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GASCOYNE
1st Floor
14 Robinson Street
PO Box 140
Carnarvon WA 6701
Tel: 9941 2153 Fax: 9941 4055
gascoyne@dsr.wa.gov.au

GOLDFIELDS
25 Porter Street
PO Box 1036
Kalgoorlie WA 6430
Tel: 9021 5399 Fax: 9021 5335
goldfields@dsr.wa.gov.au

GREAT SOUTHERN
1st Floor
234 Stirling Terrace
Albany WA 6330
Tel: 9841 6800 Fax: 9842 1660
greatsouthern@dsr.wa.gov.au

KIMBERLEY
Shop 24
Kununurra Shopping Centre
Konkerberry Drive
PO Box 1127
Kununurra WA 6743
Tel: 9168 1987 Fax: 9168 3035
kimberley@dsr.wa.gov.au

MID WEST
77 Marine Terrace
PO Box 135
Geraldton WA 6531
Tel: 9964 5333 Fax: 9921 6555
midwest@dsr.wa.gov.au

PEEL
Suite 3
The Endeavor Centre
94 Mandurah Terrace
PO Box 1445
Mandurah WA 6210
Tel 9535 3309 Fax: 9535 9688
peel@dsr.wa.gov.au

PILBARA
1 Welcome Road
PO Box 294
Karratha WA 6714
Tel: 9185 0914 Fax: 9185 0198
pilbara@dsr.wa.gov.au

SOUTH WEST
80A Blair Street
Bunbury WA 6230
Tel: 9791 7100 Fax: 9791 7963
southwest@dsr.wa.gov.au

WHEATBELT
297 Fitzgerald Street
PO Box 55
Northam WA 6401
Tel: 9622 0150 Fax: 9622 0160
wheatbelt@dsr.wa.gov.au

PLANNING FOR YOUR CLUB
THE FUTURE IS IN YOUR HANDS

Planning is the key to the future for all sporting

and recreation organisations no matter their level,

activity or size.

Department of Sport and Recreation
Meagher Drive, Floreat WA PO Box 66, Wembley WA 6913
Tel: 9387 9700 Fax: 9387 9726 info@dsr.wa.gov.au

For further information refer to our website www.dsr.wa.gov.au or contact us at:



WHY PLAN?

Whether at national, state or local level,
organisations need to plan their long-term
viability in order to grow.

Planning helps to:

• Look at where the organisation has
come from and where it is now, where
it wants to go and how it is going to
get there.

• Identify the main objectives of the
organisation.

• Encourage the members to get involved
in the development of the organisation.

• Adjust to changes in the current
environment that have an impact on the
organisation.

• Ensure that resources (human, physical
and financial) are used effectively.

• Evaluate the organisation.

…Bring order into the hectic business of
running a sporting organisation.

WHO SHOULD BE
INVOLVED IN THE
PLANNING PROCESS?

Try to involve as many people in the
planning process as possible. The
more people who are consulted in the
development of the plan, the more it
will reflect the true direction of your
organisation. Your members will also feel
that the plan belongs to them and they will
be more comfortable in assisting with its
implementation.

A group of people should be invited to a
planning meeting to brainstorm the basics
of the plan. This group should be
representative of:

• board/committee members

• volunteers

• sport participants

• paid staff

• coaches

• facilities operators

• officials

• sponsors

• parents

• other stake-holders in your organisation

After your planning meeting, the draft plan
should be circulated as widely as possible
to your members to make sure that it
reflects their needs.



WHEN SHOULD
YOU PLAN?

It is important to set aside some time for
your planning to ensure that it receives the
attention that it requires. It is probably most
economical to schedule your planning
meeting with one of your sport’s regular
gatherings. This could be:

• A general meeting

• A club tournament

• A social occasion

You will need to set aside a specific time-
slot in your schedule (perhaps a day or
half-day) for your planning meeting. The
meeting should be long enough to develop
the basic framework of the plan so the
duration will depend on the size and
complexity of your organisation.

