
 
 
 

 

Note to Committee Members - This Club Constitution for the Grantham Swim 
Club is to ensure the correct and smooth running of all aspects of the club 
governance in accordance with its rules and by-laws and Swim England law and UK 
law. 

We will also adhere to the Swim Mark Governance Guidelines. paying specific 
attention to the Swim England Code of Conduct (Annex A), which ensures the 
welfare and safety of Club members, committee, officials, and volunteers. 

1. Establishment 
 
1.1 The name of the Club shall be Grantham Swim Club.  

 
1.2 GSC Committee (the ‘Committee’’) established Grantham Swim Club 

Committee (the ‘Committee’). Christian Gleave was appointed and holds 
Chair (the ‘Chair’) of this committee since 6 October 2022. 

2. Purpose 
 
2.1 GSC was established to provide facilities for and to promote participation in 
the amateur sport of Swimming. We teach, develop, and practice swimming for its 
members to achieve the highest possible standards and openly compete, where 
appropriate.  
 
2.1.1 The Club is committed to treating everyone equally within the context of its 
activity and with due respect to the differences of individuals. It shall not apply nor 
endorse unlawful or unjustified discrimination and shall act in compliance with the 
protections afforded by the Equality Act 2010. 
 
2.1.2 The Club shall implement the Swim England Equality Policy (as may be 
amended from time to time). 

2.2.1 The Club shall be affiliated to Swim England - Swim England East Midland 
Region and shall adopt and conform to the rules of Midland Region, and to 
such other bodies as the Club may determine from time to time. 

2.2.2 The business and affairs of the Club shall always be conducted in accordance 
with the Articles, Regulations and Technical Rules of Swim England (“Swim 
England Regulations”) and in particular: 
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2.3.1 all competing members shall be eligible competitors as defined in 
Swim England Regulations; and 

2.3.2 the Club shall in accordance with Swim England Regulations adopt the 
current Swim England’s Child Safeguarding Policy and Procedures 
(“Wavepower”); and shall recognize that the welfare of children is 
everyone’s responsibility and that all children and young people have 
a right to have fun, be safe and be protected from harm. 

2.3.3 members of the Club shall in accordance with Swim England 
Regulations comply with Wavepower. 

2.4 By virtue of the affiliation of the Club to the Swim England East Midland 
Region, the Club and all members of the Club acknowledge that they are 
subject to the regulations, rules, and constitutions of: 

2.4.1 Lincolnshire County Association; and 

2.4.2 Swim England East Midland Region; and 

2.4.3 Swim England (to include the Code of Ethics); and 

2.4.4 British Swimming (its Anti-Doping Rules and Judicial Code); and 

2.4.5 LEN, the European governing body for the aquatic sports; and 

2.4.6 FINA, the World governing body for the aquatic sports. 

(Hereinafter defined as “Rules of a Governing Body”). 

2.5 In the event that there shall be any conflict between any rule or by-law of the 
Club and the Rules of the Governing Body then the relevant Rule of the 
Governing Body shall prevail. 

 

3. Membership 

3.1 Membership of the club shall be open to anyone interested in the sport on 
application, regardless of sex, age, disability, ethnicity, nationality, sexual 
orientation, religion or other beliefs, except as a necessary consequence of 
the requirements of swimming. 

3.2 The club may have different classes of membership and subscription on a non-
discriminatory and fair basis. The club will keep subscriptions at levels that 
will not pose a significant obstacle to people participating. 

3.3 The total membership of the Club shall not normally be limited. If however 
the Committee considers that there is a good reason to impose any limit from 
time to time then the Committee shall put forward appropriate proposals for 
consideration at a General Meeting of the Club. The members shall have the 
right to impose (and remove) from time to time any limits on total 
membership (or any category of membership) of the Club. 

3.4 Club membership consists of four parts all or some of which may have annual 
fees. The four parts with applicable fees to be paid by the due date are Club, 
County, Region and Swim England membership. 



3.5 All persons who assist in any way with the Club’s activities shall become 
members of the Club and hence Swim England and the relevant Swim England 
membership fee shall be paid. 

