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1. Overview 

1.1 These management policies are determined by the Club Committee and are intended, subject always to the Club Rules, to explain the appointment, terms of reference and operation of the various committees and subcommittees.  An overview of the management structure in terms of committees and subcommittees is depicted below.
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2. Vision, Values and Objectives

2.1 OCLT&CC is a club that provides high quality tennis and croquet services and facilities so that members can enjoy and improve their game, whatever their playing standard, in a friendly, supportive and sociable atmosphere. We are committed to upholding the values of fairness, transparency and inclusiveness in all the activities that we engage in.

2.2 The Club adopts the principle of teamwork in the running of Club activities.  These values and principle shall be used to guide each activity of the Club, including decision-making.

2.3 The high level objectives of the Club are set out in Club Rule 3. In practice the Club expects also to:

(i) provide competitive play in the form of tournaments and inter-club matches;

(ii) provide a high level coaching system to assist members of all standards to maintain and improve the playing standard;

(iii) arrange social activities and events; and

(iv) run a bar.

3. Tenure

3.1
Club Rule 6.4.5 on tenure applies to all committees and subcommittees. 
4. Conduct of Meetings  

4.1 General

1 Meetings to have agendas where items are clearly marked for information, discussion or decision and the necessary information is as far as practicable pre-circulated in order for the meetings to run smoothly.  A timetable of events could also be agreed with reference to previous year’s experiences. 

2 Committees to delegate to subcommittees and working groups as required which are to be given clear remits from the Committees they report to.  The subcommittees and working groups either discharge their responsibilities, periodically reporting on actions taken, or report back with options and recommendations.

3 Subcommittees of the Club Committee will ordinarily discuss matters within their remit and either decide the matter or recommend a way forward before the same matter is included on the Club Committee’s agenda.

4 If a member of a Committee or subcommittee believes they have a potential conflict of interest either directly or indirectly on a matter being considered they must declare this.  The Chair of the meeting will then decide if that person should be required to leave the meeting for the duration of the discussion and decision on that topic. 
4.2 Frequency and Attendance

1 The Club Committee meets as prescribed in Club Rule 7.1.  Other committees and subcommittees to meet as required, subject to review by their respective Chairs.  There will likely be periods of inactivity for some subcommittees and working groups coupled with periods of intense activity.

2 The attendance of non-Committee members is only necessary where individuals are needed to support discussion or facilitate a decision and then only on a specific agenda item, with no vote. 

3 If a member of a Committee or Subcommittee is unable to attend more than three consecutive meetings without the agreement of the Chair of the Committee or Subcommittee then the Chair of the Committee or Subcommittee can request that the absent person resign. 
4.3 Voting

(a) It is recommended that the Chair of each Committee try to achieve a consensus on issues.  However if voting is required then the voting convention as prescribed in Club Rule 7.4 applies to all Committees and Subcommittees.

(b) For the avoidance of doubt, ex officio members on Committees and Subcommittees also have one vote each and are subject to 4.3 (a) above, the same as other Committee members.

4.4 Minutes
(a) The minutes of the meetings of the Tennis and Croquet Committees are included in papers for the following Club Committee meeting.

(b) A report of decisions taken at Club Committee, Tennis Committee, and Croquet Committee meetings should be posted on the website and in the Clubhouse.

5. CLUB COMMITTEE

5.1 The Club Committee members’ roles and responsibilities are:

(a) The Club Chair provides overall leadership for all principal activities of the Club, having regard to the Club’s values, and focuses on the need for good governance and clear direction.  The Club Chair does not ordinarily hold any other positions except for being a member of the Alcohol Licence Subcommittee and an ex officio member of the Tennis Committee and Croquet Committee. 

(b) The Club Vice Chair supports the Chair and acts in place of the Club Chair if he or she is unable to attend any Club, Tennis, or Croquet Committee meeting.  The Club Vice Chair is accountable for generating and managing the club’s development programme of activities which will include the relaying of tennis courts.  The Club Vice Chair may act as a chair of specific working groups.  They are likely to play a key role in arbitrating any disputes that emerge in subcommittees. He or she could, though need not, progress to Chair role.

