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Club Capability Assessment Tool

Version 1.0  4/8/06

NZOF Club Capability Assessment Tool
The purpose of this tool is to assist orienteering clubs to evaluate their strengths and weaknesses in order to continually improve the way they operate.  In the form of a checklist, the key things to remember when using it are:

· It is an assessment of the club, not the individuals in it.

· To gain the most benefit from the process it is important to be completely honest in looking at the way your club performs.

· It is not about passing or failing or trying to get the best score – this is only a development tool for internal use -- to identify which areas the club should look to invest its energies next in order to improve the way it operates.  It is not a competition!!!

· Clubs are all at different stages of development -- by focusing on continuous improvement the tool can be relevant to all situations.  

· Clubs are not expected to be ‘perfect’ on every dimension, but there are some that are more important than others.

· The checklist is based around a ‘best practice’ approach.

The checklist is set up under 16 topic areas:

	Category
	Checklist topic areas

	Big Picture


	· General Health

· Leadership

· Stakeholder relationships

· Resources

· Planning



	Day to Day


	· People Management

· Retaining existing members

· Attracting new members

· Marketing and promotion

· Using time & resources

· Tribalism

· Finances



	In the Forest


	· Events

· Gear

· Systems

· Coaching



The evaluation process is very simple, based on the ‘smiley face’ methodology.  For each checklist item there are 3 options to choose from 

	Rating 
	Interpretation

	· 
	Yes/ Going well/ thriving/ a strength

	
	Hmm/ Yes & No/ Going OK / Stable at the moment

	
	No/ Struggling/ A weakness


There is also a space next to each checklist item for any ‘comments’ or ‘actions’ to be noted.

(1) Big Picture

1.1  Our General Health

	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	1.1.1
	We are an incorporated society with a formal constitution containing rules and policies.
	
	
	
	

	1.1.2
	We have a large active membership.


	
	
	
	

	1.1.3
	Our membership is growing.


	
	
	
	

	1.1.4
	We have a regular programme of local events over the whole year.
	
	
	
	

	1.1.5
	We get a good turnout at every event.


	
	
	
	

	1.1.6
	Our base operations generate a healthy cash surplus.
	
	
	
	

	1.1.7
	Our members have fun and feel as if they are part of strong club.
	
	
	
	

	1.1.8
	We have more people wanting to organize events than we have events on the calendar
	
	
	
	

	1.1.9
	We regularly review our progress and performance
	
	
	
	

	1.1.10
	We make sure we regularly listen to the views, ideas and concerns of our members.
	
	
	
	


1.2  Our Leadership

	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	1.2.1
	Our members acknowledge we have strong and effective leadership.
	
	
	
	

	1.2.2
	Our committee works well and shares the leadership function.
	
	
	
	

	1.2.3
	Our committee has a good mix of skills.
	
	
	
	

	1.2.4
	Our key office holders have good people management skills.
	
	
	
	

	1.2.5
	Our committee takes responsibility for creating a strong & effective club.
	
	
	
	

	1.2.6
	Our office holders are fresh, motivated and not close to burn out.
	
	
	
	

	1.2.7
	Our workload is shared out and does not always fall on a few stalwarts.
	
	
	
	

	1.2.8
	We help our office holders to improve their leadership/ people mgt skills.
	
	
	
	

	1.2.9
	Our leaders are good teachers/ mentors and share their skills & knowledge readily & proactively.
	
	
	
	


1.3  Our Stakeholder Relationships  (we have very good relationships with…..)

	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	1.3.1
	Our members and their families.


	
	
	
	

	1.3.2
	Our landowners.


	
	
	
	

	1.3.3
	Our local schools & schools sports association.
	
	
	
	

	1.3.4
	Our local authorities.


	
	
	
	

	1.3.5
	The NZOF


	
	
	
	

	1.3.6
	Our Regional Sports Trust


	
	
	
	

	1.3.7
	Our suppliers


	
	
	
	

	1.3.8
	Our local media


	
	
	
	

	1.3.9
	Our nearby clubs


	
	
	
	


1.4  Our Resources

	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	1.4.1
	Our bank balance is healthy.  We are not held back by lack of funds.
	
