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Attachment 1


Job Description of Executive Council Members
I.
Introduction

As per Clause 84 of the HKNA’s Articles of Association, the Executive Council shall have the power to make and amend By-Laws for the purposes as outlined in the said Clause.

This Executive Council By-Law aggregates key resolutions and decisions recommended and endorsed by the Executive Council, or areas not covered under the HKNA’s Memorandum & Articles of Association but of interest to the HKNA to be covered under the HKNA’s By-Law.

This By-Law will be updated by the Hon Secretary as and when changes or new procedures are proposed and passed at Council Meetings and minuted as such.  

A separate By-Law regulates the conduct and rules and regulations relating to netball leagues arranged by the HKNA
Capitalized terms not otherwise defined in these By-Laws have the same meanings as in the Articles of Association.

II.

Executive Council

This section is a supplement to Clause 24 to Clause 49 of the Articles of Association.

(a) Nomination and Representation of Executive Council Members
Any club having three or more teams playing in the Hong Kong Netball League must nominate at least one member for election to the Executive Council to be voted on at each A.G.M.  If such member vacates office as a member of the Executive Council, the club of which such member is a member must as soon as possible nominate another member to fill the vacancy on the Executive Council which person shall hold the position until the next A.G.M.

(b)
Structure of the Executive Council 

Other than the four core Executive Council Members (President, Vice President, Honorary Secretary, Honorary Treasurer) as outlined in Clause 24 of the Articles of Association, the other members of the Executive Council may fill the positions as listed below:  
· Hong Kong Netball League Convenor

· Mixed League Convenor

· Men’s League Convenor

· Umpiring Convenor

· Coaching Convenor

· Sponsorship Convenor

· Development Convenor

· Schools Convenor

· Universities Convenor

· Publicity / IT Convenor

· National Team Co-ordinator

· Equipment/Facilities/VenueConvenor

· Any other convenor roles as determined by the Executive Council

Which positions are required and/ or made available for each year will be determined by the Executive Council, as described below.

(Honorary Secretary as per the Articles of Association Clause 32 carries a dual responsibility of Membership Convenor)
An Executive Council member may hold more than one of the above listed convenorship roles as and when agreed by the Executive Council member.  The structure and the set up of the Executive Council for the year is dependent on the programmes the HKNA proposes to undertake and/or implement during the year and may be changed or vacanted by decision of the Executive Council  

Job descriptions of the various Executive Council members are attached in Attachment I.  Changes may be made by the President or by the Executive Council member involved and endorsed by the President as and when needed.
(c)

Conflict of Interest

The Executive Council members will discuss and make decisions on various agenda as per the objectives of the HKNA as outlined in Clause 3 of the Memorandum of Association.  

As the Executive Council members may be representing different clubs or teams and may hold other related positions within HKNA including but not limited to National Coach, candidate for National Coach, National Team Manager, candidate for National Team Manager, National Team Player or salaried staff of the HKNA, potential conflicts of interest may arise when the Executive Council discusses and votes on certain issues.
As and when such potential conflict of interest arises, as determined by the President, or if the President is not present, then by the chair of the relevant Executive Council meeting , the member involved in the issue being considered must not be present in the Executive Council meeting when the issue is being discussed, and must refrain from voting on resolutions regarding that issue.

For the avoidance of doubt, the following are issues potentially creating conflict of interest, and therefore likely (if the President/Chair so decides) to require the involved member to excuse himself from the discussion and the voting –
· Selection of National Team Coach and / or National Team Manager or related assignments in which the member is one of the candidates

· Discussion of staff’s job responsibility, performance, appraisal, remuneration or related issues in which the staff sits as a Council member

· Nomination and endorsement of Life Member in which the Executive Council member is one of the candidates

Where the Executive Council is considering a complaint relating to a team/club that an Executive Council member represents, the relevant member may sit in the meeting to discuss the issue, but must refrain from voting  on any resolution concerning disciplinary advice or action that may be taken against  the team/club or players in the team/club the Executive Council member represents.

(d) Attendance at Executive Council Meetings

Any member of the Executive Council failing to attend three consecutive meetings without reasonable excuse shall cease to be a member of the Executive Council.