(c) The Executive Secretary is responsible for the secretarial activities of the club including all legal, administrative and compliance duties and he or she has the primary objective of ensuring that Club policies and guidelines are codified.  The Executive Secretary monitors that decisions of Club Committee are executed.  He or she is also a primary channel between the Club Committee and subcommittees.

(d) The Treasurer is responsible for keeping accurate financial records, providing the Committee with annual budgets and regular financial reports in order to make informed decisions and ensuring appropriate financial policies and procedures are in place.
(e) The Director Membership is responsible for all activities associated with membership recruitment and renewals as well as marketing and communications.

(f) The Director Club House & Grounds leads a team with responsibility for all court maintenance, grounds, floodlights, and clubhouse.

(g) The Chair of Tennis leads the Tennis Committee which is responsible for all tennis services.

(h) The Chair of Croquet leads the Croquet Committee which is responsible for all croquet services.

(i) The Social Secretary leads the social activities of the Club with a supporting team that organises periodic social activities for OC as a whole.  He or she may also attend other subcommittees or working groups to discuss possible social activities. Croquet should be included in any supporting team to reinforce a one Club culture by bringing Tennis and Croquet together whenever practicable.

(j) The Member Representative acts as a two-way channel between members and the Committee and is to be the first point of contact for any issues tabled by members.  While recognising Club Committee collective responsibility he or she will have a key role if individual members or groups of members wish to petition for a specific action, development or change in the way the Club is run.  He or she will also be available to lead and participate on project subcommittees if requested by the Chair.

5.2 Member Issues:

(a) That the Club Committee includes as a standing item on its agenda “Member Issues”.  

(b) That any member can ask for any matter to be included in “Member Issues” at a Club Committee meeting.  

(c) The Member Representative will first discuss the matter with the member.  The Member Representative in consultation with the requesting member(s), the Club Chair and Executive Secretary will determine how best to progress the matter, at what level within the Club’s processes, the timing and supporting information needed.  It will then be noted at the Committee meeting and either a decision made or referred to the appropriate Committee member, working group, or subcommittee for further consideration.  The outcome is to be reported back to the Committee where the item was tabled and to the member or members who raised the matter.

6. Club Committee’s Standing Subcommittees

6.1 The following general rules apply:

(a) Appointments on subcommittees or working groups of the Club Committee: the Chair of the subcommittee/working group is nominated by the Club Chair and approved by the Club Committee; the Chair of the subcommittee/working group then nominates its members to be approved by the Club Chair.

(b) A Croquet representative is to sit on subcommittees and working groups of Club Committee where topics of general Club interest may be addressed, i.e. all except Tennis Committee and its subcommittees and working groups.

(c) Development matters are collectively the responsibility of the Club Committee, with oversight by the Vice Chair, which should establish working groups to deal with specific projects.

(d) Committees may create subcommittees and special purpose working groups as required. 

6.2 Finance Committee

The Finance subcommittee consists of:

· Treasurer (Chair)

· 2 or more Members

(a) This will include a representative of Croquet and possibly the Book Keeper and others as nominated by the Treasurer.

(b) Responsibilities of the Finance Committee include oversight of all finance-related activities including: budgets; investment strategy; consideration of the need for fund raising; development of annual timetable of finance-related activities; recording working practices covering all finance areas; recording finance principles significantly affecting finance operations, e.g. sinking fund process, budget process/overhead allocation for sections of membership.

6.3 Membership, Communications and Marketing Committee

The Membership, Communications and Marketing subcommittee consists of:

· Director Membership (Chair)

· 2 or more Members

(a) This will include a Croquet representative and others as nominated by the Director Membership.  

(b) The role of the Membership, Communications & Marketing Committee includes oversight of: the annual membership renewal process; processes for recruiting and retaining members; Open Days (if held); member communications; marketing strategy; developing annual timetable of membership-related activities; and recording up to date membership renewal working practices.  

(c) The subcommittee should also be involved in any review of membership categories marketing and communications, including external communication. 

(d) Subcommittee may set up working groups for specific purposes, e.g. Open Day.