3.6 Paid individuals who are not members of the Club must be members of a body 
which accepts that its members are bound by Swim England’s Code of Ethics, 
Swim England Regulations relating to Wavepower, those parts of the Judicial 
Regulations and procedures necessary for their implementation and whilst 
engaged in activities under the jurisdiction of Swim England shall be subject 
to all the constraints and privileges of the Judicial Regulations. 

3.7 Any person who wishes to become a member of the Club must apply by the 
Club’s stated process to the Club Secretary (and in the case of a child under 
18 years of age the application must be submitted by the applicant’s parent 
or guardian). The Club application process should be able to view either 
online or via a paper format. 

3.8 Admission to membership shall be determined by the Club’s agreed process. 
In its consideration of applications for membership, the Club shall not act in a 
discriminatory manner and, shall adhere to the Equality Act 2010 (as may be 
amended). Accordingly, (unless the Club chooses to restrict its membership 
to only people who share the same Protected Characteristic) the Club shall 
not refuse membership based on a Protected Characteristic within the 
Equality Act 2010. Neither may refusal be made on the grounds of political 
persuasion. 

3.9 The club committee may refuse membership, or remove it, only for good 
cause such as conduct or character likely to bring the club or sport into 
disrepute. Appeal against refusal or removed may be made to the members. 

3.10 Membership is not transferable. This includes the transfer of membership 
rights from a child under 18 years of age to a parent or guardian. 

 

4. Membership and Other Fees 

4.1 The annual membership fee and all other fees payable to the Club shall be 
determined from time to time by the Committee and the Committee shall in 
so doing make provision for different categories of membership as it shall 
determine best for the Club. 

4.2 The annual Swim England, Region and County fees (if any) shall be due on 

joining the Club and thereafter on the 1st of January each year. 

4.3 The Club shall inform all members of the fees payment structure and whether 
annual fees are paid in full or via an appointed scheme. Any member whose 
fees are unpaid by the date falling 30 days after the due date for payment 
may be suspended by the Committee from some or all Club activities from a 
date to be determined by the Committee and until such payment is made. 

4.4 The Committee shall, from time to time, have the power to determine the 
Club annual membership and other fees. This shall include the power to make 
such a change in the fees as shall, where the Club pays the relevant affiliation 
fees to Swim England on behalf of members, be consequential upon a change 
of such fees. Any increase in subscriptions shall be advised to the members in 



writing with the reasons for any increase to be reported to the members at 
the next Annual General Meeting. 

4.5 The Committee shall have the power in special circumstances to remit the 
whole or part of the Club fees, to address issues of social inclusion. The club 
may also make suitable arrangements for the required payment of Swim 
England, Regional and County fees (where applicable). 

 

5. Resignation 

5.1 A member wishing to resign membership of the Club must give to the Club 
Membership Secretary a minimum of 30 days written notice of their 
resignation via post or electronic means. Where membership is resigned with 
monthly membership fees and monies owing to the Club, they must be paid 
before leaving the club. 

 
5.2 A member whose fees are more than two months in arrears shall be deemed 

to have resigned from the Club and their membership terminated. Where 
membership has been terminated in this way the member shall be informed 
in writing either via post to the last known address or by electronic means. 

5.3 A member who resigns from the Club or whose membership is terminated 
shall not be entitled to have any part of the annual Club, Swim England, 
Region or County membership fee refunded and must immediately return 
any Club or external body’s property. 

5.4 The Swim England Membership Department and the relevant Swim England 
Region shall be informed by the Club should a member resign or have their 
membership terminated when still owing money or property to the Club. 

 

6. Expulsion and Other Disciplinary Action 

6.1 The Committee shall have power to expel a member when, in its opinion, it 
would not be in the interests of the Club for the individual to remain a 
member. The Club in exercising this power shall comply with the provisions 
of Rules 6.3 and 6.4 below. 

6.2 Upon expulsion the former member shall not be entitled to have any part of 
the annual Club membership fee refunded and must immediately return any 
Club or external body’s property held. 

6.3 The Club shall comply with the relevant Judicial Regulations (Regulation 103, 
104-106 inclusive) for handling Internal Club Disputes as the same may be 
revised from time to time. 

