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Club Administration 

Volunteer Roles Yearly Checklist
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October
• Commence new financial year.
• Update committee contact list.
• Confirm Public Officer details are current.
• Update bank signatories (if required).
• Archive previous financial year records.
• Begin preparation of Annual Report.
• Request reports from committee members.
• Confirm AGM date, venue and timeline
November
AGM Month
• Issue AGM Notice in accordance with the Constitution.
• Receive committee nominations.
• Prepare AGM agenda.
• Prepare attendance register.
• Prepare voting papers (if required).
• Present Secretary's Report.
• Record AGM minutes.
• Record election results.
• Lodge any required changes with NSW Fair Trading if the Public Officer or official details change.
• Update bank authorities and online access.
• Update NSW Rugby committee contacts.
• Update Australian Business Register contact details (if required).
December
• Induct new committee members.
• Distribute Constitution and club policies.
• Update committee register.
• Update delegated authorities.
• Schedule committee meetings for the year.
• Review governance calendar.
• Confirm insurance renewal dates.
February
• Complete NSW Rugby affiliation requirements.
• Confirm committee Working With Children Check compliance.
• Review volunteer records.
• Confirm Rugby Xplorer administration access.
March - July
· Ensure committee meeting schedule is being followed.

August
• Begin end-of-year planning.
• Request committee reports.
• Review Constitution for proposed amendments.
• Begin Annual Report preparation.
• Confirm financial reporting timetable with Treasurer.

September
Financial Year Ends (30 September)
• Finalise Secretary's Report.
• Finalise committee reports.
• Ensure committee minutes are complete.
• Archive governance records.
• Confirm membership register is current.
• Finalise Annual Report for AGM.
• Confirm AGM notices are ready for issue in October/November in accordance with the Constitution.
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October
Start of Financial Year
• Open the new financial year in accounting software.
• Roll forward budgets.
• Archive prior year financial records.
• Reconcile all bank accounts.
• Review cash handling procedures.
• Confirm bank signatories following the AGM (if applicable).
• Prepare draft annual financial statements for the year ended 30 September.
• Meet with auditor/reviewer if required.
November
AGM Month
• Present Treasurer's Report.
• Present Annual Financial Statements.
• Present budget overview for the new financial year.
• Answer member financial questions.
• Finalise auditor/reviewer requirements (if applicable).
• Update banking authorities following committee elections.
• Lodge any required financial reports with NSW Fair Trading if applicable.
December
• Review sponsorship invoices have all been paid.
• Issue any outstanding invoices.
• Review insurance payments.
• Confirm all online banking users are correct.
January
• Prepare quarterly BAS (if GST registered).
March
• Review cash flow.
• Review outstanding debts and chase outstanding invoices
April - August
• Prepare quarterly BAS (if GST registered).
• Pay GST obligations (if applicable).
September
End of Financial Year (30 September)
• Complete all bank reconciliations.
• Record accruals and prepayments.
• Finalise debtor and creditor listings.
• Complete stocktake (bar, canteen and merchandise where applicable).
• Finalise asset register.
• Close accounting period.
• Prepare financial statements for AGM
• Prepare records for audit or review (if required).
Monthly Responsibilities
Every month the Treasurer should:
· Reconcile all bank accounts. 
· Prepare financial reports for the committee. 
· Monitor cash flow. 
· Pay suppliers. 
· Process reimbursements. 
· Bank cash receipts. 
· Review online banking transactions. 
· Monitor sponsorship income. 
· Monitor player registration income. 
· Issue invoices. 
· Follow up overdue debtors. 
· Review budget performance. 
· Monitor grants received. 
· Maintain the asset register. 
· File all receipts and invoices securely.


