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Disclaimer
Sports Community Pty Ltd. have prepared this training series and workbook. While all effort has been made 
to ensure the information in the report is factually correct and reflects the situation at the time of writing, 
neither Sports Community or its employees accept responsibility for the accuracy or completeness of the 
contents and shall not be liable for any loss or damages that may be incurred, either directly or indirectly 
through the use or reliance of information contained in this training series and workbook. 
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Welcome to this self-paced training course “Making it easy to be a Successful club 
President”. Thank you so much for investing your time and money with us. Sports 
Community has been supporting sports club volunteers since 2012 and our sole 
objective is to make it as easy as possible for you to volunteer at your club.  

We designed this self-paced training course “Making it easy to be a Successful 
club President” for all Presidents regardless of if they are new to the role, or very 
experienced. This course is especially important for those who are not yet President 
but considering the role

 “Making it easy to be a Successful club President” has been designed so it takes 
you on a step by step journey. Each training module is a combination of background 
theory, research-based evidence, complemented by examples and case studies from 
local sports clubs. 

Supporting the online, self-paced modules is a workbook. The workbook contains all 
the key information from each module, so you can print it and take it with you to your 
club. This will make all the information much easier to remember and importantly, will 
help you share what you have learned with others at your club. Plus, the workbook is 
an interactive PDF, so check out the links throughout for supplementary content and 
links to more Sports Community resources.

At the end of each module is a number of exercises to further enhance your learning 
experience and help you to keep the lessons you have learned front of mind. 

You are not alone on this journey. You have two important resources to support you:

1. Our website, www.sportscommunity.com.au which has amazing resources
and additional information to help every volunteer in your club.

2. Our Facebook Group “Making it easy to be a successful President”.  Here
you can ask not just myself and the broader Sports Community team any question
you have, but you can engage with other members of the course and share your
knowledge and experiences. Please join the Facebook group and help us to turn it
into a passionate group of club presidents, all supporting and helping each other.

Again, thank you for committing to this training course, one that provides a road map 
to becoming a successful club president and to enjoying your time in the role.

And welcome to our SPORTS COMMUNITY.

Cheers

Steve Pallas

Founder – Sports Community.
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Welcome from the 
Managing Director
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Module 1: Leadership + Culture = Success
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What is Leadership? 

“Leadership is a process of social influence, which maximizes the efforts of others, 
towards the achievement of a goal.”

- Kevin Kruse

What is Club Culture? 

“Culture is a complex, multi-faceted and multi-layered 
phenomenon that is socially learned and transmitted between 
people. It is about behaviours,  beliefs, symbols, norms and 
expectations. It grows over time and can be directed and 
shaped with strong leadership and sound methodologies”

- Pippa Grange, The Bluestone Review
A review of culture and leadership in Australian Swimming

What is a successful club? 

“Any club who achieves their goals, over a sustained period, while maximising their 
value to the community.”

- Sports Community

Three Components Of A Goal

1. Define the goal / objective.
What exactly do you want to achieve?
2. How will you measure success?
This is often the hardest part of the goal setting process.
What is the metric for success?
3. By when do you want to achieve you goal / objective?

A sustained period of time means:
• from committee to committee
• parent to parent
• volunteer to volunteer
• player to player
• coach to coach
• from year to year

“Succcessful Presidents achieve club goals.”

https://sportscommunity.com.au/podcasts/paul-shannon-life-saving-victoria/


Think of things you would like to achieve at your club. Write them in a goal. Include the objective, 
the timeframe and how you will measure the success.

Who do you need to “influence” to help you achieve your goal?

How will you engage and empower each stakeholder to contribute to the achievement of your 
goal? List some stakeholders and how you could engage them.

Goal Setting Exercise:

Goal: Measurement of Success: Due Date:

7

E.g. Establish an U16s Girls team, with at least 20 players,    to compete in the upcoming season

https://sportscommunity.com.au/podcasts/interview-brian-lucas-president-sorrento-bowling-club/
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Club 
Website

Social 
Media

Club 
Newsletters

Email SMS Verbal 
Communication

Letters 
& mail

Posters/
flyers

Players/athletes
Coaches
Volunteers
Past players/athletes/
coaches/members and club 
administrators and their 
families
Members and supporters
Facility Landlords
Local council
State and Federal Government 
Politicians
Sponsors
Suppliers
Local media
Your local community
Schools
Local sporting association
State and National Peak Sports 
bodies
Neighbours
Competing Clubs
Incoming players and families
Fundraising contributors, 
donors

Stakeholder Communication Checklist:

https://sportscommunity.com.au/


9

Module 2: The Characteristics of 
Successful Clubs, Presidents and 
Committees
The Characteristics of Succesful Clubs
Complete the audit below rating how your club compares to each characteristic.
Characteristics Rating Actions

Leadership and Culture
We have clearly defined and measurable objectives

Responsibility for the planning and delivery of the objectives is delegated to 
specific roles, individuals and sub committees outside the committee.

