Elected Officers

Volunteers dedicate hours of time and energy, working in a variety of ways. Without them,

most sports clubs and associations would cease to exist.

Volunteers are extremely valuable, and deserve considerable praise and thanks. But they have

an important role to play and carry much responsibility.

This is especially true for Provincial Secretaries because the South African National Archery
Association (SANAA) is composed of members of the provinces and carries out the mandate of

the provincial associations.

Without the ongoing input from the provincial secretaries and their liaison with the clubs and

their members, it dilutes the efforts of the sport of archery as a whole.

This guide aims to provide a framework for the provincial secretaries and to guide them as to

their responsibilities and roles to SANAA.

Voting procedures
Sanctioned tournaments

Office bearers and changes

PROVINCIAL SECRETARIES

The role of the Provincial Secretary
is twofold. Secretaries have to liaise
with their clubs with regard to
SANAA matters and to coordinate
their efforts with the SANAA Secre-
tary. Itis a process of two way com-
munication where the provincial
secretary plays an important role.

HOW IT WORKS

The SANAA Executive Secretary
communicates with the Provincial
Secretary. In turn the Provincial
Secretary communicates with the
clubs. In the case of a vote, the
Provincial Secretary gathers the
vote from the clubs and presents
the SANAA Secretary with the out-
come. Provincial matters are gov-
erned by their Constitution.

SANAA SECRETARY

Provincial Secretary
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What first-time Secretaries need to know.

One of the first things a provincial secretary
should do is get a diary! That’s because it is
the responsibility of the secretary to provide
the SANAA Secretary with certain informa-
tion at specific times. A provincial secretary
who fails to perform their functions at that
time can compromise the province, their
clubs and members and may be guilty of

diminishing the sport.

January. By the end of the month, the sec-
retary should have provided the SANAA Sec-
retary with a list of motions that must ap-
pear on the Congress agenda. The annual
SANAA Congress is where representatives of
the provincial associations and chairs of
committees get together and decide on any
changes to the Constitution and Rules (C&R).
Congress is the legislative body that gives
the SANAA executive the authority to carry
out its mandate. A motion is normally any
change or new regulation (including a moti-
vation and the reasons) which is put to Con-
gress to vote on a change. Each province
has one vote, and the majority vote will see

a motion accepted.

It is also the responsibility of the provincial
secretary to ensure that the FITA Star and
SANAA sanctioned tournament fees are paid
to the SANAA Treasurer. Provinces who fail
to settle the amounts due will automatically
have their competition status withdrawn
and removed from the calendar. Bear in
mind that the dates of these tournaments
are entrenched in the C&R and cannot be
changed without the vote of Congress. So,
failing to pay the amounts due results in the

province falling foul of the C&R.

February. At this time, a list of clubs affili-
ated to the province as well as all the con-

tact names, addresses, email addresses and

telephone numbers must be submitted to
the SANAA Secretary.

It is also the responsibility of the provincial
secretary to ensure that all the provincial
affiliation fees are paid to the SANAA Treas-
urer. Failure to pay the fees can result in
the province no longer being recognised by
the national association and loose all its
rights and benefits, including provincial col-

ours.

It is also the deadline for club affiliation fees
and it is the responsibility of the provincial
secretary to ensure that the affiliation fees
are paid to SANAA for each club member in
the province. It is important for SANAA to
know the number of members in each club
and it also aids with the reconciliation of

fees.

Around this time, you should have at least
started the selection process for the provin-
cial teams to participate in the National
Championships. Tag that you have about

one month to submit the names to SANAA.

The last task of the month is to circulate the
Congress motions that the SANAA Secretary
would have sent are circulated to all the

clubs in preparation for the March meeting.

March. By the second week of March you
should have called a provincial meeting to
discuss the proposals and Motions to Con-
gress that the SANAA Secretary would have
sent you from the other provinces. You then
need to instruct the Congress delegate how

to vote on these changes.

Shortly thereafter, the name of the provin-
cial delegate whom you have elected to rep-
resent the province at the annual Congress

must be sent to the SANAA Secretary.

Ongoing Responsibilities

There are a number of ongoing re-
sponsibilities of the provincial secre-
tary. They are all designed to ensure
the smooth running of the provinces
and aimed at growing the sport.
These include;

Keep all the records of the province
and its committees

Conduct correspondence between
the clubs, members, the provinces
and the SA National Archery Associa-
tion. As a rule, SANAA only deals
with the provincial secretary and
relies on the provincial secretary to
disseminate the information to its
members.

Serve notices of committee meet-
ings, annual general meetings and
special meetings that are called.

Take a vote when instructed to do so
by the province

Inform clubs of the decisions taken
by the province and the SANAA Ex-
ecutive

Keep the SANAA secretary informed
of any new clubs that may affiliate
to the province or who may have
lost their standing.

Ensure that the necessary medals
and trophies are available for pro-
vincial events

Ensure that the results of competi-
tions and news of the competition
are submitted to The Editor of the
SA Archer

Familiarise yourself with the provin-
cial constitution and carry out the
role as defined for the secretary.