6.4 A member may not be expelled or (subject to Rule 6.5 below) be made the 
subject of any other penalty unless the panel hearing the complaint shall 
[unanimously] * OR * [ by a two-thirds majority] vote in favour of the 
expulsion of (or other penalty imposed upon) the member. 

6.5 The Committee may temporarily suspend or exclude a member from training 
sessions and/or wider Club activities, when in their opinion or following, such 
action is in the interests of the Club. Where such action is taken the incident 



or matter will thereafter be dealt with in accordance with the appropriate 
Judicial Regulations. 

6.6 Swim England shall have power to temporarily suspend members or suspend 
members for a specified term in accordance with Judicial Regulations and 
Child Safeguarding Regulations as the same may be revised from time to 
time.  

 

7. Committee 

7.1 The Committee shall consist of the Chairman, Secretary, Treasurer (together 
“the Executive Officers of the Club”) and selected members all of whom must 
be members of the Club. All Committee members must be not less than 18 
years of age though the Committee may allow younger member(s) to attend 
their meetings without power to vote. 

7.2 In accordance with Wavepower the Committee shall appoint a member of the 
Club as Welfare Officer who must be not less than 18 years of age, who should 
have an appropriate background and who is required to undertake 
appropriate training in accordance with Wavepower. The Welfare Officer shall 

not be related to or in a relationship with any of the Committee or the Club’s 

Coaches or Teachers. 

7.3 The Welfare Officer will have a right to attend Committee meetings without 
a power to vote. Attendance at meetings will be for the purpose of sharing 
or addressing matters relating to Welfare. 

7.4  The Executive Officers and Committee members shall be proposed seconded 
and elected at the Annual General Meeting each year and shall remain in 
office until their successors are elected at the next Annual General Meeting 
and take office when the Chairman has closed the meeting.  Any vacancy 
occurring by resignation or otherwise may be filled by the Committee. 
Retiring Executive Officers and members of the Committee shall be eligible 
for re-election. 

7.5 Committee meetings shall be held at regular intervals and the quorum of that 
meeting shall be 50% of the number entitled to vote with at least one of the 
Chair, Secretary or Treasurer, present. The Chairman and the Secretary shall 
have discretion to call further meetings of the Committee if they consider it 
to be in the interests of the Club. The Secretary shall give all the members of 
the Committee not less than 5 days written notice of a meeting.  Decisions of 
the Committee shall be made by a simple majority (and in the event of 
equality of votes the Chairman (or the acting Chairman of that meeting) shall 
have a casting or additional vote.) The Secretary, or in their absence a member 
of the Committee, shall take minutes. 

7.6 In the event that a quorum is not present within 30 minutes of the stated start 
time, a meeting shall stand adjourned to the time and date falling seven days 
after the date of the meeting, or such other date and time as may be 
determined by the Chairman.  If a quorum is not present at the adjourned 
meeting, those Committee members attending may act for the purpose of 
calling a Special General Meeting of the members, to which the provisions as 
to minimum notice contained in Rule 10.2 shall not apply. 



7.7 In addition to the members so elected the Committee may co-opt up to 3 
further members of the Club who shall serve until the next Annual General 
Meeting.  Co-opted members shall not be entitled to vote at the meetings of 
the Committee and shall not be counted in establishing whether a quorum is 
present. 

7.8 The Committee may from time to time appoint such sub-committees and 
roles as they may consider necessary (and to remove (in whole or in part) or 
vary the terms of reference of such sub-committees) and may delegate to 
them such of the powers and duties of the Committee as the Committee may 
determine. All sub-committees shall periodically report their proceedings to 
the Committee and shall conduct their business in accordance with the 
directions of the Committee. 

7.9 The Committee shall be responsible for the management of the Club and 
shall have the sole right of appointing and determining the terms and 
conditions of service of employees of the Club. The Committee shall have 
power to enter contracts for the purposes of the Club on behalf of all the 
members of the Club. The Committee shall be responsible for ensuring that 
the Accounts of the Club for each financial year be examined by an 
independent examiner to be appointed by the members in a General Meeting. 