Each goal has documented strategies and implementation plans on how it 
will be achieved

A committee who lead and manage rather than do

A club structure which evolves depending on the objectives of the club

Where members and the broader community actively assist in achieving club 
goals

A culture of volunteering

Knowledge Retention and Governance
Collection, updating and handover of the club's key information 
and knowledge from year to year.

Clearly defined position descriptions are created and used to manage, recruit 
and support volunteers

Documented and highly visible policies and procedures

Strong financial management and reporting to committee on a monthly basis

Communication and Relationship Management
A welcoming and inclusive culture which creates a strong sense of belonging 
to the club. (Not only with participants but their family and friends)

Strong relationships with all club stakeholders (not just those currently 
involved)

Communications strategy which engages past, present and future audiences.

Have up to date websites, email newsletters and strong social media 
presence

Positive reputation with the community

Pathways and Development
Ensure the social and competitve needs of all participants (not just the elite) 
are met

Strong recruitment and retention pathways between schools > junior > 
senior > masters

Significant focus and investment in the development of:
Players, Coaches, Officials and especially Volunteers

https://www.facebook.com/groups/2040359012956314/
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Responsibilities and Behaviours of 
Successful Committees

 F Comply with all legislation, especially:
 F Association Incorporation legislation 
 F Member protection
 F Fund raising 
 F Food handling
 F Liquor licensing
 F Child Safety
 F ____________________________________________________________
 F ____________________________________________________________
 F ____________________________________________________________

Leadership 
and Culture

Governance 
infrastructure

Knowledge 
and 

relationship 
management

Pathways 
and 

development

F Ensure the club is run according to its rules (constitution), purpose, policies and procedures 
F Oversee the financial affairs of the club, ensuring the club stays solvent
F Ensure the sustainability of the club (financial, participants and volunteers, facilities, community 

reputation)
F Minimise risks associated with club activities
F Define the club culture and ensure expectations are met
F Define and deliver the club’s objectives and strategic plan
F Ensuring the competitive and social needs of members are met 
F Recruiting, empowering, recognising, rewarding and maintaining club volunteers 
F Have a succession plan for all roles within the club 
F Regularly communicate with club members
F Collect, protect, maintain and hand over critical club information from one year to the next
F _______________________________________________________________
F _______________________________________________________________

What areas does your committee do well and what areas are opportunities for improvement?

https://sportscommunity.com.au/club-member-category/position-descriptions/


Behaviours of successful Presidents
• Know exactly what has to be achieved (daily, weekly, yearly and beyond)
• Delegate responsibility
• Continually talking to those with responsibility
• Continually reviewing progress against goals and objectives
• Adjusting plans
• Communicate, communicate, communicate

Behaviours of successful Secretaries
• Know the club rules and the rules relating to every competition
• Know the legislative responsibilities (high level) and where to get more

information
• Collect the knowledge from the past
• Induct people into their roles (hand over the knowledge)
• Collect and ensure knowledge is updated
• Co-ordinate the meetings of the club

Behaviours of successful Treasurers
• Understand the financial position of the club
• Empower the committee with financial knowledge at the start, during and end of the

season
• Continually compare the financial reality to financial expectations
• Understand the variance and drive corrective actions
• Drive technological innovation within the club

How do the behaviours of your clubs President, Secretary and Treasurer compare?
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https://sportscommunity.com.au/podcast/


Governance What Who When
Read the Clubs Rules/ Constitution 

Read the Club policies, procedures and by laws

Understand Strategic objectives, strategies and implementation plans

Club structure: what roles currently exist, who does what?

The Minutes and Agenda of the previous years board meetings and their 
Board Reports

Club History

Participation
How many players/coaches/athletes started and finished the year?

