
Club Constitution 

Seedfield Sports Club Juniors 

Name 
The Club will be called Seedfield Sports Club Juniors and will be affiliated to Lancashire FA. 

Ethos 
Small daily improvements are the key to staggering long-term results. 

Club Vision Statement 
“To become the best Junior Football Club in Bury welcoming all children irrespective of their 
ability” 

Aims and Objectives 
The aims and objectives of the club will be: 
 

• To offer coaching and support to the local community. 

• To ensure a duty of care to all members, parents, referees and opposition. 

• To ensure that all present and future members receive fair and equal treatment and 
opportunities within the Club. 

• The Club will sign up to the Respect Campaign & other appropriate campaigns. 

• All Managers & Assistant Coaches must have a valid CRC/DBS and completed a 
safeguarding course plus an up to date first aid. 

 

Officers of the Club 
Officers will be elected annually at the Annual General Meeting. The Executive Management 
Committee may appoint interim members onto the committee until the end of season where 
appropriate and necessary. 

Executive Management Committee 
The Club will be managed through an Executive Management Committee structure which will 
ensure that the fundamental running of the Club is conducted appropriately and within agreed 
timescales. The structure of the Executive Management Committee will consist of the following 
roles as illustrated below: 
 

• President 

• Chairman 

• General Secretary 

• Treasurer 
 



For those roles on the Executive Management Committee, role profiles have been created that 
be found in Appendix A to illustrate the roles and responsibilities of those specific roles. 
Members proposing to stand for election of those roles should be able to meet the criteria and 
demands of the role, before proposing to stand at an Annual General Meeting. 
  
The Executive Management Committee will meet on a weekly basis or fortnightly basis to 
ensure smooth running of the Club. 
 
The quorum required for business to be agreed and voted upon at the Executive Management 
Committee meetings will be three members, from the roles provided above. If a spilt vote 
occurs, then the decision will be referred onto the Wider Management Committee for further 
decision and voting. 
 
Each member of the Executive Management Committee, will hold their own email address 
account which will be assigned by the Club. This is to ensure that personal email addresses are 
not shared widely, but to also ensure that the Club has access to information should a member 
of the Executive Management Committee leave. 
 

Wider Management Committee 
A Wider Management Committee structure has been created, to support the Executive 
Management Committee to ensure that the Club continues to move forward, but also to 
ensure more volunteers continue to support and help the Club. The Wider Management 
Committee structure will consist of the following roles including the Executive Management 
Committee roles as well: 
 

• Child Welfare Officer 

• Discipline Secretary 

• Café Staff Representative 

• Kindergarten / Cubs Representative  

• Fundraising and Sponsorship Co-Ordinator 

• Social Media Co-Ordinator 

• Parent Representative(s)  

• Manager Representative(s) 
 
Role profiles have been created for the Child Welfare Officer and Discipline Secretary to 
illustrate specific roles and responsibilities that are required for these roles. 
 
Members of the Wider Management Committee may be removed from their role by the 
President or Chairman of the Football Club, if it was felt necessary for the best interests of the 
Football Club. 
 
Each of the roles as stated above in the Wider Management Committee will have a right to 
vote on items discussed within these meetings if deferred from the Executive Management 
Committee. 
 



The Wider Management Committee will be convened by the Chairman or General Secretary of 
the Club monthly or bi-monthly to discuss the on-going business matters of the Football Club.  
 
The quorum required for business to be agreed at the Wider Management Committee meeting 
will be eight members from the above roles.  
 
The Wider Management Committee will be responsible for adopting new policy, codes of 
conduct and the constitutional rules that affect the organisation of the Club. 
 

Managers within the Club 
Managers & Assistant Coaches must adhere to Standard Code of Rules Youth and League Rules.  
 
A Team will not be registered with the relevant League unless the Manager has a valid CRC/DBS 
as this is now a Standard Code of Rule as set by the National FA. 
 
All current Managers are required to hold a Level 1 Coaching qualification which includes 
safeguarding and first aid as per Standard Code of Rules as set by the National FA. The Manager 
or Coach is expected to pay for their own course and the Club Treasurer will return 50% of the 
fee upon completion of the course and balance will be refunded after completing two seasons. 
 
Assistant Coaches must hold a valid DBS, safeguarding and first aid certificate in order to be 
registered with the Team. 
 
A central database will be created, to ensure that both Managers and Assistant Coaches have 
their respective qualification(s)/courses renewed in a timely manner to ensure these do not 
expiry. The General Secretary and Child Welfare Officer of the Club, will be responsible for 
maintaining the central database ensuring that Managers/Assistant Coaches are supported 
appropriately to booking onto new courses in a timely manner. 
 