(e) Executive Council Member – refund of membership fee

Any Executive Council member who has fulfilled his/her duties and obligations as an Executive council member can request that HKNA refund of her/his membership fee at the end of the then current year.  Refunds will be made and payable to Club/Team and not to the Executive Council member.
III.
Representation at Annual General Meeting and Extra-ordinary General Meetings
Attendance at any A.G.M. or E.G.M. is open to all Voting Members of the HKNA as defined under Clause 5 of the Articles of Association.  Each member who attends the A.G.M. or E.G.M. has one vote for the meeting.
In order to encourage members’ participation in A.G.M.s and E.G.M.s, each team playing in the Hong Kong Netball League and the Men’s League must ensure that at least (2) members who play for such team are present in person at each A.G.M. and E.G.M.

IV. Corporate Governance

(A)
Hong Kong Netball Association

Code of Conduct for Staff and Council Members
This Code of Conduct is drafted by Leisure and Cultural Services Department, Hong Kong Government and amended (where necessary) and accepted for use by HKNA.  This governs the code of conduct of our staff and Executive Council members. 
Introduction

1.
Hong Kong Netball Association (“HKNA”) is fully committed to the principle of honesty, integrity and fair play in all its businesses and activities.  All staff should ensure that the businesses of the HKNA, such as procurement of sports and office equipment and hiring of staff and services, processing of applications and selection of athletes for enrolment in sports activities, are dealt with in an open, fair and impartial manner.

2.
This Code of Conduct sets out the basic standard of conduct expected of all staff and Executive Council members and the HKNA’s policy on such matters as acceptance of advantages and declarations of conflicts of interest.  This Code also applies to temporary or part-time staff employed by the HKNA.
Prevention of Bribery Ordinance

3.
Under Section 9 of the Prevention of Bribery Ordinance (Cap. 201), an employee who solicits or accepts an advantage in relation to his employer’s business or affairs without the latter’s permission may commit an offence.  The term “advantage” is defined in the Ordinance and includes almost anything of value, except entertainment, such as money, gift, commission, loan, fee, reward, office, employment, contract, service or favour (Appendix 1).

Acceptance of Advantages

4.
It is the policy of the HKNA to prohibit all staff from soliciting any advantage from any persons having business dealings with the HKNA (e.g. suppliers, contractors, members, athletes, coaches, activity participants).  Staff who wish to accept any advantage from such persons should seek special permission from the Executive Council prior to the acceptance.

5.
Any gifts offered voluntarily to the staff in their official capacity are regarded as gifts to the HKNA and they should not be accepted without permission.  Staff should decline the offer if the acceptance could affect their objectivity in conducting the HKNA’s business, or induce them to act against the interest of the HKNA, or lead to complaints of bias or impropriety.

6.
For gifts which are presented to staff in their official capacity and of nominal value (below HK$1,000), the refusal of which could be seen as unsociable or impolite (e.g. a plaque presented to a staff member during a seminar in which he is invited to be the guest speaker), the Executive Council has given a blanket permission for the staff to accept these gifts.  In other circumstances, the staff should apply in writing to the Executive Council for permission to accept the gifts.  Each application will be carefully considered by the Executive Council.  Proper records of these applications should be kept showing the name of the applicant, the occasion of the offer, the nature and estimated value of the gift, and whether permission has been granted for the applicant to retain the gift or other directions have been given to dispose of the gift.  Possible methods for disposal of such gifts are listed at Appendix 2.

7.
There is however no restriction on the acceptance of advantages, in the staff’s private capacity, from any person who does not have any official dealings with the HKNA.  In case of doubt, the staff should refer the matter to the Executive Council for advice and instruction.
Conflict of Interest

8.
A conflict of interest situation arises when the “private interests” of the staff compete or conflict with the interests of the HKNA.  “Private interests” means both the financial and personal interests of the staff or those of their connections including:

· family and other relations;

· personal friends;

· other clubs and societies to which they belong; and

· any person to whom they owe a favour or are obligated in any way.

