
Chairperson 

1. To ensure the Clubs Officials function properly. 

 Make sure that each meeting is planned effectively. 

 Conducted each meeting according to the constitution. 

 Deal with matters in an orderly, efficient manner.  

 Make the most of all his/her official members and ‘lead the team'.  

 Regularly review the officials’ performance and identify and rectify any problems. 

2. To ensure the club is managed effectively. 

 Co-ordinate the officials to ensure that appropriate policies and procedures are in 

place for the effective management of the club. 

3. To represent the club as its figurehead. 

 The Chairperson may from time to time be called upon to represent the club and 

sometimes be its spokesperson at, for example, functions or meetings. 

 Preparing a report of the club's activities for the year, for the Annual General 

Meeting.  

Secretary 

1. Ensuring meetings are effectively organised and minuted. 

 Liaising with the Chair to plan meetings. 

 Receiving agenda items from members. 

 Circulating agendas and reports. 

 Taking minutes.  

 Circulating approved minutes. 

 Checking that agreed actions are carried out. 

2. Maintaining effective records and administration. 

 Filing minutes and reports. 

 Compiling lists of names and addresses that are useful to the club, including those of 

appropriate officials. 

 Keeping a record of the club’s activities. 

 Keeping a diary of future activities. 

3. Upholding legal requirements. 

 Acting as custodian of the club's constitution. 

 Checking quorum is present at meetings. 

 Ensuring elections are in line with stipulated procedures. 

 Ensuring club's activities are in line with its objects. 

4. Communication and correspondence. 

 Responding to all correspondence. 



 Filing all correspondence received and copies of replies sent. 

 Keeping a record of any of the club's publications (e.g. newsletters). 

 Reporting the activities of the club and future events to members. 

 

Treasurer 

1. General financial oversight. 

 Oversee and present budgets, accounts and financial statements. 

 Liaise with designated officials about financial matters. 

 Ensure that appropriate financial systems and controls are in place. 

 Ensure that record-keeping and accounts meet the conditions of the club. 

 

2. Maintaining effective records and administration. 
 

 Keeping up-to-date contact details (i.e. names, addresses and telephone numbers) for 

the officials and ordinary members of the club. 

3. Funding, fundraising. 

 Advise on the club's fundraising strategy. 

 Ensure use of funds complies with conditions set by funding bodies. 

 Ensure fundraising complies with relevant legislation and is bound by effective 

financial systems and controls. 

 Ensure effective monitoring and reporting. 

4. Financial reporting. 

 Present regular reports on the club's financial position. 

 Present accounts at the AGM. 

 Advise on the club's reserves. 

5. Banking, book-keeping and record-keeping. 

 Manage bank accounts. 

 Set up appropriate systems for book-keeping, payments, lodgements & petty cash. 

 Ensure everyone handling money keeps proper records and documentation. 

6. Control of fixed assets.  

 Ensure proper records are kept. 

 Ensure required insurances are in place. 

 

Social Secretary 

1. Arranging of social events. 

 Organise and arrange the annual ‘Christmas’ event. 

 Organise and arrange the annual ‘Summer’ event. 



2. Communication and correspondence. 

 Responding to all correspondence. 

 Filing all correspondence received and copies of replies sent. 

 Notifying members of upcoming and proposed events.  

 To act as a point of contact for those wishing to arrange social events. 

3. Promotion of social events. 

 To encourage regular events every 8 weeks with suggestions by members. 

 To encourage articles for the bulletin about events which have taken place. 

 

Competitions Secretary 
 

1. Promote Hang Gliding and Paragliding competitions within the 

club. 
 

 Arrange the Annual Frostbite competition. 

 Encourage pilots to compete in competitions. 

 Encourage reports to be made for the bulletin on competitions that members have 

competed in. 

 Encourage and develop the Kernow XC league in conjunction with the XC league co-

ordinator. 

 

2. Communication and correspondence. 
 

 Notify members of up and coming competitions open to the membership within the 

UK with special onus on those of a club type nature. 

 To act as a point of contact for those wishing to attend competitions. 

 

Site Officer 
 

1. Uphold the continuing use of negotiated flying sites. 
 

 Advise the club of any problems from the Landowner or interested parties. 

 Advise the club of any issues from the use of the site that may cause problems. 

 

2. Communication and correspondence. 
 

 Provide a point of contact for landowners and interested parties. 

 Provide a point of contact for club members regarding site use. 