Manager’s kits will be provided to Managers and Assistant Coaches within the Club who meet 
the above criteria or have dates booked in. It is expected that all Managers and Coaches wear 
this equipment when representing Seedfield Sports Club Juniors at training sessions or 
matches. 
 
Manager’s meetings will be held each month during the season. Dates will be sent out for the 
Season in advance. It is expected that all Teams within the club are represented at the meeting 
along with the Executive Management Committee and Wider Management Committee. 
 
All teams must inform the President when friendlies and midweek fixtures have been 
scheduled including date and kick-off time. 
 
Teams entering competitions out of season must inform the General Secretary and provide a 
copy of the registration form once completed. Managers will need to ensure that the 
competition has the appropriate affiliations, insurance and safety measures in place.  
 



Footballing equipment must be approved by the Executive Management Committee before 
purchasing. Once approval has been granted, items can then be purchased 
 
 
All Seedfield Sports Club Junior football kits will be ordered through the Executive Management 
Committee. 
 
All annual trophies must be returned by the 1st May. 
 

Membership 
Membership fees will be set annually and determined at the Annual General Meeting. 
 

• All Age Groups paying £170. 

• Kindergarten £25 including a Club Jumper and £2 per session.  

• Cubs pay £2 per session. 
 
At the Annual General Meeting it was agreed that if the membership fee is paid in full by the 
31st August of each year then the following discount will be applied: 
 

• Anyone who pays the full membership fee by the 31st August of each year may receive 
a discount. 

 
Each Season, 50% of the membership fee is to be paid, one week before the first league match 
of the season. If this payment is not received by the Club Treasurer, then the player will not be 
eligible to play in the first league games until this has been resolved. 
 
All memberships must be paid by 31st December in each playing season. 
 
It was previously voted upon and agreed at the Annual General Meeting that a sibling discount 
would be applied for those eligible. This will be determined by the Club Treasurer on behalf of 
the Executive Management Committee. 
 
If a new player joins Seedfield Sports Club Juniors during the season, then they Club Treasurer 
will determine the membership fee. The Club Treasurer will then be responsible for informing 
the relevant Manager, who will then inform the parents of the player. This needs to be paid 
before the new player is eligible to play in matches.  
 
The General Secretary is responsible for maintaining a central excel database containing 
information of all registered players and their team. The information will be gathered from the 
Whole Game System and stored safely through the Cloud.  
This document is to be updated by the Club Treasurer for the purpose of recording 
membership fees.  
 
The General Secretary must be informed when a player leaves Seedfield Sports Club Juniors so 
that the player can be removed from the Whole Game System. The General Secretary is then 



responsible for updating the central excel database held within the Executive Management 
Committee and informing the Club Treasurer.  
 

Finance 
All club monies will be paid in account held in the name of the club which the club treasurer 
will be responsible for. 
 
The Club Treasurer will be responsible for the finances of the club. 
 
The financial year of the club will end on the 30th of June each year in preparation for the 
Annual General Meeting. 
 
A statement of annual accounts will be presented by the Treasurer at the Annual General 
meeting. In order to protect the future of Seedfield Sports Juniors FC, the Executive 
Management Committee agreed that the savings account money is not freely available to be 
used and therefore the funds are secured in this account. The Executive Management 
Committee may at their discretion borrow money from the savings account but this will then 
be transferred back. The savings account is being built up in case of an emergency requirement 
that requires significant financing. Any cheques drawn against the club funds should hold the 
signatures of the Treasurer and one other. 
 
For the Season 2024-2025 annual subscription fees can only be paid in the following three 
formats: 
 

1. Bank Transfers 
2. Cash 
3. Cheque 

 
Any cheques or cash payments must be handed directly to the Treasurer of the club at 
Managers meetings. 
 
The Café must submit accounts to the Club Treasurer which will be shown at the Clubs Annual 
General Meeting as part of the auditing process. 
 
Each playing season, the Café will be provided with a float as determined by the Club Treasurer. 
 

Sponsorship / Fundraising 
Any team that receives a sponsor for their playing kit must direct this through the Sponsorship 
Fundraising Co-Ordinator. 
 
A kit form must be received by the President before the kit will be ordered. A sample kit will 
be available to gauge sizes. A Manager or Assistant Coach must sign the bottom of the form 
for agreement of accuracy. Once a completed kit form has been received no amendments will 
be made to the order. 
 



No playing kits will be ordered until the Club Treasurer has received full payment via bank 
transfer or a cheque that has cleared. 
 
Teams are expected to attend fund raising events organised by the Club.  
 
If any team fund raise for individual purchases they must show their accounts to 2 out of 4 of 
the following; President, Chairman, General Secretary or Club Treasurer.  
 

Referees 
Managers must instruct referees to sign in with their Cafe staff upon their arrival to Seedfield. 
 