If your club has teams, where all teams filled with the required number of 
players?

What are the current membership numbers? 

What are the trends of membership and participation levels over the last 5 
years?

How do we recruit our players/athletes and coaches? 

Are we likely to have enough players/coaches for the upcoming year?

Review of the previous years sporting results? Poor results many be an 
indicator or a broader underlying issue

Financial information
All bank account details, bank statements and bank balances

Club Annual Reports for the last 5 years

Outstanding payments due to people (creditors)

Outstanding amounts owed to the club (debtors)

Past or current Cash flow projections

Past or current budgets and monthly budget variance reports

Profit and Loss statements

Balance Sheet

Bank Reconciliations

List of payments made the previous month

Module 3: Now you’re President, where 
do you start?
President Induction Checklist
This checklist details information to be collected and activities that successful Presidents undertake at the start 
of each year.
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https://sportscommunity.com.au/webinars/
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Gain Access to
Bank Accounts 

Email Addresses, social media, passwords

Website access

Player administration systems

Post boxes

Utilities accounts

Facilities

Take away unauthorised access

Planning the Year
Scheduling committee meetings and the club AGM

Financial planning – budgets and cash flow statements

Goals and objectives for the year and beyond

Schedule as soon as possible:

Recruitment of volunteers

Recruitment of coaches and players/athletes (player registration days)

Program dates for training and playing

Sporting and social facility access

Social activities and events

Fundraising activities and events

Communicate the plans

Stakeholder Communication
Communicate with Club Stakeholders as early as possible

Players/athletes

Coaches

Friends and family of players/athletes and coaches

Volunteers

Past players/athletes/coaches and club administrators and their families

Members and supporters

Land lords

Local council

State and Federal Government potentially

Sponsors

Suppliers

Local media

Your local community

Schools

Local sporting association

State and National Peak Sports bodies

https://www.facebook.com/groups/2040359012956314/


Module 4: How to Create a Culture of 
Volunteering at your Club

“The ..research also found that one in three Australians aged 14 – 75 
who were not currently volunteering in club sport, reported they would 
volunteer in club sport simply if they were asked to do so … Non 
volunteers are simply unaware the club needs volunteers …”

“Some 23% of the population aged 14 -75 years indicated they would 
be likely or extremely likely to volunteer in club sport in the next 12 
months with three in four of those likely to volunteer ….coming from 
those not currently volunteering in club sport, there is clear potential for 
acquisition.”

“Existing volunteers, especially in sport, commonly complained that it was 
always the same people who volunteer while others do not offer to help.  
That is, non-volunteers often felt that the existing volunteers always 
seemed to know what they are doing, had everything under control, and 
could often make others feel unwelcome and unwanted, thus making 
non-volunteers reluctant to help.”

 F “Associate volunteering with high frequency, 
regular activities”

 F “The level of commitment required, real or 
perceived, was a major inhibitor to many 
potential volunteers”

F "Assumed level of knowledge compared to 
actual knowledge"

F Lack of organisational structure - “ volunteers 
need to feel their time is being used 
productively”

 F Poor communication – “didn’t understand 
what their involvement would entail”

“inner circle” 
F "Feeling the “inner circle” will reject change 

brought by new comers”
F "Fear of being criticised"

Practical Barriers Identified in the 
Research

Emotional Barriers Identified in the 
Research
F "Fear, shy, uncertainty of the role"
F “the perception of an exclusive, impenetrable 

The Facts About Sports Club Volunteers
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https://sportscommunity.com.au/podcasts/peter-downs-club-culture-play-rules/
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Creating a Culture of Volunteering:

Step 1

Define expectations 
and behaviours your 

club desires

Step 4

Re-enforce positive 
and Address

negative behaviours

Step 2

Document
desired outcomes 
and expectations

Step 3

Continually 
communicate the 
expectations to 

create club 
Buy-in

How would you like your club’s community to help the committee?

How will you communicate these expectations to your club's community?

How will you reward the behaviour? What will you do if you don’t get the behaviour you 
are expecting?