7.10 The members of the Committee shall be entitled to an indemnity out of the 
assets of the Club for all expenses and other liabilities properly incurred by 
them in the management of the affairs of the Club. 

7.11 The Committee shall maintain a log of Accidents/Incidents at Club related 
activities. Details of such shall be reported to the insurers in accordance 
with the Accident/Incident Notification guidelines. The Club shall make an 
annual return to the Swim England Membership Department indicating 
whether an entry has been made in the prescribed online form. A copy of 
entries should be kept for a period of six years or in respect of an injury to a 
child they should be kept for six years after they attain 18 years of age. 

7.12 The Committee shall retain all financial records relating to the Club and 

copies of minutes of all meetings for a minimum period of six years. 

 

8. Ceremonial Positions and Honorary Members/Life Members 

8.1 The Annual General Meeting of the Club, if it thinks fit, may elect a President 
and Vice-President. A President or Vice-President need not be a member of 
the Club on election but shall, ex officio, be an honorary member of the Club 
and must be included in the Club’s Annual Return of Members to Swim 
England. 

8.2 The Committee may nominate any person as an honorary member of the Club 
for a specified period of time, or as a life member, and they shall be entitled 
to all the privileges of membership except that they shall not be entitled to 
vote at meetings and serve as Officers or on the Committee unless any such 
person shall also be a fee paying member of the Club in accordance with Rule 
3.  



8.3 Such honorary members and life members must be elected at the Annual 
General Meeting, confirmed annually and be included in the Club’s annual 
return as to membership. A Club may commit to paying all relevant Swim 
England and Club membership fees on behalf of the honorary or life member 
upon election at the Annual General Meeting. 

8.4 Honorary and/or life memberships may only be removed at an Annual General 
Meeting of the Club, when it shall be properly proposed in accordance with 
these Rules. 

8.5 A minimum of 21 days in advance of the Annual General Meeting, the 
Committee shall write to all holders of honorary and/or life membership 
effected by the above proposal drawing the proposal to their attention and 
inviting them to attend the Annual General Meeting. Reasons for the 
proposal will be circulated with the agenda. 

8.6 Where the effected holder or holders of the honorary and/or life membership 
do not attend or are unable to attend the Annual General Meeting, the 
Chairman may allow the matter (in so far as it relates to the absent person(s)) 
to proceed directly to vote, which shall be by show of hands OR secret ballot. 

 

9. Annual General Meeting 

9.1 The Annual General Meeting of the Club shall be held each year on a date in 

December. The date, time and venue / online option for the Annual General 

Meeting shall be fixed by the Committee. 

9.2 For the purpose of participation in voting at an Annual General Meeting of 
the Club, all persons shall have been a member as at the membership 
deadline day which is the date of closure of nominations and submission of 
proposals. 

9.3 The purpose of the Annual General Meeting is to transact the following 
business: 

9.3.1 to receive the Chairman’s report of the activities of the Club during 
the previous year; 

9.3.2 to receive and consider the accounts of the Club for the previous year 
and the report on the accounts of the independent examiner and the 
Treasurer's report as to the financial position of the Club; 

9.3.3 to remove and elect the independent examiner (who must not be a 
member of the Committee or a member of the family of a member of 
the Committee) or confirm that he/she remain in office; 

9.3.4 to elect the Executive Officers and other members of the Committee; 

9.3.5 to decide on the dissolution of existing honorary and/or Life 
membership categories. 

9.3.6 to decide on any resolution which may be duly submitted in 
accordance with Rule 9.6; 

9.3.7 to elect or reaffirm the Custodians of the Club. 



9.4 For the Annual General Meeting the Secretary shall be responsible for 
sending to each member at his/her last known postal or electronic address a 
written agenda giving notice of the date, time and venue of the General 
Meeting no later than 28 days prior to the published date. The Notice of 
Meeting shall in addition wherever possible be displayed on the Club Notice 
Board where one exists. 

