
 

Committee Aims, Responsibilities and Position Descriptions 

CYC Committee Purpose: 

To enable CYC to achieve the following aims: 
 

1. To provide a stimulating and challenging gymnastics program at the recreational level for both 
girls and boys. 

 
2. To produce gymnasts capable of performing at high levels of excellence in all streams of 

gymnastics. 
 

3. To provide a safe and first class gymnastics environment for gymnasts to enjoy learning 
technically correct gymnastics skills. 

 
4. To continually update and improve our facilities to ensure they are of the highest possible quality 

for all of our members. In particular to ensure we have an exceptional safety standard of 
gymnastics equipment and teaching aids as well as a venue with all the appropriate amenities. 

 
5. To liaise with council, state and federal governments to achieve a purpose built gymnastics 

facility. 
 

6. To enhance each gymnast's physical and mental growth by: 
 

- Providing a range of programs to suit all ages and abilities, 
- Providing opportunities for athletes to perform in a variety of ways, 
- Providing programs to challenge both mind and body, 
- Providing an environment that encourages personal friendships, 
- Promoting a love of gymnastics, good work ethic, self discipline & respect. 

 
7. To provide a supportive and motivational work environment for staff with opportunities for 

advancement and ongoing education, as well as appropriate compensation, recognition and 
reward. 
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Cheltenham Youth Club Committee Responsibilities: 
 

Cheltenham Youth Club Inc (CYC) consists of gymnasts (members) and parents thereof, coaches, 
administrative staff, judges and volunteers. 

 
The CYC committee (the committee) is an annually elected committee of parents and interested 
parties by the club membership. The election process is as specified in the CYC constitution which can 
be found on the CYC website. The operational running of CYC (with the exception of fundraising) 
including staff management, attainment of budgets set and providing the communication channel 
between CYC Committee and staff is the responsibility of the CYC Centre Manager. 

 
It is the CYC Committee's responsibility to: 

 
1) Annually review the club’s statement of mission and aims in consultation with the 

management staff to ensure it accurately articulates the club’s goals and vision. 
 

2) Ensure effective policies and procedures are implemented at the club to: 
 

a) Ensure legal compliance and ethical integrity in all social, financial and business 
dealings of WGC. 

 
b) Aid in the achievement of the goals and vision statement. 

 
c) Ultimately responsible for adherence to legal standards and ethical norms. 

 
This includes, but is not limited to, the committee regularly evaluating and updating (on an 
annual basis), and when necessary developing, club policies and procedures to ensure legal 
and ethical compliance and that the needs of the members are being met. 

 
3) Encourage and promote (particularly by example) all members to follow CYC policies and 

processes. 
 

4) Select, support and evaluate the CYC Centre Manager. 
 

5) In the event that a replacement Centre Manager is required, the committee must undertake a 
careful search to find the most qualified and appropriate individual for the position. 

 
6) Ensure adequate financial resources. 

 
a) One of the Committee's foremost responsibilities is to secure adequate resources for 

the organization to fulfil its aims. 
 

(i) Including working with council to secure funding for a purpose built council 
facility 

 
b) Protect assets and provide proper financial oversight. 

 
c) The Committee must approve the annual budget and ensure that proper financial 

controls are in place. 
 

d) It is the committee’s role to develop a fundraising plan and implement it to meet 
specific fundraising targets. 

 
7) Ensure that all club members are represented and/or considered equally in all decisions 

impacting the membership with clear and transparent communication pathways for all. 
 

8) Adhere strictly to the CYC committee code of conduct. In particular, ensuring that personal 
issues are handled via the communication pathways set for all members (not through 



member’s position on the committee) and that all conflicts of interests are declared and when 
deemed necessary in some cases abstain from involvement in decisions/discussion. 

 
9) Ensure that all aspects of the CYC constitution (which can be found on the CYC website) are 

followed. 
 

10) Ensure that the club has and will have in the future a competent committee: 

All Committee members have a responsibility to: 

a) Clearly articulate and demonstrate behaviours which are complimentary to CYC aims 
and objectives. 

 
b) Communicate committee prerequisites for potential candidates, 

 
c) Assist in the orientation and acceptance of new members, 

 
d) And periodically and comprehensively evaluate their own performance. 

 
e) Ensure that that any vested interests are declared prior to any discussion. 

 
f) Enhance the clubs public standing within the general public and within the gymnastics 

community by: 
 

i) Clearly articulate and demonstrate behaviours which are complimentary to CYC 
aims and objectives. 

 
ii) Publicly encouraging gymnasts of all clubs within a CYC location and/or an event 

setting. 
 

iii) Ensure that all correspondence (including all social media) to members, gymnasts, 
Kingston Council or the public upholds the values and aims of the club. 

 
iv) Garnering support from the general community, Kingston Council and gymnastic 

community by positively interacting, participating and assisting in activities 
directly or in-directly relating to CYC. 

 
11) To keep members informed of CYC policies and procedures and to answer questions directly 

when applicable or direct parents/members appropriately to the correct channels to gain 
answers. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Position Responsibilities 
 

President 1/ Chairing: 
a) Bi-monthly meetings 
b) Annual General Meetings. 

2/ Coordination of committee 
3/ Work towards achieving CYC club aims and strategic direction 

ensuring the committee meets all outlined responsibilities 
4/ Make decisions as required 
5/ To lead regular reviews and ratification of CYC club policies and 

procedures to meet the needs to CYC and its members 
6/ To develop a fundraising plan and to encourage the Committee to 

meet all fundraising targets 
 

Vice President 1/ Assist the President as required 
2/ In the absence of President 

Chairing: 
a) Bi-monthly meetings 
b) Annual General Meetings 

3/ To assist with fundraising events to meet fundraising targets 
 

Treasurer 1/ Review all financial records of the club 
2/ Review monthly Profit and Loss Statement and Balance Sheet 
3/ Review projected Budgets and performance against budget 
4/ Ensuring statutory compliance 
5/ Measuring and reporting on performance of fundraising against 

targets 
 

Secretary 1/ Assist President, Vice President and Treasurer with 
correspondence 

2/ Minutes of bi-monthly meetings (and AGM) to be produced within 
one week after meeting. 

3/ Inviting sponsors/officials to club events 
4/ Produce & distribute agenda for bi-monthly meetings (and AGM) 
5/ Provide administrative/correspondence support for fundraising 
 

Fundraising Coordinator 1/ Coordinate (not run) fundraising activities within the club structure 
2/ Report bi-monthly on fundraising outcomes and plans during 

committee meeting 
3/ Work to maximise the return for the club of fundraising efforts 
4/ Assist in planning and brainstorming 
 

Marketing Coordinator 1/ Coordinate (not run) marketing activities, as required, for the club 
2/ Report bi-monthly on marketing outcomes and plans during 

committee meeting 
3/ Assist the Centre Manager with the overall marketing strategy for 

CYC to achieve the club’s objectives 
4/ Work to raise the profile of the brand and to drive participation, 

enrolment and revenue 
 
 
 
 
 
 
 
 
 



Social/Events Coordinator 1/ Coordinate (not run) social events and activities 
2/ Assist with competitions, rosters and awards 
3/ Coordinate working bees 
4/ Assist the fundraising coordinator 
 

General Committee  
Member (x2) 

1/ To assist the office bearers and CYC management 
2/ To assist the fundraising coordinator 

 
* In addition, if one committee member takes on two roles, then an 

additional general members position will be produced. 
 
 
 

* MAXIMUM TOTAL OF 9 COMMITTEE MEMBERS * 
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