: www.laoissports.ie

Leitrim
Contact: Ms. Nollaig Whyte
Address: Leitrim Local Sports Partnership, Leitrim 
County Council, Aras an Chontae, Carrick on Shan-
non, Leitrim
Tel: 071 9620005
Email: nwhyte@leitrimcoco.ie
Web: wwww.leitrimcoco.ie

Limerick City
Contact: Ms. Elaine Barry
Address: Limerick City Sports Partnership, 2 Church 
St., St John’s Square, Sexton St, Limerick City
Tel: 061 468542
Fax: 061 468969
Email: info@limerickcitysports.ie
Web: www.limerickcitysports.ie

Limerick County
Contact: Mr Phelim Macken
Address: County Limerick Sports Partnership, County 
Hall, Dooradoyle, Limerick.

Tel: 061 496463 or 061 496428
Fax: 061 496011
Email: infosports@limerickcoco.ie
Web: www.cllsp.ie

Longford
Contact: Ms Siobhan McGuinness
Address: Longford Local Sports Partnership, Aras an 
Chontae, Great Water Street, Longford
Tel: 04333 43307
Fax: 04333 41233
Email: smcguinness@longfordcoco.ie

Louth
Contact: Ms. Mary Browne
Address: Louth Sports Partnership, Louth County 
Council, County Hall, Millennium Centre, Dundalk, 
Louth
Tel: 042 9324356
Email: mary.browne@louthcoco.ie
Web: www.louthlsp.ie

Mayo
Contact: Mr. Charlie Lambert
Address: Mayo Sports Partnership, Community & En-
terprise Offi  ce, Mayo County Council, Cedar Building 
(2nd Floor), Moneen, Castlebar, Mayo
Tel: 094 9047256 
Email: clambert@mayococo.ie
Web: www.mayosports.ie

Meath
Contact: Ms. Mary Murphy
Address: Meath Sports Partnership, Enterprise Cen-
tre, Trim Road, Navan, Meath
Tel: 046 9067337
Fax: 046 9021463
Email: mlsp@meathcoco.ie
Web: www.meathlocalsportspartnership.ie

Monaghan
Contact: Ms Michelle Murphy
Address: Monaghan Local Sports Partnership, Bal-
lybay Town Council Offi  ce, Main Street, Ballybay, Co. 
Monaghan
Tel: 042 9755126
Email: mmurphy@monaghancoco.ie
Web: www.monaghansports.ie

North Tipperary
Contact: Ms. Elaine Cullinan
Address: North Tipperary Sports Partnership, North 
Tipperary Lifelong Learning Service, Martyrs Road, 
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Nenagh, Tipperary
Tel: 067 43604
Fax: 067 46025
Email: info@ntsp.ie
Web: www.ntsp.ie

Off aly
Contact: Mr Eamonn Henry
Address: Off aly Local Sports Partnership, c/o Commu-
nity and Enterprise Seceti on, Off aly County Council, 
Áras an Chontae, Charleville Road, Tullamore, Off aly
Tel: 057 93 46829
Email: ehenry@off alycoco.ie
Web: www.off alysports.ie

Roscommon
Contact: Mr. Noel Feeley
Address: Roscommon Sports Partnership, c/o VEC 
Offi  ces, Lanesboro Street, Roscommon 
Tel: 090 66 30853
Fax: 090 66 30857
Email: info@rosacti ve.org
Web: www.rosacti ve.org

Sligo
Contact: Ms. Deirdre Lavin
Address: Sligo Sport & Recreati on, c/o VEC Offi  ces, 
Riverside, Sligo
Tel: 071 9161511
Fax: 071 9143093
Email: info@sligosportandrecreati on.ie
Web: www.sligosportandrecreati on.ie

South County Dublin
Contact: Mr. Thomas McDermott 
Address: South County Dublin Sports Partnership, 
South Dublin County Council, County Hall, Tallaght, 
Dublin 24
Tel: 01 4149000
Fax: 01 4149106
Email: thomasmcdermott @SDUBLINCOCO.ie
Web: www.sdcsp.ie

South Tipperary
Contact: Mr. Ciaran O hIarnain
Address: South Tipperary Sports Partnership, Civic 
Offi  ces, Cashel, Tipperary
Tel: 062 64737
Email: cohiarnain@stsp.ie
Web: www.stsp.ie

 

Waterford
Contact: Ms Rosarie Kealy
Address: Waterford Sports Partnership, Civic Offi  ces, 
Dungarvan, Waterford
Tel: 058 21192
Fax: 058 23110
Email: info@waterfordsportspartnership.ie
Web: www.waterfordsportspartnership.ie