9.5 Nominations for election of members to any office or for membership of the 
Committee shall be made in writing by the proposer and seconder to the 
Secretary not later than 21 days prior to the published date of the meeting. 
Both proposer and seconder must be a fully paid member of the Club and 
Swim England at the time of nomination. The nominee shall be required to 
indicate in writing on the nomination form his/her willingness to stand for 
election. 

9.6 Such number of members as represent one-tenth in number of the members 
entitled to vote at a General Meeting shall be entitled to put any proposal for 
consideration at an Annual General Meeting provided the proposal in writing 
is received by Secretary not later than 21 days prior to the published date of 
the meeting. 

9.7 No less than 14 days before the published meeting date, together with the 
resolutions to be proposed, a list of the nominees for the Committee posts 
and a copy of the examined accounts will be circulated to all Club members. 

 

10. Special General Meeting 

10.1 A Special General Meeting may be called at any time by the Committee at a 
committee meeting. 

10.2 A Special General Meeting shall be called by the Committee and held within 
28 days of receipt by the Secretary of a requisition in writing signed by not 
less than seven members entitled to vote at a General Meeting or, if greater, 
such number as represents one-tenth in number of such members, stating the 
purposes for which the meeting is required, and the resolutions proposed.  

10.3 For the purpose of participation in voting at a Special General Meeting of the 
Club, all persons shall have been a member as at the membership deadline 
day which is the date that the requisition for the meeting was made by the 
Committee or members. 

10.4 In the case of a Special General Meeting the Secretary shall be responsible for 
sending to each member at his/her last known postal or electronic address a 
written agenda giving notice of the date, time and venue no later than 21 days 
prior to the date agreed by the Committee following the requisition 
submitted stating the purposes for which the meeting is required, and the 
resolutions proposed. 

 

11. Procedure at the Annual and Special General Meetings 

11.1 The Committee can decide to hold the Annual or Special General Meeting 
virtually, using such electronic and video technology as it sees fit.  

11.2 The quorum for the Annual and Special General Meetings shall be seven 



members entitled to vote at the Meeting or, if greater, such number as 
represents one-tenth in number of such members. 

11.3 The Chairman, or in the Chairman’s absence a member appointed by the 
Committee shall take the chair. Each member present shall have one vote and 
resolutions shall be passed by a simple majority. In the event of an equality of 
votes the Chairman shall have a casting or additional vote. 

11.4 Only paid-up members who have reached their 18th birthday shall be entitled 
to be heard and to vote on all matters. 

11.5 The Secretary, or in his/her absence a member of the Committee, shall take 
minutes at the Annual and Special General Meetings. 

11.6 The appointed Chairman of the meeting shall have unlimited authority upon 
every question of order and shall be, for the purpose of such meeting, the 
sole interpreter of the Rules of the Club. 

 

12. Alteration of the Rules and Other Resolutions 

12.1 The Rules may be altered by resolution at an Annual or Special General 
Meeting provided that the resolution is carried by a majority of at least (two-
thirds) of members present and entitled to vote at the General Meeting. No 
amendment(s) to the Rules shall become effective until such 
 amendment(s) shall have been submitted to and validated by such person as 
is authorised to do so by Midland Region. 

 

13. By-Laws 

13.1 The Committee shall have power to make, repeal and amend regulations and 
by-laws as they may from time to time consider necessary for the wellbeing 
of the Club. Such regulations, by-laws, repeals, and amendments shall have 
effect until set aside by the Committee or at a General Meeting. The 
Committee shall have power to settle disputed points not otherwise 
provided for in this Constitution. 

 

14. Finance 

14.1 All monies payable to the Club shall be received by the Treasurer and 
deposited in a bank account in the name of the Club. 

14.2 No sum shall be drawn from that account except by the method agreed by 
the Committee which includes a minimum of two authorisations. Any monies 
not required for immediate use may be invested as the Committee in its 
discretion think fit.  

14.3 All surplus income or profits are to be reinvested in the club. No surpluses or 
assets will be distributed to members or third parties. 

14.4 The Committee shall have power to authorise the payment of remuneration 

and expenses to any Officer, member, or employee of the Club and to any 
other person or persons for services rendered to the Club. 



14.5 The financial transactions of the Club shall be recorded by the Treasurer in 
such manner as the Committee thinks fit. 