[bookmark: _Toc233366185]Registrar Yearly Checklist
October
Start of Financial Year
• Archive previous season registration records.
• Review registration procedures.
• Prepare registration timeline for the coming season.
• Meet with Treasurer regarding registration fees.
• Review Rugby Xplorer user permissions.
• Prepare player registration information for the new season.
• Review age group allocations for next season.
November
AGM Month
• Attend AGM.
• Update Registrar details if a new Registrar is elected.
• Update Rugby Xplorer administrator access.
• Review registration fee structure with the committee.
• Assist with planning for the next season's registrations.
December
• Open player registrations (if applicable).
• Update club registration information in Rugby Xplorer.
• Review player categories and registration products.
• Update club contacts.
• Prepare registration guides for members.
• Confirm registration links are working.
January
• Promote player registrations.
• Process player, coach and volunteer registrations daily.
• Verify registration payments.
• Monitor registration numbers.
• Assist families with Rugby Xplorer enquiries.
• Update committee & volunteers with registration progress.
February
• Continue registrations.
• Ensure coaches and managers are registered.
• Confirm Working With Children Checks are recorded where required.
March
Competition Commences
• Finalise team lists.
• Ensure all players are registered before taking the field.
• Verify coach and manager registrations.
• Check player clearances and transfers.
• Assist with late registrations.
• Monitor player eligibility.
April
• Process new registrations.
• Process transfers and clearances.
• Update team lists.
• Assist with competition enquiries.
• Monitor player movement between teams.
• Ensure registration records remain current.
May-July
• Continue processing registrations and transfers.
• Review player records.
• Correct registration errors.
• Prepare registration statistics for the committee.
• Support junior representative nominations (if applicable).
August
• Confirm season registrations are complete.
September
End of Financial Year (30 September)
• Finalise registration statistics.
• Produce season participation and retention reports.
• Archive registration records.
• Backup Rugby Xplorer reports.
• Prepare Registrar's Report for the AGM.
• Review lessons learned and recommended improvements.
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October/November
As ALL Junior and Senior Rugby Union Clubs Committee/Executive Members are classified as ‘Child/Young Person related positions’ under Rugby AU Safeguarding Policy, all committee members must therefore MUST comply with State Child Safe Working with Children Check (and equivalent) regulations. All committee members should get there Working With Children Check:
Link - https://www.service.nsw.gov.au/transaction/apply-for-a-working-with-children-check
November
Get familiar with the Report a concern process available on Rugby AU’s website:
Link - https://australia.rugby/about/codes-and-policies/reporting-a-concern
February
Ensure the club has safeguarding documents publicly available and accessible for members to view on your website, posters and/or social media posts.
March
Ensure all committee members and coaches/managers have their Working With Children Check
Ensure all people who have a Working With Children Check have submitted the information into their Rugby Explorer profile
Complete the clubs Working With Children Register. Template can be found HERE
April - August
Monitor the club to ensure all child safeguarding policies are adhered to and correct report any concerns
September
Endorse and minute the following documents at the next AGM / Committee Meeting; 
· A Child Safe Commitment Statement 
· The Club will adhere to Rugby AU’s Child and Young Person Safeguarding Policy 
· The appointment of Child and Youth Safety Officer/MPIO
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Women’s Rugby Development Yearly Checklist
October
Planning & Review
• Review the previous season's participation numbers.
• Conduct player and volunteer feedback surveys.
• Meet with the committee to set women's rugby goals.
• Review the Women's Rugby Development Plan.
• Identify grant opportunities for women's rugby.
• Begin planning recruitment campaigns.
November
• Finalise annual participation targets.
• Recruit women's coaching and management staff.
• Review player retention strategies.
• Develop the annual calendar of women's events.
• Attend committee planning meetings.
January
• Launch recruitment campaign.
• Promote rugby through social media.
• Engage with former players.
• Contact local schools, universities and community groups.
• Prepare promotional material.
• Coordinate "Come and Try" event planning.
• Conduct Come and Try Days.
• Welcome new players.
• Assist with registrations.
• Introduce new members to coaches and teammates.
• Promote preseason training.
• Recruit volunteers.
February
• Support preseason training.
• Monitor registration numbers.
• Encourage player retention.
• Assist new coaches and managers.
• Promote female referee opportunities.
• Identify player welfare needs.