How should these behaviours be documented? Who can do this? By when?

https://sportscommunity.com.au/


Module 5: Understanding your Club... 
What needs to done, When, How
and Who can do it

Understanding the 
activities and tasks of the 
club
Every day tasks of the club can 
relate to:
• Sports, coaching, playing and

competing
• Communication to stakeholders

and marketing
• Fundraising activities
• Social events and activities
• Financial management
• Committee and governance

tasks and activities
• Anything else your club does

day to day
• Strategic goals and the tasks

required to achieve them

To idenitify the everyday 
tasks and activities of 
your club, locate and 
review:
• club structure
• upcoming fixtures and

competition schedules
• club handbooks
• policies and procedures
• budgets and financial structures

statements
• annual reports to members
• position descriptions
• rosters
• checklists

Talk to as many people as 
possible, take notes and even 
record your conversations on 
your phone.

Who will the committee 
delegate tasks to?
• Positions within the club
• Sub committees
• Third party organisations

Define the tasks, 
objectives, the level 
of authority and 
what information the 
committee requires in
• Position descriptions
• Sub committee terms of

reference

Few presidents and their committees take the time to 
understand what “everyday tasks” need to be done, by 
whom and by when.

“A club structure simply determines how the tasks are allocated to roles and 
sub committees, how power, authority and responsibilities are assigned, 

controlled and coordinated and how information flows between the different 
levels of the club”
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https://sportscommunity.com.au/podcasts/mark-williamson-race-director-lorne-pier-pub-swim/
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Club Task Allocated to (role, sub 
committee)

Club Task Allocated to (role, sub 
committee)

Ice for match day injuries Head trainer

List and Allocate Club Tasks. List as many tasks which need to be done at your club and think 
about who they could be allocated to.



Committee (Pres, VP, Sec and Treasurer)

Secretary

Assistant

Treasurer

Assistant

Junior Co-
ordinator

Coach co-
ordinator

Coaches (x8)

Assistant 
coaches (X8)

Team Managers  
(X8)

First Aid Officer

Linespeople

Player registrar Member 
protection officer

Match day field 
manager

Volunteers co-
Ordinator

Home game 
BBQ  co-
ordinator

Thursday night 
BBQ

Bunnings BBQ

Field Marking

Match day 
venue set up

Social co-
Ordinator

Season launch 
sub committee

Mid season Ball 
Sub committee

Presentation 
night

Fundraising co-
Ordinator

Apparel and 
merchandise

Communications 
co-Ordinator

Website

Email 
newsletters

Social media

Sample Club Structure

18
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Club Structure Tasks:
Group your strategic goals and every day tasks together into positions and subcommittees to 
create your club structure.
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Module 6: Recruiting and empowering 
volunteers

EACH 
VOLUNTEER

Position 
description

Induction 
session

Information,
Training 

and support

Monitoring 
and 

feedback

Committee 
inductions

Volunteer 
inductions 

Members, 
parents and 

players 
induction

Information to be included in Position 
descriptions and Sub committee terms of 
reference
• Define the objectives of the role/sub committee
• List of tasks and responsibilities to be completed

and by when are they due
• The level of authority the role/sub committee has
• What level of planning is required
• What information does the committee require and

when
• The skills/knowledge ideally required
• The time commitment

Now it is time to recruit your volunteers
Members, Parents and 
Players Induction
• History of the club
• Club Rules and policies
• Objectives and implementation

plans
• Volunteering options and

expectations of how the players
members and parents will be
expected to contribute to the
running of the year

• Policies and Procedures
• Behaviour-based Policies
• Code of conduct coaches and

players,
• Code of conduct parents, members

and spectators

• Member protection
• Vilification and discrimination
• Anti bullying
• Social Media and Communications

Policy
• Privacy Policy
• Conflict of Interest policy
• Complaints and grievances

process
• Working with Children

Volunteer Induction
• Ensure all volunteers are given all

the information to undertake their
roles

• Is there an opportunity for a
handover from last years volunteer

• Shadowing and support

https://sportscommunity.com.au/webinars/
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Club Position/Sub 
committee

Name of person to 
be asked to take on 
the role/who has 
volunteered for the 
role

Position 
Description/ 
Sub Committee 
Terms of 
Reference 
completed?

What information will they need? How will we train them?

Canteen Manager Albert Y N Canteen procedure, access to placing food and 
drink orders, POS training...

Handover from current Canteen Manager, POS and 
money handling induction from Treasurer...

Y N

Y N

Y N

Y N

Y N

Y N

Y N

Y N

Y N

Y N

Y N

Y N

Y N

Create a Volunteer Recruitment and Empowerment Strategy
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