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A guide for sport and recreation clubs and associations in Western Australia.

The future is in 
your hands

Planning for Your Club
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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 fi nancial) 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 refl ect 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

 offi cials

 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 
refl ects their needs.

•

•

•

•

•

•

•

•

•

•

Planning is the key to the future for all sporting 
and recreation organisations no matter their level, 
activity or size.
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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 specifi c 
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 modifi cations. 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, offi cials, 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 specifi cally does 
your organisation want to achieve by 
the end of the planning period? Make 
sure your objectives are specifi c, 
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.” 

•

•

•

•
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 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 fi rst 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.

•

•

•
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Other Resources 
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 
members and participants.

Other resources in the series include: 

Clubhouse CD-ROM

Step by step... to starting a new club

Planning for your club – the future is in your hands

Taking the lead! A guide for Club Presidents

The key to effi ciency – the Club Secretary

Show me the money – a guide for the Treasurer

Take the ‘in’ out of ineffective – ten steps to running successful meetings

Effective club meetings – a guide for the chairperson

Lighten the load and delegate – help for the overworked committee member

You have the answers – solving club problems

Marketing and promoting your club

Sponsorship – seeking and servicing a sponsor

Establishing your club constitution and becoming incorporated

Risky business – a club guide to risk management

Clubs’ guide to volunteer management

Member protection for clubs

How to be more inclusive of people from diverse backgrounds

Passport into schools – linking sports with schools

Youth sport – junior sport policy

Long-term involvement – junior sport policy

Getting young people involved – junior sport policy

Physical growth and maturation – junior sport policy

Sport pathways – junior sport policy

Forming links – junior sport policy

People making it happen – junior sport policy

Quality coaching – junior sport policy

Making sport safe – junior sport policy

The law and sport – junior sport policy

Top 20 tips for offi cials

Top 20 tips for successful coaching
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Other Resources and Training

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 Issues and Risk Management

•

•

•
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Find a Club 

Find a Club is where you can register or update your club’s details in our 
Find a Club database. It is an exciting new initiative designed to increase participation in 
sport and recreation and help your club recruit more members and volunteers.

Located within the Department of Sport and Recreation’s website, Find a Club will be a 
comprehensive database of sporting and recreational clubs within Western Australia.

Visitors to the website can search for clubs in their local area and are provided 
with activities, contact details, venue details and even a street map showing them 
how to get there.

By registering or updating your club details you receive:

Free listing of your club contact details and activities. 

Up-to-date industry news and funding opportunities for your club.

To register as a new club

Visit www.dsr.wa.gov.au and click on Find a Club.

To update your club information

If your club has previously registered your contact details with DSR, your nominated contact 
person will receive a login and password to enter and update your club information.

•

•