6.4 Conduct Committee

The Conduct subcommittee consists of:

· Chair of Tennis and Chair of Croquet (Co-Chairs)
· 2 or more Members

(a) All Member positions are nominated by the Chair of Tennis and/or Chair of Croquet and approved by the Club Chair.

(b) The role of the Conduct Committee to implement the Club’s Use of Courts and Use of Lawn policies as regards behaviour and etiquette.  

6.5 Club House & Grounds Committee  

The Club House & Grounds subcommittee consists of:

· Director Club House & Grounds (Chair)

· 3 or more Members

(a) This will include the Grounds Manager, Facilities Manager, Croquet Lawn Manager, Tennis Courts Manager and others as nominated by the Director Club House & Grounds.  

(b) The role of the Club House & Grounds Committee is to oversee management of all courts, floodlights, croquet lawn, grounds and clubhouse.

(c) The Director Club House & Grounds or the Tennis Courts Manager, or in their absence a majority of the Tennis Committee members present, shall decide whether the tennis courts are fit for play.  The Club Committee may close any of the courts temporarily at their discretion.    

(d) The clubhouse bar is the responsibility of this subcommittee, however the management of the purchase of alcohol for the club and the supply of alcohol by the club will be done by the Bar Subcommittee.  

(e) The subcommittee would review, monitor and manage all grounds maintenance, including the watering of plants, cleanliness of courts, and cleanliness of clubhouse.  

(f) The subcommittee is also responsible for the security of the clubhouse and grounds.  

(g) Croquet lawn remains operationally the responsibility of the Croquet Committee.  

(h) The maintenance of tennis courts is to be jointly managed by the Director Clubhouse & Grounds and the Tennis Courts Manager who represents the Tennis Committee.  

6.6 Bar Committee  

The Bar subcommittee (which is referred to as the Liquor Licence Subcommittee in the Club Rules) consists of:

· A Club member appointed by the Club Committee (Chair)

· Club Chair

· Director Club House & Grounds

· Social Secretary

(a) Section 64 of the Licensing Act 2003 requires that the purchase of alcohol for the club, and the supply of alcohol by the club, are managed by a committee whose members are members of the club, have attained the age of 18 years, and are elected by the members of the club.  

(b) The Bar Committee will fulfil this role and will meet as required.  

(c) Minutes are to be recorded for compliance purposes including a regular report from the Director Club House & Grounds.

(d) The purchases by the Club and the supply by the Club of intoxicating alcohol shall be managed by the Bar Committee which shall be responsible to the Club Committee.  Responsibilities shall include oversight of the general organisation of the bar including opening, ordering stock, applying for licence extensions for social occasions and handling the bar finances as agreed with the Club Committee, and complying with all licensing laws.

(e) Intoxicating alcohol may only be sold to, or consumed by, any person on the premises of the Club in accordance with the terms of the Club’s licence.   As soon as possible and in any case within 28 days after the making of any alteration or addition to these rules the Executive Secretary must give written notice of the alteration or addition to the proper Licensing Authority.   

6.7 Social Committee  

The Social subcommittee consists of:

· Social Secretary (Chair)

· Other Members

The role of the Social Committee is work with the Social Secretary to develop and run the social activities of the Club.

6.8 Archives Committee  

The Archives subcommittee consists of:

· Club Archivist (Chair)

· Other Members

(i) This will usually include the Executive Secretary and others as nominated by the Club Archivist.  

(j) The role of the Archives Committee is to: evaluate existing records (including material objects, and other memorabilia) for preservation and retention; ensure that documents etc are catalogued/indexed/recorded in an accessible way; arrange the acquisition and cataloguing of new records; create a computer-based system for the storage and management of all virtual materials; interview as appropriate members past and present to add memoirs to the archive; and subject to time and opportunity, compile accounts of the Club’s history, or episodes thereof, and producing this in written or oral form for the interest and information of members and others.

6.9 Art Committee  

The Art subcommittee consists of:

· Director Clubhouse & Grounds (Chair)

· Other Members
a) This will include members as nominated by the Director Clubhouse & Grounds.  

b) The role of the Art Committee is to manage and oversee the display of art in the Clubhouse.
6.10 Tennis/Croquet Liaison Committee  

The Club Committee may convene a Liaison subcommittee of an equal number of Tennis Committee or subcommittee members and Croquet Committee members to discuss and make recommendations to the Club Committee or a standing subcommittee on any matters of mutual interest.