9.
Staff should avoid using their official position or any information made available to them in the course of their duties to benefit themselves, their relations or any other persons with whom they have personal or social ties.  They should avoid putting themselves in a position that may lead to an actual or perceived conflict of interest with the HKNA.  Failure to avoid or declare any conflict of interest may give rise to criticism of favouritism, abuse of authority or even allegations of corruption.  In particular, staff involved in the procurement process should declare conflict of interest if they are closely related to or have beneficial interest in any company which is being considered for selection as the HKNA’s supplier of goods or services.  Appendix 3 provides some examples of conflict of interest situations which may be encountered by staff.

10.
When called upon to deal with matters of the HKNA for which there is an actual or perceived conflict of interest, the staff member should make a declaration in writing to his supervisor.  He should then abstain from dealing with the matter in question or follow the instruction of his supervisor who may (or may not) reassign the task to other staff.
Entertainment

11.
As defined in Section 2 of the Prevention of Bribery Ordinance, “entertainment” refers to food or drink provided for immediate consumption on the occasion, and any other entertainment provided at the same time.  Although entertainment is an acceptable form of business and social behaviour and is not an “advantage”, staff must not accept lavish or frequent entertainment from persons with whom the HKNA has official dealings (e.g. suppliers or contractors), so that they will not be placed in a position of obligation to the offerer.
Misuse of Official Position

12.
Staff who misuse their official position for personal gains or to favour their relatives or friends are liable to disciplinary action or even prosecution.  Examples of misuse include a staff member responsible for the selection of suppliers giving undue favour or leaking tender information to his relative’s company with a view to awarding the contract to the latter.  Other examples include reserving tickets for popular sports events for relatives and friends without permission and without going through the proper ticket allocation procedures.

Handling of Classified or Proprietary Information

13.
Staff are not allowed to disclose any classified or proprietary information to anybody without authorisation.  Staff who have access to or are in control of such information should at all times provide adequate safeguards to prevent its abuse or misuse.  Examples of misuse include disclosure of information in return for monetary rewards, or use of information for personal interest.  It should also be noted that unauthorised disclosure of any personal data may result in a breach of the Personal Data (Privacy) Ordinance (Cap. 486).

Property of the HKNA
14.
Staff given access to any property of the HKNA should ensure that it is properly used for the purpose of conducting the HKNA’s business.  Misappropriation of the HKNA’s property for personal use or resale is strictly prohibited.

Gambling

15.
Staff must not engage in frequent or excessive gambling with persons who have business dealings with the HKNA as well as among colleagues, particularly with subordinates.  If on social occasions where refusal of gambling is considered unsociable, the amount of money involved should not be significant.  Gambling in the HKNA’s premises is strictly forbidden.

Outside Employment

16.
Staff who wish to take up paid outside work, including those on a part-time basis, must seek the written approval of the HKNA before accepting the job.  Applications for outside work should be made to Committee for consideration.  Approval will not be given if the outside work is in conflict with the interest of the HKNA.

Compliance with the Code

17.
It is the personal responsibility of every staff member to understand and comply with the Code of Conduct.

18.
The HKNA Management will ensure that staff understand and comply with the standards and requirements stated in the Code.  Any problems encountered as well as any suggestions should be channeled to Committee for consideration and advice.

19.
Any staff member who violates any provision of the Code will be subject to disciplinary action.  In cases of suspected corruption or other criminal offences, a report will be made to the ICAC or the appropriate authorities.

Appendix 1

“Advantage” means :

(a)
any gift, loan, fee, reward or commission consisting of money or of any valuable security or of other property or interest in property of any description;

(b)
any office, employment or contract;

(c)
any payment, release, discharge or liquidation of any loan, obligation or other liability, whether in whole or in part;

(d)
any other service, or favour (other than entertainment), including protection from any penalty or disability incurred or apprehended or from any action or proceedings of a disciplinary, civil or criminal nature, whether or not already instituted;

(e)
the exercise or forbearance from the exercise of any right or any power or duty; and 

(f) any offer, undertaking or promise, whether conditional or unconditional, of any advantage within the meaning of any of the preceding paragraphs (a), (b), (c), (d) and (e),

Appendix 2

Ways to dispose of gifts presented to

a staff member in his official capacity

· If the gift is of perishable nature (e.g. food or drink), it may be shared among the office or during an activity organised by the HKNA.