March
Competition Begins
• Ensure women's teams are competition ready.
• Welcome new players.
• Monitor player numbers.
• Support team managers.
• Promote club culture and inclusion.
• Identify any participation barriers early.
April - July
• Meet regularly with team leaders.
• Continue recruitment for late registrations.
• Recognise volunteers.
• Promote representative opportunities.
• Support school rugby programs.
• Continue recruitment efforts.
August
• Plan end-of-season activities.
• Begin recruiting for next season.
• Promote junior girls transitioning to senior rugby.
• Assist with representative player nominations.
• Review volunteer requirements.
September
Season Review
• Finalise annual participation statistics.
• Prepare Women's Rugby Report.
• Conduct player exit surveys.
• Review strategic objectives.
• Prepare budget requests for next season.
• Identify grant opportunities.
• Develop an action plan for the coming year.
• Recognise player achievements.
• Prepare participation report.
• Meet with coaches to review the season.
• Develop recommendations for the committee.
• Begin planning next year's recruitment campaign.
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October
New Financial Year Planning
• Review the club's IT Strategy and Technology Plan.
• Audit all hardware and software assets.
• Review website performance and hosting.
• Confirm domain name ownership and renewal dates.
• Update the IT asset register.
• Prepare the annual IT budget.
• Review software licences and subscriptions.
• Review password management practices.
• Review software licences due for renewal.
November
• Update committee email accounts following elections.
• Add new committee members to authorised systems.
• Remove access for outgoing committee members.
• Update website committee details.
• Review administrator permissions across all systems.
• Update passwords for shared accounts where appropriate.
March

	Competition Begins
• Update fixtures and team information on the website.
• Monitor online systems.
• Support live scoring or match-day technology (if applicable).
• Ensure club email systems are functioning.
• Monitor website uptime.


April-August
• Update website content.
• Remove outdated information.
• Check online forms and contact details.
• Monitor software subscriptions.
September
Financial Year Ends
• Complete annual IT audit.
• Archive digital records.
• Verify backups are current.
• Update IT asset register.
• Prepare end-of-year report.
• Develop next year's IT improvement plan.
• Confirm renewal dates for hosting, domains and software subscriptions.
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Social Media Yearly Checklist
October - Annual Planning
· Review previous season's social media performance. 
· Analyse engagement, follower growth and reach. 
· Develop the annual Social Media Strategy. 
· Create a 12-month content calendar. 
· Set annual growth targets. 
· Review branding guidelines. 
· Update profile photos, banners and club information. 
· Archive previous season content. 
· Attend committee planning meeting. 
· Confirm key club dates for the coming year. 
· Develop content priorities.
November - AGM Coverage
· Promote AGM to members. 
· Publish committee nomination reminders. 
· Announce new committee members. 
· Introduce committee profiles. 
· Thank outgoing committee members. 
· Share the club's vision for the year. 
· Promote volunteer opportunities. 
· Begin "Join Our Club" campaign.
January – Pre-season
Promote
· Registrations 
· Come & Try Days 
· Trial Matches 
· Pre-season training 
· New player welcome 
· Volunteer recruitment 
February – Season Buildup
Publish
· Team announcements 
· Fixtures 
· Club events 
· Coaching information 
· Volunteer appreciation 
· Women's Rugby promotions
Weekly Content
· Training photos 
· Countdown to season 
· Player introductions 
· Coach profiles 
· Club history 
· Sponsor features
· Answer enquiries. 
· Respond to messages. 
· Share Rugby NSW announcements. 
· Promote merchandise.
March to August – Competition Begins
Weekly
· Match previews 
· Team lists (where appropriate) 
· Match day reminders 
· Ground information 
· Weather updates 
· Volunteer requests 
After Matches
· Results 
· Photos 
· Player of the Match 
· Match reports 
· Sponsor acknowledgements
Highlight
· Junior Rugby 
· Women's Rugby 
· Volunteers 
· Coaches 
· Referees 
· Sponsors
Promote
· School holiday clinics 
· Community events 
· Fundraising activities
Celebrate
· Club milestones 
· Life Members 
· Player achievements 
· Representative selections 
· Volunteer Week 
· National Volunteers Week
Review
· Engagement statistics 
· Content performance 
· Follower growth