The Cafe staff will then sign the referee in and arrange payment once the game has been 
completed via a cash payment. 
 
At the Annual General Meeting the cafe staff will provide a breakdown of accounts for that 
playing season regarding referee costs. 
 
For midweek matches, Managers are asked to pay for referees and the Café will refund the 
cost via cash. Managers must complete a referee payment slip and return this to the Café 
representative at the next available opportunity. 
 

Annual General Meeting 
Notice of the Annual General Meeting will be given by the Club Secretary. Not less than 21 
days’ notice to be given to all members. 
 
The AGM will receive a report from the officers of the Executive Management Committee and 
a statement of the audited accounts should this be available. 
 
Nominations for a position on the Management Committee must be sent to the General 
Secretary 14 days prior to the AGM, with at least one proposer. 
 
Election of officers are to take place at the AGM. 
 
All members have the right to vote at the AGM. The quorum for AGM's will be a minimum of 
4 managers. 
 
The Executive and Wider Management Committee have the right to call an extraordinary 
general meeting outside of the AGM. Procedures for the EGM will be the same as the AGM. 
 

Discipline and Appeals 
Any players or team representative who receives a discipline fine must pay this fee in full. If a 
player or team representative wises to appeal to the League or County FA they should first 
discuss this with the Executive Management Committee. 
 



Any player or parent issues should be raised with the Executive Management Committee. A 
meeting will then be held with both parties to discuss the matter. 
 
The Wider Management Committee will be responsible for disciplinary hearings of members 
who infringe the club rules/regulations/constitution which will consist of the Discipline 
Secretary and two members from the Wider Management Committee. The Wider 
Management Committee will be responsible for taking any actions of suspension or discipline 
following such hearings. The Wider Management Committee need to be informed they can't 
suspend a player or fine them as it breaks The FA standard code of practice. 
 
The Wider Management Committee will meet to hear complaints within seven working days 
of a complaint being lodged. That committee has the power to take appropriate disciplinary 
action including the termination of membership if required. 
 
The outcome of a disciplinary hearing should be notified in writing to the person who lodged 
the complaint and the member against whom the complaint was made within three days of 
the hearing. 
 
There will be the right to appeal to the Wider Management Committee following disciplinary 
actions being announced. That committee will consider the appeal within seven working days. 
 
All decisions of the Wider Management Committee will be binding. 
 

Child Welfare 
All Managers and Assistant Coaches must have a valid DBS and have completed a safeguarding 
course plus have an up to date first aid qualification prior to coaching children at Seedfield 
Football Club. 
 
All teams must complete the attendance sheet for all games and training sessions. 
 
All players must wear the appropriate clothing and kit for both training sessions and matches 
which are held indoors or outdoors. All players must bring a drink to both training sessions and 
matches. 
 
Shirts should not be removed at any time during training sessions or matches unless there is a 
medical reason. 
 
Appropriate measures should be taken during hot weather. This might include additional cold 
drinks and sun cream. 
 
All accidents/incidents must be recorded on an accident form which are located in the café. 
The Child Welfare Officer for the Club must be informed as soon as possible. 
 
If a player sustains a head injury the player must be removed from the game or training session 
for a minimum of 10 minutes to then be reassessed. If you have any doubt, you should inform 



the player’s parents so they can take the player home or to the hospital and an accident form 
must be submitted to the Child Welfare Officer. 
 

Dissolution 
A resolution to dissolve the club can only be passed at an AGM or EGM through a majority vote 
of the membership. 
 
In the event of dissolution, any assets of the club that remain will be split and become the 
property of the Sam Nicholls charity and Macmillan charity. 
 
 

Amendments to the Constitution 
The Club Constitution will only be changed through agreement by vote at an AGM, EGM or by 
the Executive Management Committee under extreme circumstances. This will be 
communicated by email, whatsapp or other appropriate social media channels. 
 

Declaration 
Seedfield Sports Club Juniors hereby adopts and accepts this constitution as a current 
operating guide regulating the actions of members. 
 
Signed:                                                       Signed: 
 
Name:                                                        Name: 
 
Position: President                                  Position: Chairman 
 
Date:                                                          Date:  
 

 
 
 
 
 
 



Job Roles & Description of Roles 

Executive Management Committee Roles 

President 

Responsible To: 

N/A 
 

Responsible For: 

Chairman of the Football Club 
 

Tasks: 

• To ensure that the Club Chairman is conducting business affairs of the Club in-line with 
the Club Constitution.  

• To provide support and advise to the Executive & Wider Management Committee 
structures within the Football Club. 

• Represent the Club at outside meetings in partnership with the Chairman. 

• To chair committee meetings in the absence of Chairman as appropriate. 