	
	
	

	1.4.2
	We have a large portfolio of up to date local maps with no access issues.
	
	
	
	

	1.4.3
	We have a variety of good local areas that still remain to be mapped.
	
	
	
	

	1.4.4
	We have a sizeable population base from which to attract members.
	
	
	
	

	1.4.5
	We have a group of skilled and motivated mappers active in the club.
	
	
	
	

	1.4.6
	We can afford to pay our volunteers if we needed to.
	
	
	
	

	1.4.7
	We have large pool of skilled volunteers to draw on so jobs are rotated and people are not overloaded.
	
	
	
	

	1.4.8
	There are other clubs nearby we can work and share with, especially a combined events programme.
	
	
	
	

	1.4.9
	Our club has a recognized physical base/ focal point (eg official or unofficial clubrooms).
	
	
	
	


1.5  Our Planning

	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	1.5.1
	We have a current 3-5 year plan setting out our longer term objectives & actions.
	
	
	
	

	1.5.2
	We have an annual plan for this year setting out actions and timelines.


	
	
	
	

	1.5.3
	We regularly report back on & talk about our progress against these plans.
	
	
	
	

	1.5.4
	We hold well attended club-wide planning sessions and communicate our plans widely amongst our members.
	
	
	
	

	1.5.5
	We seek and have obtained endorsement from our members for our plans.
	
	
	
	

	1.5.6
	Planning is fun and not a chore that we avoid.


	
	
	
	


	Big Picture:   Summary/ Comments/ Actions




(2) Day to Day

2.1  Our People Management
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	2.1.1
	Our club has a plan in place to attract and retain skilled and committed officials.
	
	
	
	

	2.1.2
	We have a formal succession plan in place for the key roles.
	
	
	
	

	2.1.3
	All our key roles have an up to date job description.
	
	
	
	

	2.1.4
	We are skilled at and have good systems for recruiting and managing volunteers.
	
	
	
	

	2.1.5
	We have recognition programmes for rewarding our volunteers.
	
	
	
	

	2.1.6
	We have a basic training programme for volunteers and actively upskill and cross-skill people in O areas (eg coaching, event org, mapping).
	
	
	
	

	2.1.7
	We have an up to date skills database of our members and their families – for O related skills and employment skills they can bring to the club.
	
	
	
	

	2.1.8
	We utilize the time of our retired and non-working members.
	
	
	
	


2.2  Retaining our Existing Members
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	2.2.1
	Our club has a retention strategy in place to retain its members.
	
	
	
	

	2.2.2
	Our membership turnover (churn) is low (less than 10% per year).
	
	
	
	

	2.2.3
	We have a good core of members who have been here over 10 years.
	
	
	
	

	2.2.4
	We have an up to date database of our members.
	
	
	
	

	2.2.5
	We regularly ask our members what they want from being part of the club.
	
	
	
	

	2.2.6
	We know why people join, stay and leave our club.
	
	
	
	

	2.2.7
	We follow up on all members who have not rejoined the club.
	
	
	
	

	2.2.8
	We have a well read club newsletter with lots of contributors.
	
	
	
	

	2.2.9
	We have a well visited club website and other effective communication channels in pace to ensure members are regularly kept informed of our plans, priorities and achievements.


	
	
	
	


2.3  Attracting New Members
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	2.3.1
	Our membership is growing.


	
	
	
	

	2.3.2
	We are attracting new junior members.
	
	
	
	

	2.3.3
	We have strong links with our local primary, intermediate and secondary schools.
	
	
	
	

	2.3.4
	We have a person focused on gaining & supporting new members.
	
	
	
	

	2.3.5
	We have targeted membership drives on selected groups.
	
	
	
	

	2.3.6
	We follow up on new casual participants to see how they enjoyed the sport and encourage them to join the club.
	
	
	
	

	2.3.7
	We have a tested strategy for introducing beginners to the sport, incl:
- Buddy system with a club member.

- Brochures & info at events.

- Information on the website.

- Books & DVD’s available.

- Other skills training opportunities.

- Social invitations.

- Involvement with event mgt.

- Travel assistance, esp for juniors.