August - Finals
Promote
· Finals 
· Club awards 
· Volunteers 
· Junior pathways 
· Women's recruitment for next season 
Content
· Finals previews 
· Match highlights 
· Team success stories
September – Season Review
Cover
· Presentation Night 
· Award winners 
· Volunteers 
· Sponsors 
· Coaches 
· Player achievements 
Publish
· Season highlights 
· Best photos 
· Thank-you messages 
· Season wrap-up 
· Statistics 
· Club achievements 
· Volunteer recognition 
· Sponsor appreciation 
· Thank-you to members



[bookmark: _Toc233286879][bookmark: _Toc233366190]Sponsorship Yearly Checklist
August-September
· Confirm current sponsors for following season
· Fill following season Sponsorship Matrix
October
Start of Financial Year
• Review previous season's sponsorship program.
• Evaluate sponsor benefits delivered.
• Update sponsorship database.
• Develop annual sponsorship strategy and revenue target.
• Review sponsorship packages and pricing.
• Find new sponsors for following dseason.
• Send out sponsorship agreement by end of month.
• Complete following season Sponsorship Matrix 
November
AGM Month
• Present sponsorship results to the committee.
• Confirm sponsorship budget and annual targets.
• Update sponsor contact details.
• Identify renewal priorities and new sponsorship opportunities.
• Get sponsorship agreement Signed.
• Complete following season Sponsorship Matrix.
• Finalise all sponsorship by end of November so kit order can be placed 1st December
December
· Send email to sponsors welcoming them to the new season (after AGM), introducing the Committee for next season and a description of all sponsors for the new season (for potential networking)
· Send out invoices to sponsors
February
· Send out New Year email to all sponsors outlining the following:
· Clubs pre-season dates (training and games)
· Clubs regular season games schedule – Focusing on home games
· Social events for the year – especially club lunch, back to club day and sponsors day
· Key stakeholders at club (coaches/managers)
· Ensure all sponsors emails are added to the clubs newsletter. 
· Make sure the sponsors logo is attached to the newsletter that goes out to club community.

