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Witney Rugby Football Club


Age Group Rep Roles and Responsibilities

1. COMMITTEE

1.1. Attend regular monthly committee meetings.

1.2. Support committee Chairman.

1.3. Actively support the committee to achieve its objectives.

1.4. Main point of contact between committee and coaching staff.

1.5. Provide feedback to head coach of any committee decisions / activities.

2. COACH AND PARENTS
2.1. Main point of contact between parents and coaching staff.

2.2. Inform head coach, parents, and Club Steward when matches are either cancelled or that the playing venue has changed.

2.3. Work closely with head coach in supporting fair play and equal opportunities for all players.

2.4. Report any child welfare issues to the Head Coach and CPO – Do not attempt to solve any issue without consultation with CPO.

2.5. Organise maps / directions to be distributed on how to locate grounds.

2.6. Liaise between home and away teams.

3. MATCH MANAGEMENT DUTIES 

3.1. Minimum number of helpers required
9
3.1.1. Car Parking 


3

3.1.2. Ticket sorting and distribution 
1

3.1.3. Clearing / Cleaning / Setting up
2

3.1.4. Pitch Marking


2

3.1.5. Kit shop



1

3.2. 08:00 Arrive at clubhouse.

3.2.1. 08:00 Commence pitch marking and positioning line side flags on all pitches.  It is possible for Pitch Marking to done Saturday evening, but during inclement weather it will need re-marking again Sunday morning

3.2.2. Check all pitches and remove any glass, debris and rubbish.

3.3. 09:00 Rearrange clubhouse furniture, assist with any general clean and tidy up duties to the clubhouse from the previous night’s activities. Due to adverse weather washing of the clubhouse floor may be required

3.4. 09:15 Allocate 1 person to sort meal tickets by minis for rolls, juniors for meals.  

3.4.1. When teams arrive speak with both home and away team to ascertain meal requirements.

3.4.2. Communicate to Club Steward Number of meals required.

3.4.3. Distribute tickets to both team by 11:00 

3.5. 09:15 Collect access codes and keys from Club Steward.

3.5.1. Open changing rooms and inspect all are clean and tidy – clean and tidy if required.

3.5.2. Allocate teams to changing rooms and pitches.

3.5.3. Post allocations on notice board and changing room.

3.5.4. Open office.

3.6. 09:15 Position Car Park attendants.

3.7. 09:40 Show referee(s) to the changing area.

3.7.1.   Request referee accompanies the pitch markers to inspect the pitches.

3.8. 12:15 Supervise the departure of vehicles.

3.9. 12:45 Clean out, wash out, wipe down walls and sweep out all used changing area and the changing room corridor.

3.9.1. Assist with clearing up of empty glasses and returning to the bar, collecting meal plates and return to the kitchen.

3.9.2. Kit shop and office are locked.

3.9.3. Return all keys to Club Steward.

3.9.4. Ensure no child is left unsupervised while waiting for a returning parent.

NB IT IS THE RESPONSIBILITY OF THE HEAD COACH TO ENSURE THAT THEIR AGE GROUP ARE PROPERLY SUPERVISED AT ALL TIMES WHILST IN THE CHANGING ROOM.

4. AFTER MATCH DUTIES
4.1. Collect Hi Vis vests from car park attendants and return to Club Steward.

4.2. Ensure all flags and post protectors are brought in and put away in the stores. NB each team should do this.

4.3. Tidy storeroom afterwards.

4.4. Report excessive mess or any damage to Match Manager, Club Steward and M&J Chairman.

5. CAR PARKING DUTIES
5.1. Position at the main entrance by 09:30, one to direct traffic, one at the end of clubhouse and one at the top of the field.  Increase numbers to 4 or 6 by 10:00, dependent upon number of team at home. 
5.2. Block off main car park.  Check car park and playing area for broken glass, cans and any other hazards.

5.3. Keep main entrance clear to allow players to create drop zone and collected point.

5.4. Fill the parking area behind the H’s on the left side hand side first. (See map)

5.5. Commence parking from the top, working back towards the clubhouse ensuring they are tightly parked to maximise the space.

5.6. Once field parking is complete commence filling up main car park.

5.7. Parking needs to be in rows of 4 – Facing the pitch against the sleepers, facing the road, direct facing against pitch side barrier and facing the road against the sleepers.  Ensure that there is sufficient space to drive all around the centrally parked cars, cars can both reverse and exit safely.  In the event the main car park in full, use the track behind the 1st team pitch.

5.8. Ensure a clear access around the clubhouse is maintained at all times for Emergency access

5.9. Maintain a presence at the main entrance until approx 11:00 to prevent latecomers either blocking access or abandoning their cars.

6. OTHER DUTIES
6.1. Maintain attendance records
6.1.1.  Forward copies of the registers on a monthly basis to the CP Officer.

6.2. Maintain all age group records, 
6.2.1. telephone numbers / mobiles

6.2.2. Address
6.2.3. Emails

6.2.4. Notify Registrations secretary of any discrepancies 

6.3. Maintain player records 

6.3.1. No of games each player has played

6.3.2. Tries scored

6.3.3. Points scored

6.4. Update and refresh data on the Webpage.

6.5. Assist Registrations secretary with ensure all registration forms are completed and submitted – where applicable ensure RFU forms and photos available.  NB no player can play in any match without first being registered.

6.6. Assist coach and registrations secretary with ensuring all registration cards are available

6.7. Organise team tours, team building, rugby matches etc – liaise with and assist Treasurer in maintaining and recording all transactions associated with the tour fund. Arrange fund raising where necessary.

6.8. Monitor and control the issuing and collection of playing equipment. 

6.8.1. Collect equipment bags from the Head Coach at Christmas for stock-take, and report any discrepancies.

6.8.2. Collect equipment bags at Season end from the Head Coach perform stock-take and return the bag to the Committee reporting any discrepancies.

6.8.3. Distribute any new equipment and retrieve old.

6.9. Under 13’s onwards are classified as juniors, Age Group Reps collect from kit shop free issue of 1st club tie to all fully paid-up registered players, to worn at all home and away games – any loss or damage the player thereafter will fund the replacement.
6.10. Familiarise yourself with all club rules and etiquette.
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� Timings for the match management duties are estimates only
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