Section 11 – Appendices and Templates Review

Dedham Cricket Club
(Approved by the Committee on [insert date])

11.1 Purpose of Appendices

This section provides practical templates, examples, and reference documents to support the effective administration and governance of Dedham Cricket Club. All forms and templates should be reviewed and updated annually to reflect current legislation, ECB guidance, and Club requirements

11.2 Index of Appendices

	Appendix No.
	Title/Description
	Purpose/Notes

	11.1
	Committee Meeting Agenda Template
	To guide formal Committee meeting structure

	11.2 
	Committee Meeting Minutes Template
	For recording meeting discussions and actions

	11.3
	Annual General Meeting (AGM) Agenda Template
	For annual club business and elections

	11.4
	Membership Application Form (Adult and Junior)
	To capture member details and consent

	11.5
	Player Code of Conduct Acknowledgement
	For players to confirm acceptance of the Club’s Code of Conduct

	11.6
	Junior Parental Consent Form
	Includes emergency contacts and photo consent

	11.7
	Incident/Accident Report Form
	For use in case of injuries or safeguarding issues

	11.8
	Safeguarding Concern Reporting Form
	To report welfare or safeguarding concerns confidentially

	11.9
	Volunteer/Coach Agreement Form
	To confirm DBS status and volunteer responsibilities

	11.10
	Risk Assessment Template
	For matches, training, and events

	11.11
	Equality Monitoring Form
	To help assess inclusion and diversity progress

	11.12
	Sponsorship Agreement Template
	For securing and formalising sponsorships

	11.13
	Annual Review Checklist
	For monitoring compliance and governance











11.3 Example Templates

Appendix 11.1 – Committee Meeting Agenda Template

Dedham Cricket Club – Committee Meeting
Date: [insert date]
Time: [insert time]
Venue: [insert venue]

AGENDA
1. Welcome and Apologies
2. Approval of Previous Minutes
3. Matters Arising
4. Chair’s Report
5. Treasurer’s Report
6. Secretary’s Report
7. Welfare and Safeguarding Update
8. Team Reports (Adult/Junior/Women’s)
9. Grounds and Facilities
10. Fundraising and Sponsorship
11. Any Other Business
12. Date of Next Meeting































Appendix 11.2 – Committee Meeting Minutes Template

Dedham Cricket Club – Committee Meeting 
Date: [insert date]
Location: [insert location]

Present: [List of attendees]
Apologies: [Names]

	Item
	Discussion/Decision
	Action Required
	Responsible
	Date Due

	1.
	
	
	
	

	2.
	
	
	
	



Signed: _________________________________________ (Chair)

Date: _________________________________





































Appendix 11.4 – Membership Application (Adult Example)

Name: _____________________________________________

Address: ________________________________________________________________________________

Postcode: __________________________________________

Email: _____________________________________________________________________

Mobile: _____________________________________________

Emergency Contact Name: ________________________________________________________

Emergency Contact Number: _________________________________________

Date of Birth: ________________________________

Social Media Handle(s): __________________________________________________________________ 
(If you’re happy to be tagged in posts) 

I agree to abide by the Club’s Constitution, Code of Conduct, and Policies.

Signature: ___________________________________ Date: __________________________________



























Appendix 11.7 – Incident/Accident Report Form

Date of Incident: ________________________________________________

Location: _______________________________________________________

Name of Person(s) Involved: ______________________________________________________________

Nature of Incident: _______________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Action Taken/First Aid Given: ______________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Reported to Welfare Officer: YES / NO

Witnesses: ______________________________________________________________________________

Form Completed By: _____________________________________________________________________

Signature: _______________________________ Date: _______________________________




















Appendix 11.8 – Safeguarding Concern Reporting Form

Reporter’s Name: _________________________________________________

Role/Position: ____________________________________________________

Date and Time of Concern: _________________________________________

Child’s Name (if applicable): _______________________________________

Details of Concern: ______________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Actions Taken: ___________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Reported to (Welfare Officer  /  ECB  /  Police)

Further Action Required: _________________________________________________________________

_________________________________________________________________________________________

Signature: ________________________________ Date: ____________________________


















Appendix 11.10 Risk Assessment Template

	Activity/Area
	Hazard Identified
	Risk Level
	Controls in Place
	Further Action Needed
	Responsible Person

	Practice Nets
	Ball strikes/slips
	Medium
	Safety briefing, helmets, supervision
	Replace damaged netting
	Grounds Chair

	Pavilion Access
	Slips or Falls
	Low
	Non-slip mats, signage
	Regular inspection
	Facilities Manager














































11.4 Policy Review Checklist

To be completed annually by the Club Secretary and reported to the Committee

	Policy/Document
	Last Reviewed
	Next Due
	Responsible

	Constitution
	[Date]
	[Date}
	Chair and Secretary

	Safeguarding Policy
	[Date]
	[Date]
	Welfare Officer

	Equality Policy
	[Date]
	[Date]
	Committee

	Data Protection Policy
	[Date]
	[Date]
	Secretary

	Health and Safety Policy
	[Date]
	[Date]
	Facilities Manager

	Codes of Conduct
	[Date]
	[Date]
	Team Captains

	Finance Policy
	[Date]
	[Date]
	Treasurer



11.5 Document Control

· All policies and templates are controlled documents of Dedham Cricket Club
· Updates must be approved by the Committee and version-controlled
· The Secretary shall retain the master copies (digital and hard copy)

11.6 Annual Compliance Declaration

At the start of each session, the Committee shall confirm that:

· All officers and volunteers have read and understood the Club’s governance documents
· All required safeguarding and DBS checks are complete
· All policies remain current and accessible to members

11.7 Closing Statement

Dedham Cricket Club is proud to uphold the highest standards of governance, welfare, and community engagement. This Handbook provides the framework to ensure our Club remains safe, inclusive, and sustainable for generations to come.