14.6 The financial year of the Club shall be the period commencing on 1 September 

and ending on 31 August. Any change to the financial year shall require the 
approval of the members in a General Meeting. 

 

15. Borrowing 

15.1 The Committee may borrow money on behalf of the Club for the purposes of 
the Club from time to time at their own discretion [up to such limits on 
borrowing as may be laid down from time to time by the General Meeting] for 
the general upkeep of the Club or with the (prior) approval of a General 
Meeting for any other expenditure, additions, or improvements. 

15.2 When so borrowing the Committee shall have power to raise in any way any 
sum or sums of money and to raise and secure the repayment of any sums or 
sums of money in such manner or on such terms and conditions as it thinks 
fit, and by mortgage of or charge upon or by the issues of debentures charged 
upon all or any part of the property of the Club. 

15.3 The Committee shall have no power to pledge the personal liability of any 
member of the Club for the repayment of any sums so borrowed. 

 

16. Property 

16.1 The property of the Club, other than cash at the bank, shall be vested in not 
less than two but no more than four Custodians who shall be members of the 
Club over 18 years of age. They shall deal with the property as directed by 
resolution of the Committee and entry in the minute book shall be conclusive 
evidence of such a resolution. 

16.2 The Custodians shall be elected and reaffirmed at an Annual General Meeting 
of the Club and shall hold office until death or resignation unless removed by 
a resolution passed at a General Meeting. 

16.3 The Custodians shall be entitled to an indemnity out of the property of the 
Club for all expenses and other liabilities properly incurred by them in the 
discharge of their duties. 

 

17. Dissolution 

17.1 A resolution to dissolve the Club shall only be proposed at a General Meeting 
and shall be carried by a majority of at least three - quarters of the members 
present and entitled to vote. A specific date for the dissolution shall be 
included in the resolution. 

17.2 The dissolution shall take effect from the date specified in the resolution and 
the members of the Committee shall be responsible for the winding-up of the 
assets and liabilities of the Club. 



17.3 Upon dissolution of the club any remaining assets shall be given or 
transferred to another registered CASC, a registered charity or the sport’s 
governing body for use by them in related community sports. 

18. Acknowledgement 

18.1 The Members acknowledge that these Rules constitute a legally binding 
contract to regulate the relationship of the members with each other and the 
Club. 

18.2 This constitution must be readily available to all club members. This may be 
via posting on the Club website or shared with members annually at time of 
membership renewal. 

18.3 The following statement must appear on Club membership renewal forms 
and is to be signed by the member. It must also be countersigned by the 
parent, or a person having parental responsibility for the member, if under 18 
years of age: 

 

“I acknowledge receipt of the rules of                                    Club and confirm my 
understanding and acceptance that such rules (as amended from time to time) 
shall govern my membership of the Club. I further acknowledge and accept the 
responsibilities of membership upon members as set out in the Club Constitution. 

 

Committee - Terms of Reference (TOR) 
 
This term of reference is effective from 10 November 2025 and continues until 10 
November 2028, or until a change of Chairperson, whichever comes first. The 
Committee TOR will be finally approved by the Chairperson and Secretary and be 
listed on the Club website and be displayed on all public noticeboards.  

1. President  

 
● See specific TORs as issued to the President and at link. 

 

2. Chairperson  
 

● The Chairperson is an elected member of the Committee with responsibility 
for overseeing the running of the club. The Chairperson leads on 
Governance of the club in line with Swim England and the Club Constitution. 
You can find more detail in the Swim England document The Role of the 
Chairperson here . 

 
● To provide direction and leadership to the club, dealing with issues as and 

when they arise. 
● To chair meetings; setting the agenda to support the development of the 

club. 
● To oversee decisions made by the management, sub committees, officers 

and other club personnel. 

https://www.swimming.org/library/documents/126/download
https://www.swimming.org/library/documents/126/download


● To prepare and present the annual report in conjunction with the Secretary 
(if necessary).  

● To help ensure the correct and smooth running of all aspects of the club in 
accordance with its rules, constitution, and by-laws and Swim England law 
and UK law. 