	
	
	
	

	2.3.8
	We encourage group participation to reduce the risk of negative early experiences.
	
	
	
	

	2.3.9
	We have permanent courses in our area for people to try orienteering in their own time.
	
	
	
	


2.4  Our Marketing and Promotion
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	2.4.1
	We have a promotional plan & programme for the year.
	
	
	
	

	2.4.2
	We have a club Media person who is well connected to the local media.
	
	
	
	

	2.4.3
	We have clearly identified the benefits of the sport and for joining our club.
	
	
	
	

	2.4.4
	We know the profile of our target market and how to communicate with them.
	
	
	
	

	2.4.5
	We have good links to the local schools.
	
	
	
	

	2.4.6
	We have marketing experience on our committee.
	
	
	
	


2.5  Using our Time and Resources
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	2.5.1
	We are prioritizing where we spend our time and money (eg mapping, coaching, promotion, social activities).
	
	
	
	

	2.5.2
	We are following our plan.


	
	
	
	


2.6  Our Tribe
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	2.6.1
	We have a healthy club spirit and culture.
	
	
	
	

	2.6.2
	At events we are clearly a cohesive and supportive group ( eg club tent, club flag, uniform).
	
	
	
	

	2.6.3
	We help each other out with travel to events.
	
	
	
	

	2.6.4
	We have club clothing we are proud to wear (eg O suit, tracksuit, T-shirt, cap, badges).
	
	
	
	

	2.6.5
	We have a strong social foundation and programme of events, eg

- club dinners.

- club camps/ training sessions.

- club trips/ interclub events.


	
	
	
	

	2.6.6
	We have good communication channels, incl website, newsletter etc


	
	
	
	

	2.6.7
	We encourage social interaction at events, examples include:


· shortened start periods/ start intervals or running score-type events to maximize interaction before and after.

· holding prizegiving ceremonies/ spot prizes.

· providing/ selling food afterwards.

· group-based event formats (eg relays, rogaines).

· encouraging group/team/ family entries.

· using buildings as event centres where possible.

· holding lots of fun/ local events.

· having a club tent as a focus for members at away events.

· having event centres away from carparks.


	
	
	
	


2.7  Our Finances
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	2.7.1
	We have accurate and robust financial systems in place.
	
	
	
	

	2.7.2
	We have financial expertise on our committee.
	
	
	
	

	2.7.3
	Our financial records are accurate, timely and up to date.
	
	
	
	

	2.7.4
	An external auditor audits our financial accounts.
	
	
	
	

	2.7.5
	We are aware of our tax responsibilities and have systems in place to ensure tax compliance.
	
	
	
	

	2.7.6
	We are not overly exposed to a reduction in income from any one source.
	
	
	
	

	2.7.8
	Our club has a diverse revenue base.


	
	
	
	

	2.7.9
	Our constitution contains rules & policies on our financial workings.
	
	
	
	

	2.7.10
	We have an approved budget for the year.
	
	
	
	

	2.7.11
	We report back on this budget every meeting
	
	
	
	

	2.7.12
	We have a healthy level of turnover for a club of our size.
	
	
	
	

	2.7.13
	We have adequate reserves, which are being well managed.
	
	
	
	

	2.7.14
	Our normal club events are profitable.
	
	
	
	

	2.7.15
	We charge enough in event fees and member subscriptions to recover all our operating costs and create enough of a surplus to fund new maps and other development activities.
	
	
	
	

	2.7.16
	We have someone responsible for fundraising/ new revenue generation.
	
	
	
	

	2.7.17
	We have a track record of successful grant applications.
	
	
	
	

	2.7.18
	We have the capability for online event entry/payments and banking to reduce admin & costs.
	
	
	
	


	Day to Day:  Summary/ Comments/ Actions




(3) In the Forest

3.1  Our Events
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	3.1.1
	Our members have a year round programme of local events (either our club or other clubs) that meet their expectations of frequency and challenge.
	
	
	
	

	3.1.2
	We have a good variety of events that support the progression of skill levels from simple park events through to technical forest events.
	
	
	
	

	3.1.3
	We have a series of competitions over the year that satisfies those who want to be competitive at their level (eg schools, age grade, elite).
	