· If the gift is of historical or other interest, it may be sent to a library or museum.

· If the gift is suitable for display (e.g. a painting, vase, etc), it may be retained for display in the recipient’s office or elsewhere in the HKNA. 

· If the gift is of low value (below HK$1,000), it may be donated to the HKNA’s social function as a lucky draw prize.

· If the gift is a personal item of low value (below $500), it may be retained by the recipient.

Appendix 3

Examples of Conflict of Interest Situations

· A staff member takes part in the selection of suppliers or contractors, and one of the bidders under consideration is his relative or close personal friend.

· A staff member has a financial interest in a company which is being considered for selection as the HKNA’s supplier of goods or services.

· A staff member accepts frequent or lavish entertainment or expensive gifts from the HKNA’s suppliers or contractors.

· A staff member hires a relative as coach.

· A staff member responsible for selling tickets of a popular sport programme reserves tickets for his relatives or personal friends without permission.

V.
Allocation of Financial Resources

Due to the limited resources of the HKNA, an appropriate financial resources allocation model is needed to allocate resources in a balanced way to achieve the goal of the HKNA, and put adequate resources in development.

Currently the HKNA is adopting the following target allocation.  This target allocation was approved in Financial Year 08-09 by the Executive Council at the December 2008 Meeting.   

Target Allocation of Revenue as a % of HKNA’s membership fee income*
	Development
	30-35%

	Youth Team
	10-15%

	Coaching and Umpiring
	20%

	Administration
	10%

	National Team
	10%

	Savings
	10-20%


This target allocation can be reviewed and adjustments can be made by the Executive Council anytime.  The dollar amount will be announced to the respective convenors at the beginning of the financial year.  Respective convenors for the year can plan programmes to use up the target allocation before reverting to the Executive Council if there is an intent to go beyond the allocated resources.   If there is any proposal to exceed the allocated resources, the respective convenors should seek approval in advance from the Executive Council.
The above target allocation is from the central funding pool of the HKNA.   This is on top of the annual subvention from LCSD relating to specific programmes the HKNA operates.
*this income denotes the net income after all HKNA fixed and staff salary expenses.

 VI.
Procedures for Programmes under LCSD partial or full Funding or under Hong Kong Coaching Committee
Refer to the LCSD Manual and HKCC Manual.
VII.  
Nomination for Scholarships

At times, the HKNA may be requested by netball players and members of the HKNA to nominate them for scholarships and / or nomination for admissions into universities / tertiary institutions.  The nominations are related to their participation and performance level demonstrated in the netball league arranged and/or co-ordinated by the HKNA, or is / was a member of the National Team/Squad, National Youth Team/Squad or Development Youth Squad.
It is the general principal of HKNA to support the players/members for such nominations.    The following is the general guideline for the Executive Council to approve a nomination.

· the candidate must be a member of the HKNA

· the candidate must be a player in the Hong Kong Netball League or a member of the National Team/Squad or a member of the National Youth Team/Squad or a member of the Development Youth Team/Squad
· For scholarships, HKNA will only nominate one candidate for one university/institution

If there is more than one request for nomination for one university/institution, coaches of respective teams where the candidates are from and the President jointly will recommend the selected candidate to the Executive Council for final endorsement.

VIII.
Life Members
As per our Memorandum & Articles of Association –

An individual who is a Member may be granted status as a Life Member if such Member meets the requirements for Life Members and the procedure for nomination for Life Membership of the Association set out in the By-Laws.  The decision to award Life Membership to a nominee Member requires the approval of at least a two-third majority of all the Voting Members at a General Meeting.