 

3. Treasurer  

 
● The Treasurer’s role is primarily financial, with key responsibility for 

ensuring and maintaining the credit balance and accounts of the club in 
good order. The Treasurer is responsible for preparing the club accounts 
annually to be examined prior to presenting at the Annual General Meeting. 
You can find more detail in the Swim England Club Treasurer Role 
document here. 

 
● To be responsible for all club finances by ensuring adequate accounts and 

records exist, and that all funds are used appropriately and banked 
promptly. 

● To plan the annual budget in agreement with the club committee and to 
monitor throughout the year. 

● To prepare end-of-year accounts and present to the auditor, management 

committee and AGM.  

● To pay all  invoices on time and to reimburse expenses within a reasonable 

timeframe. 

● To plan floats with members who would need to collect or pay out cash and 

make them aware of procedures. 

● To work with the membership secretary to ensure all squad fees are paid up 

to date. 

● To be responsible for maintaining records of any wages/salaries paid and for 
meeting the requirements of HMRC. 

4. Club Membership Secretary       
● To act as a main point of contact for all club member registrations. 
● To maintain up-to-date information and contact details of all club members, 

updating and changes to membership throughout the year via Swim 
Manager and Swim England OMS system. 

● Manage the club’s annual subscription and membership renewal process, 
ensuring membership fees are paid on time. 

● Start process for new volunteers and officials with Swim England and 
provide relevant information to workforce coordinators. 

● Work with the Treasurer to ensure all squad fees are kept up to date. 

5. Secretary  

 
● The Secretary deals with the club’s administration and has direct impact on 

the efficiency and effectiveness of the club’s management. You can find 

https://www.swimming.org/library/documents/131/download
https://www.swimming.org/library/documents/131/download


more detail in the Swim England document Club Secretary Roles and 
Responsibilities here. 

 
● To act as a main point of contact for the club.  
● Ensure that the committee receives information and papers in a timely 

manner to enable full and proper consideration to be given to issues. 
● To manage the day-to-day running and administration of the club including 

all internal and external correspondence. 
● To organize committee meetings and AGMs, prepare agendas, take minutes, 

and distribute and communicate these as appropriate. 
● To have a good knowledge and understanding of the roles and 

responsibilities of other club committee members. 
● To maintain up-to-date contact details of all members, committee members, 

other key club personnel and Swim England secretaries at national, regional, 
and county levels. 

6. Head Coach  

 
● Work to improve the effectiveness, efficiency, and swimming output 

standards of GSC. 
● Advise and lead on all developmental activity and improvement activities 

around competitive swimming at GSC. 
● Provide GSC with an annual swim strategy for events and training to 

optimize individual and club results. 
● Provide liaison with other coaches regional coaches, providing feedback, 

improvements, and suggestions to the Committee. 
● Be the link into Swim England for training, qualifications, and workforce 

upgrades. 
● Liaise with Regional Swimming Clubs and Coaches to provide the best 

annual agenda of events as possible. 
● Lead on the selection criteria for all GSC swimmers and their subsequent 

squad allocation 

7. Swim Mark & Workforce Officer  

 
● To coordinate and oversee the clubs SwimMark submission(s)*, ensuring 

that information is correct and meets all the accreditation criteria. 
● To maintain regular communication with the Swim England and/or Regional 

Club Development Officer(s) to ensure information is submitted correctly 
and on time. 

● To update the club and committee on the progress of the SwimMark 
accreditation. 

● To keep abreast of any developments to the SwimMark accreditation 
programme. 

● To be the clubs key point of contact for all SwimMark activities. 
● To act as a main point of contact for all Club Workforce qualifications and 

currencies, including DBS and Welfare Checks 
● To dynamically maintain up-to-date information and contact details of all 

workforce members 

https://www.swimming.org/library/documents/130/download
https://www.swimming.org/library/documents/130/download


● Manage the club’s periodic qualification renewal and audit process, ensuring 
the workforce are competent, qualified and current in their respective roles. 