 Communicate with site Landowners / tenants annually and provide suitable token gift 

where applicable. 

 

 

 

 



XC Co-ordinator 
 

1. Promote XC flights by club members within Cornwall.  
 

 Encourage pilots to participate in XC. 

 Provide information and results to the Bulletin on a monthly basis. 

 Produce, update and publish the rules of the club competitions.  

 Develop rules for competitions in conjunction with the HG and PG competition 

secretaries. 

 Assess flights submitted to ensure that they comply with air law and comply with the 

spirit of competition as far as practically possible. 

 Co-ordinate the return and inscribing of the club trophies. 

 

2. Record keeping. 
 

 Keep records of flights as submitted by club members. 
 Keep a record of who was awarded club trophies. 

 Produce an up to date table of results as the season progresses. 

 

3. Communication and correspondence. 
 

 Advise the Chairman at the end of the XC season who should be awarded each trophy. 

 

Safety Officer 

 

1. Promote a safe flying environment within the club. 
 

 Encourage members to fly safely and considerately at all flying sites. 

 Encourage members to report accidents and incidents to the club and BHPA. 

 Investigate any concerns or flying incidents brought to his/her attention. 

 

2. Communication and correspondence. 
 

 Relay any information regarding safety defects in equipment to members. 

 Act as point of contact with any safety issues. 

 

3. Record keeping. 
 

 Keep a record of incidents reported. 

 

 

 

 

 

 

 

 



Webmaster 
 

1. Maintain the club website. 
 

 Payment for domain name registration and hosting The Webmaster will be 

reimbursed by the Treasurer on presentation of receipts. 

 Keeping the software packages up to date with published standards. 

 Amending contact forms and contact pages following any change in clubs officials. 

 Making amendments to the website as requested by the Chairman or as agreed at a 

club meeting within 2 weeks of the request. 

 Resetting passwords as requested. 

 Investigate enhancements to the website. 

 

2. Manage the website User database. 
 

 Control access levels for Administrator 

 Control access levels for Bulletin Editor and Secretary. 

 Control access levels for Club Members 

 Control access levels for Subscribers 

 

3. Maintain the website User database.  
 

 Keep records of current members. 

 Keep records of past members. 

 Maintaining and updating Subscriber passwords and informing them of the update. 

 

4. Monitor posts made using the ‘Chat’ and ‘Facebook Group Feed’ 
 

 Remove offensive or inappropriate material. 

 Report any such material to the Chairman. 

 Inform any individual of removal of content. 

 Remove access rights from any individual who continues to post inappropriate 

material. 

 

Bulletin Editor 
 

 Produce and edit the monthly bulletin. 

 Encourage members to report for the bulletin on their various activities. 

 Where possible gather material at the various events throughout the year i.e. photos 

for inclusion in the bulletins. 

 Inform the members via email when the bulletin is published online.  

 

 

 

 

 

 



Club Coach 

 Provide information, guidance and help in a safe, proven manner to club pilot 

qualified for the activity undertaken. 

 Support and assist the Senior Coach(es) by sharing coaching duties. 

 Improve their own flying and coaching skills and knowledge in various ways, 

including studying handbooks, articles in Skywings (especially the Safety Matters 

Page) and Incident Summaries and Safety Notices. 

 Operate safely within their known skills and personal environments in accordance 

with the recognised procedures and regulations. 

 Promote the use of the Incident Reporting scheme within the club. 

 Maintain and promote a positive attitude to the sport, the FSC and the BHPA. 

 Uphold their duty of care to other members and members of the public. 

Senior Coach 

 All the responsibilities of a Club Coach. 

 Organising and co-ordinating coaching within the club. 

 Encouraging pilots to use the club coaching facility through effective promotion and 

education. 

 Establishing and maintaining an effective coaching team within the club. 

 Maintaining an effective liaison with the Club Safety Officer. 

 Supervising and monitoring the development of potential coaches, and assisting in the 

selection and appointment of Club Coaches. 

Chief Coach 

 All the responsibilities of a Club Coach. 

 All the responsibilities of a Senior Coach. 

 Where there is no Club Safety Officer to assume his responsibilities. 

 Select and appoint Senior Coaches. 

 Maintain an effective liaison with the FSC. Chief Coaches should have regular 

contact with the FSC, and in particular they should keep the FSC fully informed of 

new ideas or any difficulties occurring in their clubs. 

 