	
	
	

	3.1.4
	Our events are readily accessible by our members without the need for extensive travel.
	
	
	
	

	3.1.5
	We regularly seek feedback from our members as to what they want from our events and we are always seeking to improve what we offer.
	
	
	
	

	3.1.6
	We are offering a diverse range of O-formats to appeal to a wider market (eg MTBO, rogaine/score events).
	
	
	
	

	3.1.7
	We have channels in place to promote events and communicate key information, including last minute changes and cancellations.
	
	
	
	

	3.1.8
	We have processes in place to ensure damage to landowners property is identified and repaired.
	
	
	
	

	3.1.9
	We ensure that we have adequate Public Liability insurance in place, via the NZOF policy.
	
	
	
	

	3.1.10
	We have several experienced A grade controllers in the club and a programme to upskill other event organizers to this level.
	
	
	
	


3.2  Our Gear
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	3.2.1
	Our stock of controls is in good condition (standards, flags & clippers)
	
	
	
	

	3.2.2
	Our range of tents is adequate and in good condition.
	
	
	
	

	3.2.3
	Our trailer/ caravan is in good condition and easy to use.  We have processes in place to ensure it has WOF/ Rego/ Insurance.
	
	
	
	

	3.2.4
	Our other gear (eg tables, clocks, chairs, toilets, map boards, signs etc) are in good condition and adequate for our needs.
	
	
	
	

	3.2.5
	All of our equipment is easy to use, transport, clean, store and maintain.
	
	
	
	

	3.2.6
	We have secure storage for our equipment.
	
	
	
	

	3.2.7
	We have adequate insurance policies in place to cover our equipment.
	
	
	
	

	3.2.8 
	We have a planned replacement & maintenance programme for all our major assets.
	
	
	
	

	3.2.9
	We have a fully stocked medical kit.


	
	
	
	


3.3  Our Systems
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	3.3.1
	We have robust, simple processes for running events that are labour efficient and easy to learn.  Our volunteers do not need to reinvent the wheel at every event.
	
	
	
	

	3.3.2
	Our event processes are up to ‘A’ grade event standard.
	
	
	
	

	3.3.3
	We have manuals for controllers, planners and other organizers.
	
	
	
	

	3.3.4
	It is easy for event participants (esp beginners) to know what is going on and what they need to do at events.
	
	
	
	

	3.3.5
	We have Health & Safety procedures for events and identify hazards for participants.
	
	
	
	

	3.3.6
	We have emergency management procedures for events (eg for fires, accidents, medical emergency, bad weather etc).
	
	
	
	

	3.3.7
	We regularly review the effectiveness of our systems.
	
	
	
	

	3.3.8
	Our administrative systems are efficient and effective.
	
	
	
	

	3.3.9
	All of our maps are in OCAD


	
	
	
	

	3.3.10
	We have the capability to use Sportident.
	
	
	
	


3.4  Our Coaching
	Ref
	Checklist item
	
	Rating
	
	Comment/ Action

	
	
	· 
	
	
	

	3.4.1
	Coaching is a top priority for us.


	
	
	
	

	3.4.2
	We have a coaching strategy for the club, putting in place comprehensive programmes for our different audiences (eg beginners, juniors, seniors & elite).
	
	
	
	

	3.4.3
	Our club has a strategy to attract, encourage, upskill, support and reward coaches.
	
	
	
	

	3.4.4
	We have a club coach/ coaching co-ordinator and a network of other coaches.
	
	
	
	

	3.4.5
	Our coaches are NZOF accredited.


	
	
	
	

	3.4.6
	We co-ordinate our coaching activities nationally and with other clubs in our region.
	
	
	
	

	3.4.7
	We regularly seek feedback from our members on our coaching programme.
	
	
	
	

	3.4.8
	Our club has a system for talent identification and a development path for those seeking to use it.
	
	
	
	

	3.4.9
	We encourage and support juniors and elite members to take part in national coaching programmes and to seek representative honours.
	
	
	
	


	In the Forest:  Summary/ Comments/ Actions




	Overall:  Summary/ Comments/ Actions




Date of Review:________________________

Date(s) for follow up:________________________
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