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Youth Work Ireland

(ChairPerson Duties

What does a chairperson do in a youth
club?

e Is the key contact to the Support Worker

e Chairs club meetings

e Draw up agenda for club meetings with the
club’ s secretary

e May have to attend meetings with parents

* May have to be signatory on official
documents

e Ensure that all activities have sufficient
insurance cover

o Contact Support Worker if there are any
issues within the club

o After consultation with key leaders/leaders,
contact Support Worker with and child

protection/welfare concern
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Youth Work Ireland

Qecretary Duties

What does a Secretary do in a youth
club?

* Draws up agendas for club meetings with the
club’ s chairperson

* Toke minutes of club meetings and circulate
to all volunteers within the club

 Complete documents on behalf of the club

e Pass on any information to all volunteers as

you receive it
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Youth Work Ireland

Treasurer Dutieg

What does a Treasurer do in a youth
club?

e Ensure that proper books and records are kept

e Correctly record and explain the transactions of the
club to enable the financial position of the club to
be determined

e Books of account must be kept on a continuous
basis and entries must be made in a timely
manner and be consistent from one vear to the
next

e Books of account must include all receipts and
payments and a record of assets and liabilities
(What the club has on account and any outstanding
invoices to be paid)

e Books of account must give a true and fair view of

the state affairs of the club and its transactions
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Volunteer Recruitment Officer
(VRO) Duties

What does a VRO do in a youth club?

Responsible for the distribution of Garda Vetting
Application forms and the completion of the Identification
Validation Form and maintaining records of same as
required

Toke on the duties of the ‘Responsible Person’ in
completion of the Identification Validation Form

Will be the Key contact person for the club relating to
Garda Vetting with the Regional Vetting Contact Person
The responsible person verifies the identity of the
applicant, documents provided are valid, confirm with the
applicant that they have agree to share their personal
information with the youth service and appropriate,
relevant organisations

Sign the photocopies of the original documents

Sign the validation form

Ensure ratios are maintained

Ensure names of training are submitted

NB: The ‘Responsible Person’ may be contacted by the
MYS/Youth Work Ireland and/or An Garda Siochana to verify
the validation form.
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(Club Registration Officer
(CRO) Duties

What does & CRO do in a youth club?
e Attends on registration nights

* Retains and is responsible for all registration forms

o All forms should be locked away in a filing
cabinet/briefcase/lock-box etc.

* Young people and volunteers personal information cannot
be stored on personal laptops

* The hardcopy of the member database is to be held in a
lock—box with attendance book/folder and club mobile
phone

e The club mobile phone must be password protected
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