





















Roles & Responsibilities of Executive Committee Officers 2021-22

The Executive Committee usually meets in advance of each Area/League meeting – usually five times a year, maximum of two hours each time.
Executive Committee members are also expected to attend all Area/League meetings – four times a year, for a maximum of 1.5 hours each time.

Chair
	Role on Executive Committee:

	· To provide leadership of the organisation by use of effective strategy and networking
· To ensure all meetings are planned effectively and conducted in accordance with the constitution
· To ensure all matters are dealt with effectively and in a timely manner
· To regularly review the Committees performance and recruit new members when required and as part of a succession plan
· To ensure the organisation is managed effectively by coordinating the committee via effective policies and procedures
· To provide support and supervision to the committee members
· To represent the organisation when required 



Secretary
	Role on Executive Committee:

	· To ensure timely and clear communication to league members regarding matters associated with the organisation of the league
· To ensure that key contact information for Committee members and for teams is accurate and up-to-date
· To manage the convening, organisation and delivery of Committee and all league meetings
· To ensure that the league’s key strategic documents are up-to-date and available to the National Governing Body, to league members and to the general public



Treasurer
	Role on Executive Committee:

	· To ensure all of the teams have paid fees/fines
· To prepare financial statements and present them at meetings
· To make all necessary payments to different bodies
· To organize trophies and medals 





Registrar
	Role on Executive Committee:

	· To ensure that all league participants are appropriate licensed through Basketball England, and thus are adequately indemnified
· To be a point of liaison with the National Governing Body in respect of membership statistics
· To maintain and accurate and up-to-date set of records locally and with the National Governing Body regarding levels of membership



Fixtures Coordinator
	Role on TML Executive Committee:

	· To ensure that the draft pre-season league fixtures are prepared according to the league structure agreed at the Annual General Meeting each year
· To ensure that the draft pre-season league fixtures are circulated to teams for checking during the last two weeks in July and the first two weeks in August each year
· To ensure that the final schedule of league fixtures is uploaded to the league’s website by the end of August each year
· To ensure that the fixtures for the league’s Cup competitions (typically KO Cup pre-Christmas break, and Handicap Cup once the league fixtures are completed) are impartially prepared, communicated via the league’s website and keep up-to-date as the competitions progress
· To organise, in conjunction with the referee appointments officer and the table officials development officer, the finals for the league’s Cup competitions



Table Officials Development Officer
	Role on Executive Committee:
	· Act as a contact point for tabling issues within TML
· Communicate tabling issues between Executive Committee and TML clubs
· Address tabling issues identified as priorities by the Executive Committee
· Organising – and possibly delivering – table officiating courses
· To organise, in conjunction with the referee appointments officer and the fixtures coordinator, the finals for the league’s Cup competitions





Referee Development Officer
	Role on Executive Committee:
	· Inform League of changes from national governing body
· Produce information for referee seminars
· Improve consistency of officiating
· Organise – and possibly deliver – refereeing courses
· Inform League of referee courses
· To organise, in conjunction with the fixtures coordinator and the table officials development officer, the finals for the league’s Cup competitions



Disciplinary Secretary
	Role on TML Executive Committee:

	· To ensure timely and clear communication to League Executive members regarding matters associated with the actions of the Disciplinary Sub Committee (DSC) that require their attention.
·  Co-ordinate the actions  of the DSC to maintain the documented disciplinary system of the League as an up-to date and proactive reflection of the standards of behavior expected by the League Membership. 
· To manage the convening, organisation and delivery of the actions of the DSC in enforcing ,in a consistent way ,the disciplinary elements of the Constitution and Code of Conduct of the League.
· Arrange the provision of education and information to help promote better discipline amongst the League Members, so as to improve the enjoyment of the sport for all participants.
· Maintain and verify the accuracy of the league’s website disciplinary system in a highly responsive and timely fashion.

Note – this role requires an average of one-hour per week of administration and record keeping (during the playing season only).  Additional time will be required depending on the number of disciplinary incidents that occur which need extra communication.



Appointments Officer
	Role on TML Executive Committee:
	· To ensure that appropriately qualified and experienced referees are appointed to all games organised by the TyneMet League.



Publicity Officer
	Role on Executive Committee:
	· To ensure that the league’s website functionality for publicity is used to best effect for efficient and timely communication of key messages and events to all it users
· To maximise the league’s profile in the local media by working with other organisations



Website Officer
	Role on TML Executive Committee:
	· To ensure that the league’s website remains fit for purpose for all of its users
· To continually develop the functionality of the league’s website to ensure ease of access and simplicity of operation for all of its users



Junior Development Officer
	Role on Executive Committee:

	· To be point of contact to all league members regarding matters associated with the development of basketball at junior (U18) levels.
· To ensure that key information regarding junior teams is accurate and up-to-date.
· To link with Basketball England Registrar with regards to all matters relating to Junior players and teams operating within Basketball England Junior National League, TyneMet League clubs and Eagles Central Venue League
· To compile and report all matters relating to Junior Development to TML members and Executive members at all league meetings




Women’s Development Officer
	Role on Executive Committee:

	· To be the point of contact to all league members regarding matters associated with the development of Womens' basketball at all levels
· To ensure that key information regarding Womens' basketball is accurate and up-to-date
· To link with Basketball England Registrar with regards to all matters relating to female players and teams operating within WBBL, Basketball England Junior National League, TyneMet League clubs and Eagles Central Venue League
· To compile and report on all matters relating to Womens' Development to TML members and Executive members at all league meetings





Safeguarding Officer
	Role on Executive Committee:

	· To ensure that all area and league process and members meet statutory requirements with regard to child and vulnerable adult welfare, and safeguarding
· To act as a local point of contact for relevant national organisations



Data Protection Officer
	Role on Executive Committee:

	· To ensure that all area and league processes and members meet statutory requirements with regard to data protection legislation, including the General Data Protection Regulations (GDPR)
· To act as a local point of contact for relevant national organisations
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