March
Competition Begins
• Welcome sponsors to the first home game.
• Ensure sponsor signage is displayed.
• Promote sponsors through social media and newsletters.
• Maintain regular communication with sponsors.
April-August
• Deliver agreed sponsorship benefits.
• Invite sponsors to club events.
• Identify additional partnership opportunities.
• Provide sponsors with a progress update.
• Recognise sponsors during club events and National Volunteer Week activities.
• Explore sponsorship upgrades.
August-September
• Thank sponsors publicly.
• Invite sponsors to Presentation Day.
• Prepare sponsorship impact report.
• Begin renewal negotiations for the next financial year.
• Promote sponsors during finals (where applicable).
• Collect sponsor feedback.
October
End of Financial Year
• Finalise sponsorship income records with the Treasurer.
• Complete annual sponsorship report.
• Evaluate sponsorship outcomes against targets.
• Update sponsorship database.
• Develop recommendations and targets for the following year.
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October
• Conduct a full stocktake of all playing jerseys, training gear and equipment.
• Inspect equipment for damage and determine replacement needs.
• Update the Equipment Register.
• Prepare equipment budget for the new season.
• Meet with the President/Treasurer regarding replacement purchases.
November
• Order new playing jerseys, balls and training equipment if approved.
• Review supplier pricing and uniforms.
• Update sizing records for players.
December
• Receive and check all equipment deliveries.
• Label new equipment.
• Store equipment securely.
• Prepare team equipment packs.
• Update inventory records.
January
• Issue training equipment to coaches.
• Ensure each team has first aid equipment (where applicable).
• Record all issued items.
• Brief coaches on equipment responsibilities.
February
• Issue training equipment to coaches.
• Issue jerseys and apparel where required.
• Ensure each team has first aid equipment (where applicable).
• Record all issued items.
• Brief coaches on equipment responsibilities.
March-July
• Monitor equipment condition.
• Replace damaged match balls.
• Inspect jerseys after each round.
• Maintain equipment issue register.
• Support new teams with equipment requirements.
August
• Ensure finals teams have quality match equipment.
• Begin planning end-of-season collection.
• Order presentation apparel if required.
September
• Collect equipment from teams finishing their season.
• Record damaged or lost items.
• Begin preparing replacement list.
• Complete full stocktake.
• Recover all issued equipment.
• Clean and store all gear.
• Update Equipment Register.
• Prepare annual report and replacement recommendations for the committee.
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October
• Review the previous season's volunteer program.
• Update the Volunteer Register.
• Identify volunteer shortages.
• Prepare an annual Volunteer Recruitment Plan.
• Develop the volunteer budget (if applicable).
November
• Welcome and induct new committee members.
• Review volunteer role descriptions.
• Update volunteer contact lists.
• Promote committee and volunteer opportunities.
• Prepare an annual volunteer calendar.
January
• Launch volunteer recruitment campaign.
• Promote opportunities through social media, website and newsletters.
• Contact returning volunteers.
• Prepare induction resources and welcome information.
• Prepare social calendar for volunteers for the year
• Conduct volunteer inductions.
• Allocate volunteers to roles.
• Assist with registrations where required.
• Ensure Working With Children Check requirements are met for relevant roles.
February
• Confirm volunteers for all teams and match-day roles.
• Provide role-specific training and support.
• Finalise volunteer rosters.
• Recognise new volunteers through club communications.
March
• Ensure every team has volunteers in place.
• Support coaches, managers and match-day volunteers.
• Monitor volunteer workloads.
• Recruit additional volunteers where required.
• Ensure all volunteers are registered on Rugby Explorer

