
 

 

England Netball Disciplinary Secretary Role Description (April 2021) 

  

DISCIPLINARY SECRETARY ROLE 

DESCRIPTION 

ROLE SUMMARY 

To co-ordinate and facilitate Disciplinary Procedures and set up Disciplinary Panels to deal with complaints 
referred under the England Netball Disciplinary Regulations 2021.  

TRAINING REQUIREMENT 

The role of a Disciplinary Secretary involves mandatory training which is facilitated by England Netball and 
designed to support volunteers in their role. This training requires a time commitment of 6-8 hours and training 
must be completed every 2 years. 

TIME COMMITMENT 

Time commitment varies case by case. Administering an investigation into a complaint referred under the 
Disciplinary Regulations may take between 2-4 hours in total. Administering a case that progresses to a 
Disciplinary Hearing may take between 4-10 hours. 

KEY RESPONSIBILITIES 

▪ Complete all required training for the role. 

▪ Receive complaints and acknowledge receipt to the complainant. 

▪ Appoint a Chair and Panel Members from the Disciplinary and Appeals Panel Register for each panel 
required in accordance with the England Netball Disciplinary Regulations. 

▪ Collate, produce and distribute relevant documents and supporting material for the panel(s). 

▪ Co-ordinate with panel members to identify a suitable arrangement for the panel to meet. 

▪ Effectively liaise and communicate with all parties involved with the case to ensure a smooth and effective 
process in line with the England Netball Disciplinary Regulations. 

▪ Record accurate minutes from any hearings held and notify the complainant and respondent of any 
decisions made by the panel using England Netball forms provided. 

▪ Act as an impartial point of contact for both the complainant and the respondent to advise on matters of 
process. 

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

▪ Maintain the highest levels of confidentiality and ensure compliance with GDPR. 

THE ROLE OF DISCIPLINARY PANEL MEMBER WOULD BENEFIT FROM THE FOLLOWING SKILLS 
AND EXPERIENCE 

▪ Interpersonal and communication skills. 

▪ Sensitivity, ability to listen without pre-judging and remain impartial. 

▪ Ability to communicate with a team of volunteers. 

▪ Awareness and respect for confidentiality throughout the process. 

▪ Organisational, planning and facilitation skills. 

▪ Ability to work within timeframes. 

▪ Access to emails and online conferencing technology. 