6.11 Surrey LTA  Councillors   

Candidates to stand as Surrey LTA Councillors representing Old College are nominated by the Club Chair and approved by the Club Committee.

7. Contracted Personnel

7.1 All contracted personnel are to have clear reporting lines, e.g. Book Keeper to Treasurer, Facilities Manager to Director Club House & Grounds, and Cleaner to Facilities Manager.  Also see 11.2 below re Head Coach.

7.2 An annual performance review be done of all contracted personnel involving the Club Chair, or their representative, together with the contracted personnel and the person they have been reporting to over the year (e.g. in the case of the Facilities Manager the annual review would be done by the Director Club House & Grounds together with the Club Chair and in the case of the Clubhouse Cleaner the annual review might be done by the Director Club House & Grounds, representing the Club Chair, and the Facilities Manager).

8. TENNIS COMMITTEE

8.1 The Tennis Committee consists of:

· Chair

· Vice Chair (Chair of Club Committee)

· Head Coach

· Men’s Captain

· Ladies’ Captain

· Mixed Captain

· Director Juniors

· Director Court Allocation

· Director Club Managed Courses
· Director Tournaments

· Surrey LTA Representative

· Welfare Officer 

(a) The positions of Tennis Chair, Men’s Captain, Ladies’ Captain, Mixed Captain and Director Juniors are elected by tennis members at a Club general meeting.  

(b) The Director Court Allocation, Director Club Managed Courses, Director Tournaments, LTA Representative, and Child Welfare Officer are appointed.  Note that one person could fill two roles if needed, for example the Men’s Captain could also fill the role of Director Tournaments.

(c) That the Club Chair and Head Coach are ex officio members.

(d) The Tennis Committee will appoint one of its members to act as the Tennis Courts Manager on the Clubhouse & Grounds subcommittee to represent the Tennis Committee and jointly manage with the Director Clubhouse & Grounds the court maintenance program (note that court resurfacing is a development project).

8.2 The Tennis Committee shall among other things be responsible for:  

(a) The enforcement of the Club’s policies relating to tennis play and court use, dress and behaviour

(b) Organising and running Club sessions

(c) The playing in of prospective Peak/Off-Peak Intermediate/Improver members in association with the Head Coach and the Tennis Chair. *

(d) Club tournaments

(e) Provision of tennis balls

(f) Management of the club’s court booking system. 

(*) The Head Coach in association with the Tennis Chair is responsible for the playing in/up of prospective/existing Peak/Off-Peak members into the Advanced playing level.
8.3 The Tennis Committee members’ roles and responsibilities are:

(a) The Tennis Chair leads the club in the planning and provision of tennis services to members and ensures those services are provided in a manner that is consistent with the Club’s values.  The Tennis Chair will not ordinarily hold any other positions except for being the Coach liaison and an ex officio member of the Club Committee and the Junior Teams subcommittee.  This is to allow the Tennis Chair to focus on the tasks associated with being a Chair and to allow others to run the respective tennis service activities of the club.  The Tennis Committee has collective responsibility for monitoring Club sessions, Clubmark compliance and related development.

(b) The Head Coach provides tennis services consistent with their contract.  If the Head Coach believes they have a potential conflict of interest either directly or indirectly on a matter being considered by the Tennis Committee they must declare this.  If however the Tennis Chair believes that the Head Coach has an actual or perceived conflict of interest in a matter being discussed then the Tennis Chair should report this to the meeting.  The Tennis Chair will decide if the Head Coach should be required to leave the meeting for the duration of the discussion and decision on the matter where there is an actual or perceived conflict of interest.

(c) The Men’s Captain leads and manages the Men’s teams. The Men’s Captain shall oversee men’s team entries and selections, and appoint the individual team captains as and when necessary.  They shall promote team practices and trials via the individual team captains and liaise with the Head Coach regarding men’s teams’ squad coaching. 

