ASA                                  REGION

RECOMMENDED 
CLUB CONSTITUTION

This basic constitution provides a document, which covers likely requirements of different types of Clubs. It is therefore longer and more complex than many Clubs may require and a Club may, therefore, wish to adopt a simpler version. Clubs may also wish to add items, which are specific to their particular circumstances.

However, it is mandatory that a Club Constitution contain certain elements to fulfil the legal status of a Club and certain elements that are required for affiliation to ASA                                               Region.

In addition to these there are areas, which are recommended for inclusion and other aspects, which could be considered as optional.
It is important that the recommended constitution is read in conjunction with the accompanying Guidance Notes as these give an extended explanation for some rules.

In order to assist Clubs a checklist is enclosed showing the items for inclusion under the headings of mandatory, recommended and optional.

Please be aware that this document does NOT provide Clubs with the wording that should be used.  Each box shows the principle that should be included in a Club’s constitution.  There is a list of mandatory principles, recommended principles and optional principles.  As long as the principle is stated, the A.S.A. does not seek to stipulate the exact wording that should be used.  Clubs can (subject to the Region’s approval) use whatever wording they wish.  The Model Club Constitution merely provides wording which can be adopted and which embodies the principles listed as being mandatory, recommended or optional.  This is a checklist only!

ASA                                   Region
Club Constitution Checklists

 Mandatory items in a Club Constitution

These obligatory items may be overridden in special cases by decision of a Region

(R = further points on recommended list   O = further points on optional list notes at end of table)

	G
	   MANDATORY                                      GUIDANCE
	 

	G1
	Name of Club
	For all new applications this must include reference to geographic location in which the Club operates and must not be a name similar to or capable of being confused with another existing A.S.A. Club
	

	G2
	Bodies to which affiliated 
	ASA Region and County as appropriate
	O

	G3
	Aims and objects
	The teaching, development, practice and where relevant competition of - swimming, diving, synchro, open water, water polo (all or some)
	O

	G4
	Statement re A.S.A. Laws 
	General statement of acceptance of Laws and Technical Rules of 

        the A.S.A. 

        the ASA Region to which affiliated 

        and any other bodies to which affiliated

specific statement regarding competing members                    acceptance of A.S.A. Child Safeguarding procedures
	

	GM
	GENERAL MEETINGS
	 

	GM1
	Notice to be given to members of date, time and place of club A.G.M. and minimum business to be conducted at  A.G.M. 
	A Report of previous year’s business

To receive the examined accounts of the Club

To appoint an independent examiner for the accounts

To elect the Officers and Committee

To decide on any proposals submitted to the meeting
	

	GM2
	Time of year for A.G.M.
	Should be an appropriate time probably in May/June 
	

	GM3
	Date of receipt for proposals, and nominations for A.G.M. e.g. rule changes,
	At a date at least 21 days before the first day on which the A.G.M. can be held 

Note: Rule changes must be agreed by the Region to which Club is affiliated or other designated person before they become effective
	

	GM4
	Special General Meeting
	May be called for a special purpose at any time either by the Committee or by notice in writing from an agreed number of members
	

	GM5
	Voting majority at General Meetings
	May be different for constitution (by a recommended majority to be specified), election of Committee and other proposals (simple majority)
	

	GM6
	Who can vote at General Meetings
	Only paid up members of a Club can vote. Consideration to be given to the voting rights of junior members
	R

	GM7
	Quorum for General Meetings
	Suggested as one-tenth of the voting membership with minimum of 7


	


	C
	CLUB COMMITTEE
	 

	C1
	List of Executive Officers & how elected
	Usually at least Chairman, Secretary and Treasurer elected at A.G.M. Need to elect a Welfare Officer who shall not be or a relative of any of the Executive Officers, the Coach, the Club Teachers or the Team Manager
	O

	C2
	Elected Members
	How many – elected at A.G.M.
	

	C3
	Age limits
	All Committee members with a vote to be 18 years of age or over
	O

	C4
	Powers of Committee
	General statement on management of the Club and responsibility for finance and the recording of minutes
	

	C5
	Number of meetings and notice thereof
	Usually at least 4 per year. Minimum notice must be stated
	

	C6
	Quorum
	At least 50% of those eligible to vote, including at least one Executive Officer
	

	C7
	Voting 
	Items to be decided by a simple majority - Chairman has casting vote
	

	C8
	Accident Report Book and Annual Return
	The Committee is required to maintain an Accident Report book and submit an Annual Return to the A.S.A.
	