8. Welfare Officer  

 
● Assist the club in implementing Wavepower, Swim England’s Child 

Safeguarding Policy and Procedures document. 
● Be an independent, impartial point of contact for club staff, volunteers, 

young people, and parents for any issues concerning child welfare, poor 
practice or potential or alleged abuse. 

● Ensure that all incidents are reported correctly and referred, in accordance 
with Wavepower. 

● Act independently and in the best interests of a child at the club, putting 
their needs above that of others and the club itself.  

● Ensure that all relevant club members, volunteers, and staff have an up-to-
date DBS Enhanced Disclosure (this should be updated every 3 years) and 
the opportunity to access appropriate child safeguarding training.  

● Ensure that Codes of Conduct are in place for club staff, volunteers, 
coaches, competitors, and parents.  

● Ensure confidentiality is maintained and information is only shared on a 
‘need to know’ basis. 

9. Volunteer Representative  

 
● Act as a main point of contact for volunteers within the club.  
● Build effective relationships with all club volunteers and the Swim England 

County Volunteer Network. 
● Support the development of club volunteers by coordinating and helping 

organize appropriate training to meet their needs. 
● Ensure all club volunteers have clearly outlined role descriptions. 
● Be responsible for leading the recruitment, induction, and support of all 

club volunteers. 
● Establish and manage a volunteer recognition programme within the club, 

working closely with the committee to ensure all volunteers feel valued. 
● Recognise volunteer contributions through the Swim England National and 

Regional Awards. 
● Act as a point of contact between the club and the Swim England 

Volunteering Team or Regional contact. 
● Alongside Chairperson, encourage parents to get involved with the club in 

some capacity 

10. Officials and Referees Representative (‘Whites’)  

 
● To act as a main point of contact for all officials and referees 
● To act as the Whites representative to the Club Committee, coaches or 

volunteers, for any specific enquiries 
● To ensure Whites are accurately represented at committee meetings should 

any questions or concerns arise 
● To support Whites with competitions, events and galas as necessary 



● You may support the welfare officer and/or coaches when dealing with 
certain issues raised by/or about a specific member 

 
11. Team & ‘Blues’ Manager  

 
● Attend team manager training as required. 
● Regularly communicate with parents, verbally and in writing, to ensure they 

are aware of the full details of the event including; meeting points for 
departure and arrival, staffing arrangements, overnight accommodation and 
food and drink arrangements.  

● Be responsible for the administration and coordination of aquatic teams.  
● Provide a central point of contact for the team.  

● Be responsible for the safeguarding and wellbeing of athletes and staff 

● Create / update risk assessment for each event and action any issues 
highlighted.      

● Attend pre-competition/camp briefings as required.  
● Arrange all team travel, itineraries, accommodation, and team kit as 

required.  
● Provide information to athletes, coaches, parents/guardians as appropriate. 
● Undertake team selections as appropriate and in consultation with others. 
● Be responsible on behalf of the team for any protests lodged during a 

competition.  
● Promote positive team spirit and behavior. 

 

12.   Marketing, Media and Communications  

 
● To develop a marketing and promotions plan for the club in association with 

the club’s strategic plan.  
● To develop, maintain and update the club notice board, newsletters, 

website (committee member) and social media accounts. 
● To promote and publicize all aspects of the club in a positive and equitable 

way through the production of informative newsletters, website updates 
and regular media releases. 

● To report on club events and the achievements of club members, both 
internally and externally.  

● To assist in promoting non-swimming social events for the relevant 
members of the club as requested/approved by the management 
committee.  

● To establish links with the local media, local schools, and pool providers. 

13.  Clothing/Medals and Trophies  

 
● Provide items of branded GSC clothing that are supportive, positive, non-

discriminative, equitable and affordable.  
● Maintain sufficient stock to provide a ready supply of everyday items, and 

offer a prompt, efficient and affordable option for new orders. 
● Provide annual financial reports against stock and quarterly status updates 

to the Treasurer. 



● Actively seek and search for the most competitive suppliers for all GSC 
clothing and make clear recommendations to the Committee. 

● Liaise closely with Volunteer and Club Representatives to ensure uniformity 
at GSC across the workforce 

● Liaise with Media/Communications Representative to maintain media and 
communication awareness to club members  
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