This section outlines 

(1) Life Member’s Eligibility

(2) Procedure for Nomination

(3) Life Member Entitlements

Life Member’s Eligibility 

(1) must be an active member of the Hong Kong Netball Association for a consecutive minimum of five (5) years

(2) must have served as a member of the Hong Kong Netball Association Executive Council for at least two (2) years

(3) have contributed significantly to the development of netball in Hong Kong either as an executive council member and/or a coach and/or an umpire and/or organiser of key netball events and/or a committed national team player 

Procedure for Nomination

(1) Life members shall be nominated by two (2) current members of the Association.  Nomination form has to reach HKNA office by 30th April of each calendar year (for Annual General Meeting) or 14 clear days before date of Extra-ordinary General Meeting, if any

(2) The nomination must be endorsed by the current Executive Council of the Hong Kong Netball Association before submission at AGM or EGM

(3) The nomination must be approved by at least a two-third majority of all the Voting Members at a General Meeting

(4) No more then one (1) Life Member shall be elected in any one year

Life Member Entitlements

(1) As per Section 20 of the Articles of Association of the Hong Kong Netball Association, Life Member shall be entitled to one vote on any motion or matter to be voted upon by the Members in General Meeting.  

(2) As per Section 5(f) of the Articles of Association of the Hong Kong Netball Association, Life Member is exempted from payment of any Annual Membership Fee. 
ATTACHMENT  I
Job Description of Executive Council Members
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PRESIDENT

· Chair monthly meetings of Hong Kong Netball Association Executive Council, including signing minutes when approved.  Chair Annual General Meeting and Extra Ordinary General Meeting when called 

· After AGM and elections of new Office Bearers and Convenors, advise them of 

1.
Job descriptions 

2.
Working system of Hong Kong Netball Association in role as a National Sports Association to current controlling government body 

3.
As a working Executive Council 

· Confirm Agenda of Meetings with Hon. Secretary on Friday before Tuesday meetings. Ensure smooth running of committee by liaising regularly with Office Bearers and Convenors, advising when and where necessary 

· The constitution is updated when necessary at the AGM

· Annual objectives are set, agreed and monitored throughout the term

· The HKNA is financially viable through reports provided by Treasurer.  

· The League, Development Programs and Courses are organised and run efficiently and effectively

· Work with the current controlling government body (LCSD) as Hong Kong Netball Association spokesperson, preparing all plans, budgets (with Treasurer) and reports as required by them. Attend all meetings (or send appropriate Convenor), including the Annual Meeting 

· Ensure all reports are submitted on time

· Establish and maintain good relations with controlling government body

· Ensure funding is not under spent

· Ensure all correspondence is filed correctly 

· Ensure the Executive Council is aware of all funding aspects

· Attend Asian Federation of Netball Associations (AFNA) and International Federation of Netball Associations (IFNA) Meetings where possible (or send deputy), as the Hong Kong Representative in those associations 

· Conduct appropriate and necessary correspondence in all matters of business for the HKNA   Ensure HKNA administration-filing system is operating effectively.

· Deputise for Convenors when absent from Hong Kong or when convenorship vacant 

· Ensure smooth running of Hong Kong Netball Association office and staff personnel, writing appraisals when required.  As and when necessary, advertise, interview and appoint new staff. 

· Supervise staff, ensuring professional standards are maintained in their work.  Ensure that insurance matters are dealt with 

· Provide vision for future development of Netball in Hong Kong and be open to ideas presented by Office Bears, Convenors, members of Hong Kong Netball Association and others where appropriate 

· Create environment for promoting Netball in Hong Kong 

· Ensure National Teams are managed professionally and all costs are controlled, authorised and monitored accurately

·  Be responsible to the Office Bearers and Executive Committee of Hong Kong Netball Association 
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VICE PRESIDENT

· Deputising for the President in their absence 

· Assist President in all matters pertaining to HKNA where required 

· Retain a specific task on the Executive Council, providing reports to the Executive where necessary.  This task must be agreed upon at the first committee meeting attended by the Vice President.

· May be requested to take up a second convenor role or take over unfilled convenorships when required to do so by the Executive Council, if necessary, until that post can be filled.

· Attend monthly Committee meetings 

· Be responsible to the President and the Executive Council 
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HONORARY SECRETARY/
MEMBERSHIP CONVENOR


· Be responsible for instructing the Hong Kong Netball Association to book the meeting rooms for the Executive Council and any other Executive Council meetings that are to take place in Sports House. 

· Prepare Agenda for the Executive Council meetings and clarify with HKNA President and Vice President before finalizing.