Remember, the plan should be reviewed
regularly to monitor your progress and
make any necessary modifications. The
planning meeting should be a regular
feature of your organisation’s calendar.

The Planning Pathway

FORM A PLANNING COMMITTEE

A small group of committed people should
get the planning process under way and
ensure the plan is implemented and
reviewed regularly.

HOLD A PLANNING WORKSHOP

Invite a group of people (including
administrators, coaches, officials, athletes,
sponsors and facilities managers) to attend
a planning meeting to develop the
framework of your plan. A facilitator, or
a person who is experienced in leading
planning workshops, may assist your
organisation to get the most out of the
workshop.

DEVELOP YOUR PLAN

The planning committee or an entrusted
individual writes up your plan. Remember
it does not need to be a complex document
— it’s best to keep it simple! The plan
needs to contain some basic elements:

• Mission — a brief statement explaining
the purpose of your club or group and
why it exists. An example may be “to
promote tennis as an enjoyable, healthy
sport for people of all ages and ability
levels in our community.”

• Organisational Goals — statements that
explain the broad directions of your
organisation. For example, “to
encourage the provision of opportunities
for participation in tennis by all members
of the community.”

• Objectives — what specifically does
your organisation want to achieve by the
end of the planning period? Make sure
your objectives are specific,
measurable, achievable, realistic and
have a timeframe. An example of an
objective may be “to double the number
of registered junior players by the start
of competition.”



• Actions (What) — what needs to be
done to achieve the objectives? An
example of an action to achieve the
objective of doubling the number of
junior players might be “to produce a
promotional brochure for distribution
to local schools.”

• Responsibilities (Who) — who is
responsible for completing the actions?

• Timeframes (When) — when do the
actions need to be completed?

• Resources — How much is it going
to cost?

CONSULT WITH YOUR MEMBERS

…Make sure that your members
understand your plans.

…Remember that it is their plan too!

…Make any necessary changes to
the plan.

PROMOTE YOUR PLAN

…Make sure your new plan gets plenty of
publicity — put it in your newsletter, send
a copy to sponsors.

…It’s your plan – you should be proud of it.

…The more you promote the plan, the more
people will know about it and help you to
implement it.

IMPLEMENT IT!

…There’s no point in developing a plan that
will gather dust on the shelves.

…Make your plan a living, breathing
document that helps people to get the
job done.

....Evaluate it and modify it if necessary
— it may not be exactly what you want or
can achieve first time around.

CELEBRATE SUCCESS

…As objectives in the plan are achieved,
let everyone know about it, no matter how
small.

This resource is part of the Club
Development Scheme, which provides
assistance to Western Australian sport and
recreation clubs and organisations to
become better managed, more sustainable
and to provide good quality services to
their members and participants.

Other resources in the series include:

• Step by Step to Starting a New Club

• Taking the Lead! A Guide for Club
Presidents

• The Key to Efficiency – The Club
Secretary

• Lighten the Load and Delegate – Help
for the Overworked Committee Member

• Show Me the Money – A Guide for Club
Treasurers

• Take the In Out of Ineffective – 10 Steps
to Running Successful Meetings

• Effective Club Meetings.

• You Have the Answers – Solving Club
Problems

• Establishing Your Club Constitution and
Becoming Incorporated

• Marketing and Promoting Your Club

• Seeking and Servicing a Sponsor.



Other resources and training workshops are also available for volunteers involved
in the delivery of sport and recreation through the Active Australia Volunteer
Management and Club/Association Management Program. Topics include:

Volunteer Management

• Recruiting Volunteers

• Retaining Volunteers

• Volunteer Management Policy

• The Volunteer Coordinator

• Managing Event Volunteers

• Volunteer Management: A guide to good practice

Club/Association Management

• Creating a Club

• Club Planning

• Financial Management

• Committee Management

• Conducting Meetings

• Event Management

• Promoting Sport and Recreation

• Sponsorship, grants and fundraising

• Legal Issue and Risk Management


