
Membership Rep 3.21 

Membership Secretary 
 
Responsible for obtaining all necessary information from new members, both sailors and 
volunteers, maintaining the membership records, collecting subscriptions and acting as the 
primary contact point for members relating to their membership. Responsible to the 
Management Committee. 
 

1. Obtain membership details Arrange membership forms, ensure distribution to new 
members and completion, generally by Reception. 

 
2. Maintain records Transfer details to the database. Place a copy of each membership 

form in the sealed envelope kept in the locked cupboard at the club to be used only 
in the event of a medical emergency with that member necessitating access to 
details of medical condition or medication for first aiders. 

 
3. Email distribution list. Provide Chris Wales with the name and email address 
 
4. DBS Inform DBS organiser of new members for performance of the DBS check. 

Record DBS result on database when received 
 

5. Subscriptions Co-ordinate the collection of subscriptions (primarily done by 
reception on Tuesdays and Fridays and given to the Treasurer) 

 
6. Membership cards Provide membership cards 

 
7. Provide information to new volunteers about induction and training 

Inform new volunteers about the induction and training process and introduce them 
to the person responsible for induction and training. This person will: 

Ensure new volunteers are taken through the formal induction process and 
discuss the role they propose to take on and the necessary knowledge, 
experience and training required for the role of the volunteer, such as shore 
crew, skipper or receptionist. 
Child & Vulnerable Adult policy. A copy is attached to the other forms and 
they have to sign to confirm that they have read it.  
 

8. Training. Ensure that volunteers have the necessary training to undertake their 
assigned roles, such as skipper or pontoon. 

 
9. Liaison with the Volunteer Co-ordinator. Provide details of new volunteers and the 

days they can attend. 
 

10. Sailors and groups. Liaise with the clubs, homes and sailors in advance of the season 
to ascertain numbers and agree times. Maintain and manage a waiting list to the 
extent necessary. During the season monitor attendance in liaison with Reception 
and the OODs and make any changes necessary to times or numbers and introduce 
new sailors or groups as capacity allows. 

 
11. Primary contact for membership matters Act as the primary contact for members 

relating to their membership, whether by phone, email, letter or in person. 