· Attend Executive Council meetings
· Take minutes at Executive Council meetings, AGMs, EGMs
· Prepare minutes and distribute by email to Executive Council members and club convenors by the following Friday following the meeting.

· Be responsible for all correspondence including emails sent to Hong Kong Netball Association, that are not directed at any other office bearer or Executive Council members. 

· Be responsible to the HKNA office bearers and Executive Council. 

· Prepare AGM & EGM notices and circulate (with nomination forms to Captains and Convenors of Clubs and to Executive Council members) in accordance with the Constitution. 

Covering the dual role of Membership, the Hon Secretary is to work closely with the League Secretary by ensuring all Teams and Players are properly registered with the HKNA.

Before the start of the league the Team and Player registration forms should be reviewed and any amendments should be recommended to the HKNA committee for approval.

Responsibilities include: 

· Confirm Club Convenor names and contact details

· Ensure all forms and payments are received, recorded and banked

· Responsible for updating the HKNA Registered Players database in the HKNA office each season and the allocation of HKNA ID numbers to each new member

· Responsible for maintaining the HKNA Registration File

· Responsible for updating the office OUTLOOK Contacts

· Team lists are constantly updated and passed onto the League Secretary 

· Deal with all concerns regarding player and team registration

· Follow up outstanding club registrations

· Ensure deposits are returned to those teams that have fully fulfilled their duties as per the by-laws

· Attend monthly Executive Council meetings and report any problems encountered

· Be responsible to the Executive Council
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HONORARY TREASURER 
· Responsible for reconciling bank accounts (monthly)

· Responsible for writing cheques and ensuring payments are made on time

· Responsible for ensuring financial records are kept of all expenses and receipts together with adequate supporting evidence such as invoices and/or receipts.

· Advising the Executive Council with regard to financial decisions including recommendations of sale prices of stock (balls, bibs, rule books)

· Responsible for HKNA employment insurance and tax filing

· Responsible for annual stock take (together with Equipment/Facilites/Venue Convenor)

· Liaise with Auditors

· Responsible for ensuring the timely preparation or audited financial accounts and timely submission to controlling government body

· Liaise with relevant members of the Executive Council in order to prepare annual funding budgets to be submitted to the controlling government body

· Liaise with controlling government body on financial issues and ensure all financial reporting deadlines are adhered to

· Ensure convenors are aware of the funding allocations for different events/programmes
· Attend monthly Executive Council meetings and report to the Executive Council on a regular basis regarding any relevant finance issues
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EQUIPMENT/ FACILITIES/ VENUE CONVENOR

Primary responsibility to assist League Secretary with all league matters and to ensure all HKNA owned equipment is in good condition.

This role requires frequent visits to the HKNA office and all the current netball league venues.

League responsibilities: - 

· Hong Kong Netball League and Mixed League: At the beginning of the season ensure Desk Duty Folders and Bags organised at each venue (includes Desk Duty information, Balls, Pumps, Stopwatch, Bibs, Scorecards, Clipboards etc)

· Ensure all equipment is in place throughout both leagues by undertaking or arranging periodic checks at each venue

· Provide support to League Secretary on any league matter

· Organisation of Mixed League

General responsibilities:

· Order netballs and any other netball-related equipment as and when necessary

· Liaise with external parties regarding the borrowing and moving of equipment

· Liaise with Honorary Treasurer with regard to purchasing equipment

· Liaise with the Honorary Treasurer when setting sale prices for stock items

· Assist Honorary Treasurer with annual Stock Take

· Ensure stock files is maintained in HKNA office

· Attend monthly Executive Council meetings
· Be responsible to the  Executive Council, 
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UMPIRING CONVENOR 

The role of Umpiring Convenor is to oversee all of the umpiring matters and requirements of HKNA. Duties include: 

· Liaise with League secretary regarding the preparation of the umpires draw for the HKNA league and league finals. 

· Deal with all umpiring queries arising throughout the Hong Kong Neball League

· Preparing umpiring schedules for any tournaments run by HKNA 

· Organise umpires for school tournaments when there are requests
· Liaise with National Team Co-ordinator when providing umpires for training of HKNA representative teams as required. 

· Assisting the Development Officer with training programs for umpires in local schools.