(d) The Ladies’ Captain leads and manages the Ladies’ teams. The Ladies’ Captain shall oversee ladies’ team entries and selections, and appoint the individual team captains as and when necessary.  They shall promote team practices and trials via the individual team captains and liaise with the Head Coach regarding ladies teams’ squad coaching. 

(e) The Mixed Captain leads and manages the mixed teams.  The Mixed Captain shall oversee mixed team entries and selections, and appoint the individual team captains as and when necessary.  They shall promote team practices and trials via the individual team captains and liaise with the Head Coach regarding mixed teams’ squad coaching.

(f) The Director Court Allocation Chairs the Court Allocation Subcommittee whose role is to implement the Club’s court allocation policy. 

(g) The Director Club Managed Courses is responsible for the coaching courses that are managed by the Club.    The role entails: defining and agreeing the course plans with the Head coach, individual coaches and Ladies', Men's and Mixed team Captains where applicable; making proposals for approval of the courses to the Tennis and Finance committees; managing the courses, including any sign up processes if required, collecting feedback, and monitoring the agreed budgets; and identifying requirements for any new courses in-conjunction with the Head Coach.

(h) The Director Tournaments leads and manages the club tournaments as per their job description.  This covers all internal tournaments including the club championships, junior championships, box leagues, and singles ladders.

(i) The Director Juniors represents the Junior section of the Club on the Tennis Committee and together with the Welfare Officer will need to have adequate knowledge of child protection issues and comply with child protection policy.  Will need to work closely with the Head Coach and coaches.

(j) The Surrey LTA Representative is responsible for all Surrey LTA related matters as they pertain to Old College.  There may also an alternate Surrey LTA Representative and together they act as a team.  The role of the Surrey LTA Representative includes managing the registration of Old College teams in LTA leagues and the management of the Club’s Wimbledon allocation of tickets.  They also monitor the Surrey and LTA Loans and Grants schemes for opportunities for Old College.  In conjunction with the Tennis Chair, they manage the visits by the Surrey Tennis Development Manager on their periodic inspections of the Club.
(k) The Welfare Officer’s role is to respond to any welfare issues that arise for any children, young people, and adults at risk in a confidential and sensitive manner.  To actively promote the safeguarding of any children, young people, and adults at risk in our Club.
9. Tennis Committee’s Standing Subcommittees

9.1 The following general rule applies to all subcommittees except the Court Allocation Committee: that for appointments on subcommittees/working group of the Tennis Committee, the Chair of the subcommittee/working group is nominated by the Chair of Tennis and approved by the Club Chair.  The Chair of the subcommittee/working group then nominates its members to be approved by the Chair of Tennis.

9.2 Court Allocation Committee

The Tennis Committee creates a Court Allocation subcommittee (CAC) consisting of:

· Director Court Allocation (Chair)

· Court Booking System Administrator

· 1 or more Members

(a) All these positions are nominated by the Chair of Tennis and approved by the Club Chair.

(b) The role of the CAC is to implement the Club’s court allocation policy.  The Tennis Committee is responsible for formulating and proposing changes to the Club’s court allocation policy.  The Tennis Committee will seek feedback from the CAC on any changes to the court allocation policy.  The Club’s court allocation policy and any changes to it shall be ratified by the Club Committee.  The implementation of the court allocation policy is monitored by the Tennis Committee.  If there are any disputed decisions of the CAC then these are resolved by reference to the Club Chair or their representative (e.g. Vice Chair of Club Committee).

9.3 Tournaments Committee

The Tennis Committee creates a Tournaments subcommittee consisting of:

· Director Tournaments (chair)

· 2 or more Members

(a) The role of the Tournaments Committee is to run the Club’s tournaments. 

9.4 Men’s Teams Committee

The Tennis Committee creates a Men’s Teams subcommittee consisting of:

· Men’s Captain (Chair)

· Men’s Team Captains

· Senior Coaches

(a) The role of the Men’s Teams Committee is to manage Men’s team tennis.  

9.5 Ladies’ Teams Committee

The Tennis Committee creates a Ladies’ Teams subcommittee consisting of:

· Ladies’ Captain (Chair)

· Ladies’ Team Captains

· Senior Coaches

(a) The role of the Ladies’ Teams Committee is to manage Ladies’ team tennis. 