Westmeath
Contact: Mr. David Scally
Address: Westmeath Sports Partnership, c/o VEC Of-
fi ces, Marlinstown Offi  ce Park, Mullingar, Westmeath
Tel: 044 93 90208 / 93 95980 
Email: westmeathsportspartnership@westmeathvec.
ie
Web: www.westmeathsports.ie

Wexford
Contact: Ms. Fran Ronan
Address: Community and Enterprise, County Hall, 
Wexford
Tel: 053-9176688
Fax: 053-9122316
E-mail: fran.ronan@wexfordcoco.ie
Web: www.wexford.ie

Wicklow
Contact: Ms. Tracy Bunyan
Address: Wicklow Local Sports Partnership, Shoreline 
Leisure Centre, Mill Rd, Greystones, Wicklow
Tel: 01 2878184
Fax: 01 2878252
Email: TBunyan@wicklowcoco.ie
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11.3 Volunteering Ireland

Valuing Volunteering... Be inVOLved - Join Today!

Volunteering Ireland has promoted, supported and facilitated voluntary acti on in Ireland since 1997. They 
were Ireland’s fi rst Volunteer Centre.

Mission

Volunteering Ireland promotes high quality voluntary acti vity, by encouraging organisati ons which involve vol-
unteers to adopt good policy and practi ce, and by acti ng as a link between such organisati ons and individuals 
who wish to undertake meaningful voluntary work.

Aims

To promote volunteering to the general public, the media and policy-makers• 
To support organisati ons wishing to implement good practi ce in their involvement of volunteers• 
To match individuals who wish to volunteer with organisati ons which off er suitable volunteering • 
opportuniti es

 
Ethos

Volunteering Ireland is a professional and effi  cient not-for-profi t organisati on; independent, non-party po-
liti cal and non-sectarian. The organisati on are people-centred and inclusive, responsive both to the needs 
of those who volunteer and those who work with volunteers. They are outward-looking, seeking to work 
collaborati vely with people and organisati ons from all sectors of the community. Their acti viti es are socially 
and environmentally responsible. They are fl exible and they evaluate their operati ons on an ongoing basis to 
respond to the changing environment in which they operate.

Benefi ts of Membership

Discounts on training courses, conferences, workshops, publicati ons, adverti sing• 
Priority access to their placement, training and informati on services• 
Volunteering Matt ers monthly e-newslett er, free placement of informati on on your organisati on in the • 
e-newslett er
Voti ng Rights at general meeti ngs• 
Right to stand for electi on of the Board of Directors• 
Right to adverti se your membership of Volunteering Ireland• 
Knowledge that Volunteering Ireland is working on your behalf to improve the status and conditi ons of • 
volunteering in Ireland

For further informati on on Volunteering Ireland please contact:

Volunteering Ireland
Coleraine House
Coleraine Street
Dublin 7
Telephone: (+353 1) 872 2622 
Facsimile: (+353 1) 872 2623
Email: info@volunteeringireland.ie
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Opening Hours

Monday to Friday 09:00 to 13:00 and 14:00 to 17:00• 
Closed weekends and Bank / Public Holidays• 

11.4 Boardmatch

What Is It?

Boardmatch Ireland is the unique new and free service that matches nonprofi t boards with skilled and experi-
enced volunteers.

Overview

Boardmatch Ireland was established in 2005 and aims to support the development of the voluntary and com-
munity sector (the nonprofi t sector) by strengthening boards and management committ ees. Boardmatch do 
this principally through this free web-based matching service, which matches people willing to volunteer their 
skills at a board level, with organisati ons needing additi onal skills on their boards.

Boardmatch have developed a new volunteering model, to which there are three key pillars:

Candidates: people willing to volunteer their skills, experiences and ti me to work on a nonprofi t Board• 
Organisati ons: nonprofi t (community and voluntary) organisati ons who are seeking additi onal skills at • 
board level and who will use Boardmatch as one of their board recruitment methods
Businesses: the business and professional sector who see in this new model of volunteering a key leader-• 
ship development opportunity for their staff , and who will promote nonprofi t board membership across 
their organisati ons, parti cularly at emerging leaders in their businesses, and encourage staff  to volunteer 
through Boardmatch.

