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	ROLE SUMMARY:
	To coordinate and facilitate disciplinary investigations and disciplinary panels set up to deal with complaints referred under the disciplinary regulations

	ESTIMATED HOURS: 
	Approx. timings dependent on complexity of case
Investigation: 2-3 hours over 4-8 weeks

Disciplinary: 10 hours over 4-8 weeks

Appeal: 2-3 hours over 4 weeks

	KEY TASKS:
	· Receive and process complaints in accordance with EN’s Disciplinary Regulations
· Convene Investigation Panel/Disciplinary Panel and Appeal Panel, as appropriate

· Contact potential Chair/Members and arrange suitable date and venue for the panel to meet

· Liaise with Chair re conduct of hearing etc.

· Collate, produce and distribute relevant documents and supporting material for the Panel

· Respond to queries, and act as an impartial point of contact for both the complainant and the respondent

· Record accurate minutes from any hearings and notify the complainant and respondent of any decisions made by the Panel. Complete and send Disciplinary Forms in accordance with required time-line

· Ensure all necessary disciplinary case records are logged and provided to England Netball

· Input with the RMB to the Regional Plan

	KNOWLEDGE & SKILLS
	· Strong communication & interpersonal skills

· Good political and influencing skills

· Excellent planning, organisational and facilitation skills

· Confident user of technology

· Ability to be flexible and work with volunteers from diverse backgrounds 

· Ability to build and maintain effective networks

· Flexibility & willingness to take on responsibility

· Good decision making skills

· Ability work within time frames

· Sensitivity and ability to listen without pre-judging

· Knowledge of England Netball’s Disciplinary Regulations (available online) 

	TRAINING REQUIREMENTS
	· The role involves mandatory training which is facilitated by England Netball and designed to support volunteers in their role

	CONTACT
	To get involved, contact Carol Williams for an informal chat or send an expression of interest to: south@englandnetball.co.uk 
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	HOW LONG HAVE YOU BEEN DOING THE ROLE?


	2 years

	HOW MUCH TIME DO YOU COMMIT TO YOUR ROLE: 

	I have dealt with 2 investigation cases over the last 2 years and each has taken approx. 3 hours. The disciplinary case I was involved in took longer, more like 10 hours over about 8 weeks.

	HOW HAS BEING A DISCIPLINARY SECRETARY BENEFITTED YOU?
	I am involved using my professional skills in the sport I love. It’s great to feel I am able to benefit netball without having to operate outside my comfort zone. Administration, project management and the application of procedures is my true skill set, however it has helped me a great deal with people from all different backgrounds in sometime contentious situations and really built my confidence. 

	WHY WOULD YOU RECOMMEND VOLUNTEERING TO SOMEONE THINKING ABOUT GETTING INVOLVED IN THIS ROLE?


	This is a great role for somebody with Legal Training, HR, Administration or those looking for more experience in these areas. You will  be able to gain real experience and/or use your skills in a very beneficial way for netball.  

	HOW WAS VOLUNTEERING HELPED YOU IN YOUR PROFESSIONAL CAREER?


	I wanted to help build my CV and demonstrate to employers that I had wide ranging experiences. It has been a great way to gaining that experience while giving back to support in a non-traditional volunteering role. This role has helped give me the confidence to approach difficult situations in work and real life experience to draw from – as well as build upon and develop my project management skills. 
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