· Organisation of an Umpire's Basic Theory Exam at least once a year. 

· Ensure the latest exam is being undertaken by members

· Ensure the HKNA has a good supply of up to date Rule Books

· Organising practical training courses for umpires (of all levels)

· Organising the testing of umpires for practical badges.

· Issuing Certificates of Achievement to umpires on the successful completion of courses attended, sitting exams or being awarded a badge. 

· Maintaining the HKNA register of qualifications held by HKNA umpires. 

· Liaise with Treasurer when preparing financial plans for funding of umpiring activities throughout the year

· Dealing with umpiring and rules issues as raised by IFNA and monitoring the changes to the rules as they may occur.

· Ensuring payments to HKNA appointed umpires are finalised at the end of the season.  (Umpires have until the beginning of the following season to query payments) 

· Attend monthly Executive Council meetings
· Be responsible to the Executive Council 
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COACHING CONVENOR 

Coaching experience and/or qualifications are preferred but not essential. 

· Develop and maintain the Hong Kong Netball Association Coach Education Programme.

· Modify Overseas Coaching Course modules for Hong Kong qualifications 

· Organise and advertise Coaching Courses at all levels throughout year or when required.

· Maintain Coach Database and OUTLOOK Contacts in HKNA office

· Maintain the HKNA Coaching File in the HKNA office 

· Ensure an updated Schools Sports Co-ordinator list is held on file and updated on the office OUTLOOK Contacts

· Organise Thanks Coach Awards Allocation

· Responsible for the upkeep for the HKNA coaching library

· Attend monthly Executive Council meetings 

· Be responsible to the Executive Council 
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LEAGUE SECRETARY 

The role of the League Secretary is to organise and run the Hong Kong Netball League and oversee the Mixed League in conjunction with the Equipment and Membership Convenors.

This role requires frequent visits to the HKNA office, league venues and comprises tasks and responsibilities that need to be carried out weekly throughout the season.

· Before the start of the league the by-laws for the handbook need to be reviewed and any amendments should be recommended to the HKNA for approval.

Responsibilities include:

· Distribution of league information during the off-peak season eg league registration and key dates

· Responsible for the organisation of:

a) Venue (court bookings)

b) Captains Meetings
c) Grading Night

d) Hong Kong Netball League and Overseeing Mixed League 

· Preparation and printing of the Handbook which details the HKNA bylaws

· Preparation and printing of the League Fixtures (with Umpire Convenor input)

· Preparation of Duty Roster for Hong Kong Netball League

· During the league: 

a) Ensure scorecards are prepared for distribution prior to the start of the games.

b) Record the game details from each scorecard into the HKNA league weekly

c) Check team lists and scorecards each week

d) Maintenance of League Scorecard File

e) Recording Guest players information and issuing Penalty points to teams
f) Issuing periodic League Standings to Club Convenors 

g) Deal with complaints/queries regarding the league

· Organise Semi Finals and Finals for the League
· Organise Trophies and Medals

· Attend monthly Executive Council meetings and report on results and problems encountered.

· Be responsible to the Executive Council  
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SPONSORSHIP CONVENOR 

Be responsible for sponsorship and HKNA fundraising.  The sponsorship convenor and the Executive Council at the first meeting following the sponsorship convenors appointment should agree a monetary target.

Specific responsibilities:

· Update and circulate Sponsorship Package to as many potential sponsors as possible.  Design generic Sponsorship Package that will act as a promotional document 

· Modify the Sponsorship package with current information and commitment re: media component and forthcoming International Events 

· Maintain database of possible sponsors and continue to circulate Sponsorship Package to interested parties.  

· Maintenance of the HKNA Sponsorship File 

· Follow up circulation of Sponsorship packages and organise meetings between companies and appropriate representatives. 

· Record and report to the Executive Council all sponsors contacted and their respective responses

· Organise all HKNA social and fundraising events

· Liaise with Publicity Convenor to organise any possible media promotion for sponsors and Hong Kong Netball Association 

· Follow up telephone calls to organise appointments and any other general office duties required. 