 

How Boardmatch Works

These three pillars combine in the principal service off ered by Boardmatch - a free web-based matching sys-
tem. The matching process is straightf orward:

Individuals (candidates) register and create a profi le listi ng their relevant skills and experiences; the par-• 
ti cular areas in which they are interested (e.g. Theatre, Youth, Environment etc.) and the ti me they have 
available per month for voluntary Board work
Nonprofi t Organisati ons register and create a profi le describing their organisati on and the skills and expe-• 
riences required for the board positi ons for which they are recruiti ng. Matching is initi ated by either the 
candidate or the organisati on, and produces a corresponding shortlist of the organisati ons or candidates 
most closely matching on preferences, skills and ti me
The matched profi les are viewed online. Where the candidate or organisati on sparks interest, initi al con-• 
tact between the organisati on and candidate is made via the website, where one invites the other to view 
their profi le
If the interest is mutual, contact details are exchanged and further contact is arranged by the organisati on • 
and candidate
Candidates and organisati ons interview each other, and do their required ‘due diligence’. Where there is • 
mutual agreement, the candidate joins the board of the organisati on - much like a job interview process.
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Over 50 matches have been made since the service started in July 2005, with over 400 candidates registered 
since then. Some comments from users to date:

“Boardmatch is a fantasti c opportunity for those who have always wanted to make a positi ve contributi on in 
the voluntary sector but do not know where to start. It really does open up a whole new world”.

- Matched Candidate

“As a small community and voluntary sector organisati on, it can be someti mes diffi  cult to fi nd Board mem-
bers with specialist experti se who can add value to your organisati on and its acti viti es. That’s where Board-
match came to the rescue. From the ti me I logged onto the site and registered my organisati on details, the 
service seemed to operate in a seamless fashion. Within minutes I had details of fi ve suitable candidates to fi ll 
the positi on of Financial Advisor to our Board. I subsequently met with two of the candidates and invited one 
to come on board. The insight and advice that this person brings is invaluable and is already infl uencing the 
strategic directi on of the organisati on. I cannot recommend the service off ered by Boardmatch highly enough 
and I will conti nue to use them for future Board vacancies.”

- BOND, Dublin

If you are interested, register with Boardmatch, either as an Organisati on seeking additi onal skills at Board 
level, or as a Candidate willing to volunteer your skills to a Board. If you are a business or professional as-
sociati on, Boardmatch would be very interested in talking with you about integrati ng Boardmatch into your 
leadership development processes. Contact Boardmatch if you would like any further informati on at 
info@boardmatchireland.ie

Contact Details

Boardmatch Ireland
35 Exchequer St
Dublin 2
Ireland
t: +353-1-6715005
e: info@boardmatchireland.ie

11.5 Age & Opportunity

The Go for Life Programme aims to increase parti cipati on among older people in recreati onal sport acti viti es. 
The Programme is administered by Age and Opportunity, and overseen by a Steering Group comprising repre-
sentati ves of the Irish Sports Council, Age and Opportunity, the Federati on of Acti ve Reti rement Associati ons, 
the Irish Senior Citi zens Parliament and the Nati onal Council on Ageing and Older People.

In 2008, the Irish Sports Council provided €700,000 under the Programme. Over 700 groups nati onwide 
shared an allocati on of €350,000 under phase seven of the Go for Life Nati onal Grant Scheme for Sport and 
Physical Acti vity for Older People. The nati onal grant scheme is just one element of the Go for Life pro-
gramme and complements the other main strands in the programme - the Acti ve Living programme and the 
Sports Parti cipati on programme.

For further details please visit the Go for Life website or contact them directly at Telephone: 01-805-7733, 
Email: gfl @mie.ie or Website: htt p://ageandopportunity.ie/go-life
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11.6 Acknowledgements

The Irish Sports Council would sincerely like to thank all of the contributors who have donated their resources 
and informati on to help in the creati on of this Support Kit. Your input has been extremely helpful in contribut-
ing to this document. Special menti on must go the all Nati onal Governing Bodies of Sport and Local Sports 
Partnerships in Ireland who have generously shared examples of their work for others to see and learn from.

We hope that sportspeople all over Ireland will benefi t from the informati on contained within this Support 
Kit. With your help, you have contributed to the improvement of sport in Ireland. Thank you all very much.

11.7 Disclaimer

 This draft  has been provided as guidance material only and is not to be viewed as a required framework but 
rather a guidance document to assist applicants in the development of their own Policy and Operati ng Proce-
dures Manual. As this draft  is a generic template, it cannot be considered specifi c to your organisati on.  It is 
therefore the responsibility of your organisati on to adapt this document accordingly.
 
The Irish Sports Council (ISC), its offi  cers, members and employees accept no liability whatsoever for the 
contents of and/or informati on contained in this draft  and/or any acti on taken as a result of the contents of 
this draft . Please note that the ISC is not supplying this guidance providing professional advice or guidance on 
any specifi c matt er and no legal relati onship is hereby created. Applicants should take specifi c advice when 
dealing with specifi c issues and consult their own advisors in this regard as and when they deem it to be nec-
essary.



IRISH SPORTS COUNCIL 
Top Floor Block A

West End Offi  ce Park
Dublin 15
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