
	 	
LAKELAND ORIENTEERING CLUB (LOC)  
Terms of Reference for Club Officials 
October 2021  

Honorary President. 

To act as an advocate for the Club, positively promoting the sport of orienteering and the work of 
the Club and its members.


Chairperson. 

To work with the Club Committee Members to identify and progress the strategic direction and 
development of the Club.


To Chair Committee Meetings and the AGM including:

• assisting the Secretary to set the meeting agenda

• reviewing the minutes from meetings and

• overseeing the progression of actions as agreed at meetings.


To promote compliance with the Club constitution.


To promote the Club as a welcoming and inclusive organisation to include:

• ensuring that procedures are in place to introduce and engage new members in the Club


To be responsible for the public image of the Club to include:

• dealing with (and supporting other Committee Members to address) any issues or complaints 

directed at the Club (including its officials or members).


To support the Club Treasurer in maintaining the financial viability of the Club and monitoring that 
the Club is adhering to robust financial procedures to include:

• acting as a second signatory for the signing of cheques and online banking transactions


To ensure that members are kept informed about developments related to the Club and 
orienteering to include:

• circulating relevant news and updates from British Orienteering, the Area Orienteering 

Association and other related organisations.


Secretary. 

To arrange Committee meetings and the AGM in line with the frequency/procedure as set out in 
the Club constitution to include:

• (in agreement with the Chair) setting the agenda,

• circulating papers in preparation for meetings, 

• taking notes, producing and circulating minutes.


To act as the central point for communications with the Club from external bodies and members 
of the public to include:

• keeping the Chair informed of correspondence 

• ensuring that information and correspondence is passed to the most appropriate person within 

the Club


Treasurer. 

To be responsible for the financial management of the Club’s funds ensuring that procedures 
comply with legal requirements to include:

• reporting on the financial position of the Club at Committee meetings and to the Chair as 

required.

• contribute to discussions and advise on decisions relating to significant expenditure and major 

event budgets.




	 	
To be responsible for the preparation of the annual accounts statement to include:

• an external audit of the accounts

• presentation of annual summary at the AGM

• compiling of budgets and predicted future expenditure for the following year.


To ensure that the Club has a bank account that is fit for purpose to include:

• communicating with the bank and advising the Chair and Committee of any changes that will 

affect the financial security of the Club

• advising the Committee where there may be alternative banking arrangements that would be 

beneficial for the Club

• setting up and monitoring the compliance with authorising procedures for Club signatories.


To ensure that there are procedures and appropriate forms for invoicing and expense claims and 
that members and external commissioned contractors comply with these.


To ensure that levies, creditors and members’ expense claims are paid in a timely manner and 
that income is banked promptly.


To maintain a record of club accounts to include:

• the management of an electronic financial record 

• cataloguing and retaining hard copies of documents as appropriate 


To annually renew the Club’s equipment and public liability insurance.


Welfare Officer. 

To be responsible for the production, review and updating of the Club’s Safeguarding and Child 
Protection Policy to include:


To promote effective practice with regards to safeguarding and child protection with all of the 
Club’s members to include:

• sharing relevant documents and developments

• advising members about good practice 


To be the first point of contact for anyone who has concerns about welfare issues raised by or 
related to Club members, officials and participants to include:

• responding promptly to disclosures 

• maintaining confidential records 

• report cases and the action taken.


To liaise closely with the Junior Squad representative and Lead Coach to ensure that all those 
working with children and vulnerable adults comply with safeguarding practice.


Junior Squad Representative. 

To represent the Junior Squad at Club committee meetings to include:

• objectively reflect the views of the junior squad members 

• bring to the committee items of importance for the junior squad members.


To communicate with junior squad members so that they are aware of issues that affect them.


To actively engage with junior squad members so that they are able to share their views and 
priorities.


To assist Club committee members and officials to engage with the junior squad members and to 
publicise activities.




	 	

Fixtures Secretary. 

To be responsible for the organisation of the fixtures programme to include:

• liaising with area custodians to ensure that the relevant permissions have been granted for 

events

• recruiting co-ordinators for the local series of events

• recruiting organisers, planners and controllers for Regional and Major events

• liaising with the web manager to ensure that events are publicised.


To liaise with neighbouring club fixtures secretaries to avoid clashes and to maximise orienteering 
opportunities across the region to include:

• agreeing on any shared multi-day events that would be appropriate.


To register events with British Orienteering and the NWOA fixtures secretary to ensure that fixtures 
are registered at the correct level.


To annually review and update the Club guidance documents for event officials.

To act as a point of contact for external organisations and members of the public who have 
enquiries in relation to fixtures and use of LOC areas.


To maintain an accurate contact list of area custodians.


To ensure that the Club has members who are qualified First Aiders to include:

• maintaining a contact list of qualified first aiders, including expiry dates of qualifications,

• organising First Aid (and refresher) training courses as required.


Membership Secretary. 

To act as the first point of contact and enquiries regarding joining the Club


To maintain a membership list to include:

• monitoring membership and reminding people about renewal

• reporting to Club meetings anything pertinent regarding membership 


To be responsible for welcoming new members to the Club to include:

• issuing all new members with information about the club

• providing the Chair with details of new members 


To deal with British Orienteering over issues relating to membership.



