Tennis Club Committee & Volunteer Succession Plan

Club Name: Example Tennis Club
Date Created / Reviewed: May 2026
Approved by Committee: Chair 
1. Purpose
This plan ensures continuity of leadership, good governance, sustainable volunteer engagement and succession planning.
2. Key Committee & Volunteer Roles
	Role
	Current Holder (Example)
	Term / Review
	Key Responsibilities (Example)

	Chair / President
	Sharon Smith
	AGM 2026
	Leads committee, governance oversight, club representation

	Secretary
	Jamie Lee
	AGM 2025
	Minutes, compliance, ClubHub and correspondence

	Treasurer
	Rosie Patel
	AGM 2026
	Finances, reporting, bank accounts

	Events & Volunteers
	Sam Brown
	Open
	Love Tennis events, working bees, volunteer coordination

	Volunteer coordinator/the people person
	
Bill Socialite
	
Variable/Annual
	Open, inviting, friendly. Introduce and communicate with new members. Document participants passions, understand player needs. 


3. Priority Role Succession Worksheet (Example)
Priority Role: Secretary
Why critical: Ensures compliance, continuity, and effective committee communication.
Key Responsibilities:
• Meeting agendas and minutes
• Maintaining constitution, policies, and registers
• Liaison with Tennis NZ, Centre, and government agencies
Key Skills / Knowledge Required:
• Strong organisation and written communication
• Basic governance understanding
• Confidence using email, ClubHub, and shared documents
4. Potential Successors & Readiness (Example)
Potential Successor: Parent of junior player (Casey Nguyen)
Current Involvement: Team manager and casual Love Tennis volunteer
Readiness: 6–12 months with mentoring
5. Development Actions (Example)
• Observe two committee meetings
• Access shared minutes, templates, and policies
• Shadow minute-taking for one competition term
Responsible: Current Secretary and Chair
6. Transition Plan & Timeline (Example)
Approach: Co-role for one term, followed by formal AGM handover
Target Transition: AGM (date)
7. Knowledge Management & Risk
Governance documents stored: Shared Google Drive with restricted access
Two-person access maintained for: bank accounts, email, ClubHub, cloud storage
8. Volunteer Engagement & Pipeline (Example)
Identification: Parents, social players, schools, Love Tennis events
Support: Clear role descriptions, buddy system, short-term task options
Recognition: AGM acknowledgements, newsletter spotlights, social media thanks, discounted rates, coach session, etc
9. Review & Continuous Improvement
Reviewed annually at AGM and after committee changes
Next Review: October ..(date)