· Follow up committed sponsors and liaise with their management to acquire funds and notify them publicity or promotional events 

· Attend monthly Executive Council meetings
· Be responsible to the  Executive Council. 
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PUBLICITY / IT CONVENOR 

· Responsible for the advertisement of all netball leagues, tournaments and courses

· Ensure Hong Kong Netball League results are published each week 

· Responsible for all netball media enquiries and follow up on these enquiries

· Responsible for preparation and distribution of HKNA quarterly newsletter 

· Responsible for the HKNA website and all updates

· Attend monthly Executive Council meetings
· Liaise with papers for national teams’ publicity and arrange photographs when necessary to accompany media information

· Responsible for media written articles when necessary

· Maintain Publicity File to be held at the HKNA Office

· Liaise with Sponsorship convenor to assist her/him with the organisation of any possible media promotion for sponsors and Hong Kong Netball Association 

· Be responsible to the Executive Council. 
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NATIONAL TEAM CO-ORDINATOR 

Responsible for the overall management of all national teams and squads training and travelling to international tournaments held overseas and in Hong Kong.

· Maintain and Update National Team Handbook

· Liaise with championship hosting country

· Prepare Budget (liaise with Treasurer) and apply for Executive Council approval for funding

· Responsible for recruiting and securing National Coach and Manager and preparation of respective contracts
· Organise trials, selectors, advertisement of trialists and booking of courts

· Responsible for notifying successful squad members
· Liaise with Coach regarding all matters including preparation and completion of Coach Contract

· Make regular visits to squad training

· Ensure the provision of umpires at training as and when necessary

· Maintain proper records in HKNA office

· Ensure all payments are made on time and all expenses and receipts are given to Treasurer when payments are required and deposits are made

· Liaise with Publicity Convenor for national teams’ publicity 

· Liaise with sponsorship convenor in relation to sponsorship and fund raising

· Ensure all team officials are working together and any problems are resolved swiftly

· Attend monthly Executive Council meetings

· Be responsible to the Executive Council. 
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SCHOOLS CONVENOR

· Responsible for the overall promotion and development of netball in all secondary schools in Hong Kong.

· Co-ordinate and liaise with schools with netball club/team or schools planning to have netball clubs/teams.

· Identify needs of the schools in terms of coaching / training, umpiring and equipment, and advise the Executive Council to see if such assistance can be appropriately provided.

· Assists the school to form netball team to register in the Inter-school league / tournament.

· Co-ordinate with Development Officer to have a yearly plan on priorities in terms of school promotion and development.

· Co-ordinate with Development Officer in developing and/or grooming young players into the Development Team or Youth Team.

· Liaise with Inter-school Sports Federation on issues regarding netball development in schools in Hong Kong.

· Attend monthly Executive Council meetings
· Be responsible to the Executive Council. 
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UNIVERSITIES CONVENOR

· Responsible for the overall promotion and development of netball in all universities and tertiary education institutions in Hong Kong.

· Responsible for the overall co-ordination, promotion and development of netball in universities and tertiary education institutions in the region (including Macau and China).

· Identify needs of the universities in terms of coaching / training, umpiring and equipment, and advise the Executive Council to see if such assistance can be appropriately provided.

· Assists the universities to form netball team to register in the Open League / Inter-varsity league.

· Co-ordinate with Development Officer to have a yearly plan on priorities in terms of promotion and development.

· Co-ordinate with Development Officer in developing and/or grooming players into the Development Team or Youth Team.

· Attend monthly Executive Council meetings.

· Be responsible to the Executive Council 
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DEVELOPMENT CONVENOR

· Responsible for the overall promotion and development of netball in Hong Kong, focusing on youth and local development.

· Co-ordinate with Schools Convenor and Universities Convenor to draw up a yearly plan on priorities and programmes.   Work with the Schools Convenor and Universities Convenor to co-ordinate and identify needs of various schools in developing netball.

· Co-ordinate with the Inter-school Sports Federation to address concerns and issues of schools 

· Co-ordinate with available coaches and umpires to provide support to schools, universities and new teams in the development of netball in Hong Kong and in the region.

· Co-ordinate with Youth Team and Development Team coaches and co-ordinators in the training and development of both teams.

· Attend monthly Executive Council meetings.

· Be responsible to the Executive Council.
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