...what first-time Secretaries need to know.

This is also the month that you need to en-
sure that the clubs under your control get
the membership lists from SANAA so that
you can follow up on members who have not

yet renewed their membership.

April. Distribute the minutes of the Congress
and give feedback to the clubs on the Con-

gress meeting and voting on those motions.

September. This is the month that you need
to ensure that the clubs under your control
get the membership lists from SANAA so that
you can start to follow up on membership

renewals.

November. You need to liaise with SANAA
to confirm the dates of the FITA and SANAA
sanctioned tournaments that are to be

hosted by the province.

The Role of Clubs

Clubs have an important role to play in en-
suring a smooth association and make repre-
sentation to SANAA via the provincial asso-

ciations.

That’s why SANAA relies on provincial secre-
taries to disseminate the information be-
tween themselves and their clubs and mem-
bers. To this end, SANAA has made available
sections on its website for clubs. Provincial
secretaries are invited to submit articles for

inclusion on the website.

There are some time sensitive responsibili-

ties for clubs. These include;

January. To submit motions for discussion at

the SANAA Congress to the provinces.

February. To ensure that the provincial and
SANAA affiliation fees are paid to the provin-
cial associations for each club member and
that provincial affiliation fees are paid to the

club.

March. To ensure that the club teams are
selected for the national championships and
that the names are submitted to SANAA via

the provincial secretaries

April. Give feedback to the members on mo-

tions made at Congress.

Most of the responsibilities of the club secre-

taries are on an ongoing basis and is the

liaison between the club secretary
and provincial secretary. These in-

clude:

Keeps all records of the club and its

committee

Conducts correspondence between
club members, the club committee

and the province

Serves notice of committee meetings,
AGM'’s and Special meetings as called

for from time to time

Takes a vote when instructed to do so

by the Club Committee

NATIONAL CHAMPIONSHIPS
Bidding & Hosting

The procedure for bidding and host-
ing the National Championships is
prescribed in the SANAA Constitu-
tion.

Bids are made by the provincial as-
sociations at the annual Congress
and the winning province is decided
by simple vote of the provincial as-
sociations.

The winning province has the right
to host the national championships
for two years.

It is the responsibility of the winning
province to raise the funding to host
the championships and to formulate
the organising committee.

National championships are in accor-
dance with FITA standards.

The responsibility lies with SANAA to
organise the championships, which
includes registration with FITA, the
invitation, promotion and participa-
tion registration.

SANAA relies on the hosting prov-
ince to prepare all that is necessary
to ensure a suitable venue and
event.

Your Guide to all the rules, regulations and

responsibilities.

It’s the SANAA Constitution and Rules (C&R), a document composed by the Provincial
Associations that dictate how SANAA operates and the roles of the Provincial Secretary.

It includes the procedure and process of nominations for national records, appoint-

ment of officers, nominations of national coaches, judges and chairs of committees.

All provincial secretaries should familiarize themselves with this document which de-

tails the role of the provinces and the expectations of the province by SANAA.

The C&R is made available to all members on registration and is also available from the

web site at www.sanaaa.org.za




Informs club members of decisions
taken by the club committee, the

province and SANAA Exec

Takes minutes and distributes copies
of minutes of committee meetings to

council members

Submits motions for discussion at

SANAA Congress to the province

Ensures that club meeting is held to
discuss motions from other provinces
in order to instruct provincial dele-
gates on how to vote at the SANAA

Congress

Follows up on members who have not

renewed membership to the club

Ensures that club championships are
held

Ensures that the necessary medals
and trophies are available for club

events

Ensures that notices are clearly dis-

played on the notice board

Ensures that the province is kept up
dated on any changes to the club con-

stitution

Informs the province of updated de-
tails of the club and its committee
members and the respective contact

details

Ensures that results of competitions
and an article on the event are for-
warded to the bulletin editor for pub-

lication

Need to ensure that their members
know the procedures and etiquette at

tournaments

Ensure that their archers know how
to score at tournaments - i.e. the
importance of making sure that the
arrows shot are correctly recorded

and rules applied.

Provincial Secretary Planner 2010

THANK YOU
Volunteers Matter

Administrators, officials, judges and
coaches all fulfill an important role
in the sport of archery.

They may come from different back-
grounds and many act in a voluntary
capacity themselves.

The key to success is the way in
which they manage the responsibili-
ties they undertake and their under-
standing of these responsibilities.

This guide attempts to give guide-
lines as to those responsibilities that
volunteers undertake.

Experience has shown that if all
elected officials fulfill their role, the
management of the Association is
run in accordance with the goals of
the provincial associations and the
burden of work distributed evenly.

THE SOUTH AFRICAN
NATIONAL ARCHERY ASSOCITION

secretary@sanaa.org.za
treasurer@sanaa.org.za
editor@sanaa.org.za
webmaster@sanaa.org.za
Www.sanaa.org.za