April
• Review volunteer satisfaction.
• Address volunteer shortages.
• Promote National Volunteer Week activities.
• Continue recruiting for vacant roles.
May/June/July
• Recognise volunteer contributions during National Volunteer Week.
• Thank volunteers publicly.
• Collect feedback on the volunteer program.
• Review volunteer retention.
August
• Encourage volunteers to return.
• Identify training and development opportunities.
• Review role descriptions.
September
• Prepare volunteer recognition awards.
• Assist with Presentation Day.
• Begin recruiting volunteers for the following season.
• Update volunteer records.
• Thank all volunteers.
• Conduct end-of-season survey.
• Prepare Volunteer Coordinator's Report.
• Archive volunteer records.
• Develop recommendations for the following season.
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October
• Review the previous season's match-day operations.
• Update the Match Day Operations Plan.
• Review volunteer requirements.
• Prepare the match-day budget and equipment list.
November
• Update emergency and wet-weather plans.
• Meet with committee to confirm operational requirements.
February
• Prepare match-day checklists.
• Confirm ground setup requirements.
• Coordinate volunteer inductions.
• Test PA system, scoreboard and other equipment.
• Finalise match-day rosters.
• Confirm first home game requirements.
• Coordinate signage and sponsor displays.
• Ensure equipment is ready for the season.
March-July
• Coordinate all home game operations.
• Supervise ground setup and pack-up.
• Support game-day volunteers and visiting teams.
• Resolve match-day issues promptly.
• Adjust volunteer rosters.
• Replace damaged items.
August
• Collect feedback from volunteers.
• Review equipment and storage.
• Begin planning improvements for next season.
September
• Complete end-of-season equipment audit.
• Prepare Game Day Coordinator's Report.
• Update Match Day Operations Manual.
• Recommend equipment purchases and improvements.
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October/November
• Conduct end-of-season review with coaches and committee.
• Identify player retention priorities.
• Assist committee with succession planning.
• Recommend football operational improvements.
• Attend AGM and provide football report.
• Begin identifying leadership group and potential captains for next season
January/February
• Welcome new players.
• Monitor preseason attendance.
• Reinforce club values and expectations
• Support pre-season training.
• Finalise leadership group.
• Ensure players understand Code of Conduct.
March
• Assist coaches with returning player availability.
• Assist coaches with team selections.
• Assist in ensuring all players are registered before Round 1.
• Attend captains' meetings.
• Promote respect for referees and opponents.
• Confirm match day leadership responsibilities. 
April - July
• Support players during opening rounds.
• Drive club culture and expectations.
• Address behavioural or disciplinary issues early.
• Welcome new players joining during the season.
• Encourage and drive player attendance at club functions and events
• Assist with getting attendance from the club for post-match speeches and activities.
• Promote positive sideline behaviour.
• Encourage volunteer participation.
August/September
• Prepare teams for finals (if applicable).
• Encourage player commitment to finish out season if finals not an option.
• Begin discussions on player retention for next season.
• Attend and drive presentation day to players.
• Recognise retiring players.
• Complete end-of-season football report.
• Participate in season debrief.
• Recommend improvements for the following season.
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October/November
• Service and clean bar equipment, BBQs and kitchen appliances.
• Arrange repairs and maintenance.
• Conduct end-of-season facility inspection.
• Review supplier contracts and pricing.
• Review liquor licence obligations and compliance.
• Update clubhouse operating procedures.
• Begin planning volunteer requirements for next season.
January/February
• Order opening stock for bar, kiosk and BBQ.
• Recruit and roster volunteers.
• Schedule Responsible Service of Alcohol (RSA) and food safety training where required.
• Check fire safety equipment and first aid supplies.
• Prepare clubhouse for preseason activities.
• Conduct pre-season cleaning and maintenance.
• Ensure liquor licence, food business registration and signage are current.
• Confirm point-of-sale (POS) systems are operational.
• Stock consumables and cleaning products.
• Finalise match-day procedures and volunteer rosters.
March-August
• Commence full match-day operations.
• Monitor stock levels weekly.
• Supervise bar, kiosk and BBQ volunteers/staff.
• Ensure food safety and RSA compliance.
• Record sales and cash reconciliation after each event.
• Maintain a clean and welcoming clubhouse.
• Minimise stock losses and wastage.
August
• Manage finals and presentation events.
• Plan end-of-season stock reduction.
• Begin ordering awards night supplies.
• Thank volunteers.
• Review clubhouse improvements for next season.
September
• Conduct final stocktake.
• Deep clean clubhouse, kitchen and bar.
• Secure and store equipment.
• Complete annual financial reconciliation.
• Prepare annual operations report.
[bookmark: _Toc233366196]Alumni Representative Yearly Checklist
October/November
• Conduct an end-of-season review of alumni activities.
• Update the alumni database with new retiring players and members.
• Thank alumni who supported the club during the season.
• Gather feedback on alumni events and communications.
• Begin planning next year's engagement activities.
• Attend the AGM and provide an alumni report.
January/February
• Encourage alumni to volunteer, mentor or sponsor the club.
• Recruit alumni to assist on game days and club functions.
• Update alumni communication lists.
March-August
• Launch regular alumni communications during the season.
• Invite alumni to Round 1 and home games.
• Encourage attendance at sponsor and club events.
• Recognise life members and past volunteers.
• Promote membership renewals for alumni supporters.
• Organise an alumni match-day function (Back to Club Day).
• Share historical stories and player profiles through social media and newsletters.
• Encourage alumni attendance at junior and senior matches.
• Support fundraising activities.
• Continue updating alumni records.
• Recognise milestone premiership teams and anniversaries.
August
• Assist with presentation night planning.
• Invite past players, coaches and officials to finals and presentation night
• Recognise significant alumni contributions.
• Promote club awards and life membership nominations.
• Begin updating the alumni database for retiring players.
September
• Publish an end-of-season alumni newsletter.
• Update historical records and honour boards.
• Prepare an annual alumni report for the committee. For the AGM
• Develop an alumni engagement plan for the new financial year.
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