9.6 Mixed Teams Committee

The Tennis Committee creates a Mixed Teams subcommittee consisting of:

· Mixed Captain (Chair)

· Mixed Team Captains

· Senior Coaches

(a) The role of the Mixed Teams Committee is to manage mixed team tennis. 

9.7 Junior Teams Committee

The Tennis Committee creates a Junior Teams subcommittee consisting of:

· Director Juniors (Chair)

· Head Coach (Vice Chair)

· Chair of Tennis 

· Parent Captains

(a) The role of the Junior Teams Committee is to manage junior teams.  
10. Tennis Use of Courts Policy 

10.1 The Tennis Committee may, subject to ratification by the Club Committee, at any time make, amend or annul a tennis use of courts policy for the regulation of play, including playing hours, booking times, attire, amenities and use of the grounds. They shall be posted in the clubhouse and remain in operation unless revoked by the Tennis Committee and ratified by the Club Committee.  Details of any such variation shall be posted in the clubhouse one week before they may be implemented.

11. Tennis Coaching

11.1 The Club Committee may appoint a Head Coach, and Assistant Coach, additional coaches and Leaders with responsibility for squad and section coaching as agreed by the Club Committee and Tennis Committee.  No member may undertake paid coaching on Club courts without the express permission of the Club Committee.

11.2 It is the responsibility of the Chair of Tennis to liaise with the Head Coach and the Head Coach reports to the Chair of Tennis.  The Head Coach will also be an ex officio member of the Tennis Committee. 

11.3 Arrangements for the management of contracted personnel as set out in 6.1 apply to coaching.  The annual performance review of the coaching contract is the responsibility of the Club Chair and he or she is assisted by the Chair of the Tennis Committee when doing that review.  Further, that the Club Chair and Tennis Chair seek input from the Director of Juniors as well as the Men’s, Ladies’ and Mixed Captains. 
12. CROQUET COMMITTEE

12.1 The Croquet Committee consists of:

· Chair

· Vice Chair (Chair of Club Committee)

· Croquet Treasurer 

· Croquet Lawn Manager

· 2 or more members 

(a) The Croquet Chair is elected by Croquet members at a Club general meeting. 

(b) The Club Chair is an ex officio member. 

(c) The Croquet Committee shall determine if the other positions are elected by Croquet members or nominated for appointment by the Croquet chair. The Club Chair will ratify appointments. 

12.2 The Croquet Committee members’ roles and responsibilities are:

(a) The Croquet Committee Chair leads the club in the planning and provision of croquet services to members having regard to whether those services are provided in a manner that is consistent with the Club’s values.  

(b) The Croquet Treasurer is responsible for the collection of membership dues from Croquet members, oversight of the funding of croquet operations and development and preparing accounts of the Croquet section for the Club Treasurer.  The Croquet Treasurer will sit on the Club’s Finance Committee. 

(c) The Croquet Lawn Manager is responsible for the maintenance of the croquet lawn and representing Croquet on the Club’s Club House and Grounds Committee. 

(d) The Members x 2 etc. will fulfil duties as required by the Croquet Committee. 

(e) The Croquet Committee will determine who represents Croquet on other Club subcommittees and working groups. 

13. Croquet Committee’s Standing Subcommittees and Working Groups

13.1 The following general rules apply: 

(a) That for appointments on subcommittees/working group of the Croquet Committee, the Chair of the subcommittee/working group is nominated by the Chair of Croquet and approved by the Club Chair.  The Chair of the subcommittee/working group then nominates its members to be approved by the Chair of Croquet. 

14. Croquet Use of Lawn Policy

14.1 The Croquet Committee may, subject to ratification by the Club Committee at any time, make, amend or annul a croquet use of lawn policy for the regulation of play, including playing hours, booking times, attire, amenities and use of the grounds.  They shall be posted in the clubhouse and the croquet shelter and remain in operation unless revoked by the Croquet Committee and ratified by the Club Committee.  Details of any such variation shall be posted in the clubhouse one week before they may be implemented.

Authorised by: Club Committee

Date:   23rd February 2016
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