
NOTES TO HELP CLUB SECRETARIES 
 

1. Answer ALL correspondence within 7 days.      
                                            
2. Never phone Committee Members after 9.00pm. 

 
3. Confirm Fixtures with Teams and Referees 48 hours prior to the date of fixture. 

 
4. At ALL Home fixtures make sure that you nominate a person to be responsible for the 

Welfare and Safety of Match Officials as per Rule 6.2(b). 

 
5.  (i)   Be certain to Post both Home and Away Team Sheets for every fixture.  

       Make sure they are completed correctly. 

(ii)   Complete and post the Referee’s Marks Form for all Official Referees appointed to your 
Fixtures. 

(iii)  Complete and post the Sportsmanship Marks Form for all Fixtures other than Cup 

Games. 
(iv)  Remember to phone your Team’s Results every Saturday to Mr Phil Jones,  
       Tel. 01978 85111 by 1.30pm for morning fixtures and by 5.00pm for afternoon 

fixtures. Mid week results to be given on a Saturday. 
 

6. Mini Football Team Sheets/Sportsmanship Marks must be forwarded to    the Mini 

Football Coordinator within 7 days of the fixture. 
 

** If your Club makes individual Team Managers responsible to undertake the duties of 

Notes 4 and 5, please keep a check that this is being done because the Fines become 
expensive to your Club for Forms not being received by the League from your Club. 

 

7. It is your responsibility to make certain that the Club Child Welfare Officer has 
completed ALL  C.R.B. Checks for Managers, coaches etc. 

**FAW/NEWFA will stop Clubs from playing if these CRB Checks are not     made.  

 
8. If you are not sure of anything, please phone the League’s General Administrator.   

A phone call is cheaper than a possible Fine. 
 

 

 

 