 

 

Chairman 

Responsible To: 

Club President 
 

Responsible For: 

The Club Committee 
 

Tasks: 

• Chair committee meetings/AGM. 

• Agree monthly agenda for committee meetings and the AGM. 

• Assist the Secretary to produce the agendas. 

• Head the Executive & Wider Management Committee in making decisions for the 
benefit of the whole club. 

• Represent the Club at outside meetings in partnership with the President. 
 

General Secretary 

Responsible To: 

Chairman 
 

Responsible For: 

Club Committee & Assistant Secretary (if applicable) 



Tasks: 

• Affiliating the Club to the County FA. 
• Affiliating the Club to the league(s). 
• Liasing with Insurance companies. 
• Registering players to the league(s) including Whole Game System. 
• Dealing with correspondence. 
• Organising and booking match facilities for the season (including winter training). 
• Organising the club AGM and other club meetings. 
• Maintaining the central databases that the EMC will use. 

Club Treasurer 

Responsible To: 

Chairman  
 

Responsible For: 

Managing the Club Finances 
 

Tasks: 

• Collecting subscriptions and all money due to the football club. 
• Paying the bills and recording information. 
• Keeping up-to -date records of all financial transactions. 
• Ensuring that all cash and cheques are promptly deposited in the bank or building 

society. 
• Ensuring that funds are spent properly. 
• Issuing receipts for all money received and recording this information. 
• Reporting regularly to the Committee on the financial position. 
• Preparing a year end statement of accounts to present to the auditors. 
• Arranging for the statement of accounts to be audited. 
• Presenting a year-end financial report to the AGM. 
• Financial planning, including producing an annual budget and monitoring it throughout 

the year. 
 

Wider Management Committee Roles 

Child Welfare Officer 

Responsible To: 

Chairman, Executive Management Committee & County FA Welfare 
 

Responsible For: 

Players, Coaches & Parents 
 

Tasks: 

• To ensure that all Managers/Assistant Managers have up to date qualifications e.g 
CRC/DBS, safeguarding and first aid. 



• Ensuring these responsibilities are well understood by others.  
• Working with the League Welfare Officer. 
• Working with your County FA Welfare Officer. 
• Promoting The FA’s RESPECT Programme and helping to develop best practice 

processes. 
• To help club personnel understand what their duty of care towards children and young 

people actually means and entails on a day-to-day basis. 
• Safeguarding children policy, anti-bullying policy and equality policy. 
• Responsible recruitment processes including the taking up of references and 

submitting FA CRB checks (getting the right people into the game). 
• Implement The FA RESPECT Codes of Conduct 
• Understand the aims of the RESPECT programme the benefits of implementing the 

RESPECT Codes of Conduct. 
• The quick wins to be gained by using The FA’s Safeguarding Children Best Practice 

guidance (eg, travel, Trips and Tournaments, Photography Guidelines, Anti-bullying 
Policy and Safeguarding Children Policy Template); 

• How to refer a concern about the welfare of a child. 
 

Discipline Secretary 

Responsible To: 

Chairman & Executive Management Committee  
 

Responsible For: 

N/A 
 

Tasks: 

• To co-ordinate responses for disciplinary matters. 
• To advise Executive Management Committee of any suspensions for players, 

managers, or teams. 
• To liaise with the Chairman about disciplinary matters / issues relevant to the Football 

Club. 
• To inform players or managers if they have received a disciplinary notice. 
• To inform the Club Treasurer that disciplinary matters may come through. 

 

Fund-Raising & Sponsorship Co-Ordinator 

Responsible To: 

Chairman, Executive & Wider Management Committee  
 

Responsible For: 

Any sub fund-raising groups formed. 
 

Tasks: 

• Raising funds and sponsorship for the football club. 



• Applying for grants / sponsorship or other forms of financial assistance from 
organisations such as Sport England/Football Foundation, Local Authorities, or 
commercial companies. 

• Informing / Updating the Chairman & General Secretary of sponsorship offerings and 
grants available. 

• Coordinating fund-raising events, possibly two major events a year. 
• Ensuring events and activities are properly licensed with local authorities. 
• Liaise with the Social Media Co-Ordinator to ensure that events are communicated. 
• Ensuring that funds are properly accounted for, and information is passed on to the 

Club Treasurer. 
 

Social Medial Co-Ordinator 

Responsible To: 

Executive & Wider Management Committee  
 

Responsible For: 

N/A 
 

Tasks: 

• To raise the profile of the club in the local community. 
• To develop a Club Website. 
• To maintain a Club Website once developed. 
• Ensure the Club Website is updated with accurate information relevant to Executive 

& Management Committee details. 
• To ensure Club Website is updated with accurate information relevant to Teams 

within the Club. 
• To ensure that social events or other events are advertised within the Club Website. 

 