	F
	FINANCE
	 

	F1
	Financial year
	Arrange appropriate to the time of year for A.G.M., giving adequate time for preparation and independent examination and despatch to members
	

	F2
	Record of transactions
	Statement that the Treasurer shall appropriately record all financial transactions
	

	F3
	Independent examination
	Used to be referred to as an audit - see Guidance Notes
	

	F4
	Subscriptions & fees
	Usually set by Committee and reported at A.G.M., but may need flexibility for Committee to alter for special purposes
	

	F5
	Arrears 
	Determine action for non-payment. Clubs to advise the A.S.A. if a member leaves a club owing it money.
	

	F6
	Payments & Expenses
	Funds not to be distributed among the members except for payment for services rendered, for the purpose of awards or for expenses in accordance with A.S.A. Law
	

	F7
	Retention of Records
	Clubs shall retain their financial records and minutes of meetings for a minimum of 6 years
	

	M
	MEMBERSHIP
	
	 

	M1
	How to join 


	In writing – membership form accompanied by a fee. Membership is a contract and members are required to sign to accept the terms of the “contract” – Persons with parental responsibility to sign on behalf of those under 18 years old  
	

	M2
	Who decides

Acknowledgement

that membership may not be refused on discriminatory grounds
	Committee may accept or reject membership - not required to give reasons 
	O

	M3
	Categories
	Minimum senior/junior with reference to voting 
	R

	M4
	Resignation
	Required in writing – to whom (Club Secretary)
	

	M5
	Disciplinary powers
	Statement re power to suspend from own activities or expel
	

	M6
	Disciplinary Process – to adopt a procedure complying with principles of natural justice 
	Adoption of A.S.A. Guidelines for Handling Club Disputes
	

	D
	DISSOLUTION  
	 

	D1
	Dissolution
	Requirement of a General Meeting for this purpose
	

	D2
	Distribution of funds
	See accompanying Guidance Notes
	 R


Recommended items for inclusion in a Club Constitution
	
	RECOMMENDED
	        GUIDANCE
	

	GM
	GENERAL MEETINGS
	
	

	GM3
	Written Notice of A.G.M.
	To all members in writing at least 14 days before the meeting 
	

	GM6
	Who can vote at General Meetings
	It is recommended that children under 16 years are not allowed to vote at General Meetings except in matters relating to under 16s, such as Club team captains
	

	F
	FINANCE

	F4
	Subscriptions & fees
	Ability to address social inclusion - in special circumstances allow Executive Officers to remit whole or part of fees
	

	M
	MEMBERSHIP

	M3
	Membership Categories
	It is recommended that Clubs should include in their by laws the different categories of membership – see optional items
	

	M6
	Indemnity for Committee Members
	The system to be adopted must be stated
	

	M7
	Borrowing
	Provision to be made for the Club to borrow should this eventuality arise
	

	M8
	By-Laws
	The Club to have by-laws such as Championship Conditions etc. which can be amended by resolution of the Committee
	

	D
	DISSOLUTION  

	D2
	Distribution of funds
	Charitable purposes / VAT
	


Optional items which Clubs may wish to consider for inclusion in a Club Constitution
	G
	OPTIONAL
	          GUIDANCE
	

	G3
	Aims and Objects
	Where a Club draws members from feeder Clubs it may be necessary to incorporate some restriction regarding levels of competition
	

	G2
	Bodies to which affiliated 
	Other affiliations may include Leagues, RLSS, or other appropriate bodies according to the local needs and interests of the Club
	

	C
	CLUB COMMITTEE

	C1
	Officers
	Can have other officers/secretaries – e.g.  fixtures, social or related to disciplines -  water polo etc. Clubs may wish to have both a President and a Chairman 
	

	C3
	Club captains
	How elected/selected? These may be under 18 years old, but without power to vote
	

	C8
	Sub-committees
	These can be included in the constitution if they are likely to be regular committees e.g. disciplines (water polo, synchro) They may be omitted if not essential.
	

	C9
	Co-option to the committee
	The Committee may co-opt additional people for specific purposes, a person so co-opted shall  not have a vote
	

	M
	MEMBERSHIP

	M2
	Who decides
	The Committee may authorise other person(s) to recommend acceptance or rejection of new members who apply to join the Club
	

	M3
	Categories of membership
	Possible options: 

Senior

Junior (defining age)

Life membership – this may be conferred for outstanding service, but cannot be used to “club tie” a swimmer to longest unbroken membership

Honorary member - similar to above

Supporter member (coaching, teaching staff, non-swimmer member)

Official

Non-swimming member (alternative to above)

Social member

Associate member

(Associate category can apply to those who

have applied for membership and have been accepted on a trial period (define time) before becoming a full member)

visitors to the area
	

	M9
	Limit on membership
	Total membership is not normally limited, but limits can be imposed on total or categories of membership. This is permitted, particularly where water time is limited 


	


N.B. Existing Clubs changing to a June A.G.M. must advise members at a General Meeting that they are going to have a financial year of other than 12 months. 

There is further information in the Guidance Notes, which Clubs should consider
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