Assistant Area Discipline Administrator
Purpose
To support the Area Discipline Administrator (ADA) and Deputy ADA in delivering effective, fair and consistent management of all disciplinary matters within South East Hockey. The Assistant Area Discipline Administrator (AADA) is a key member of the Area Discipline Panel (ADP), assisting with case management, administration, and the ongoing review of disciplinary processes in line with England Hockey Disciplinary Regulations. 
Key Tasks of the Role
1. Case Administration and Handling
· Receive and process red card and matchday misconduct reports delegated by the ADA or Deputy ADA, ensuring all cases are administered in accordance with current England Hockey regulations. 
· Support the administration of additional disciplinary cases, including Disrepute complaints, as delegated.
· Ensure accurate record-keeping, documentation, and secure storage of discipline case files, decisions, and correspondence.
· Assist in maintaining the database of disciplinary actions and Area statistics.
2. Panel Participation and Support
· Actively participate in ADP meetings and case reviews when convened, providing insight, support and impartial judgement as part of the panel.
· Represent the panel in hearings and case decisions, contributing to fair and balanced outcomes for all parties.
· Support the ADA and Deputy ADA in convening meetings, preparing minutes and communicating decisions to clubs and individuals.
· Assist in the recruitment, onboarding and training of new panel members where required.
3. Communication and Stakeholder Liaison
· Serve as a point of contact for clubs, officials and members with discipline-related questions—providing advice, guidance and process information as directed by the ADA.
· Liaise with fellow panel members on active cases, deadlines, and standards for fair process and natural justice.
· Help inform and educate stakeholders about policy changes, procedural updates and best practice in discipline matters.
· Support a culture of transparency and education in disciplinary processes across the Area. 
4. Appeals Process and Compliance
· Participate in the administration and support of appeals, collaborating with the ADA, Deputy ADA and Disciplinary Appeal Panels as required.
· Liaise with England Hockey and national panels regarding escalated appeals or regulatory updates.
· Ensure compliance with Area and national policy and with GDPR requirements on information handling.
5. Continuous Improvement and Reporting
· Contribute to ongoing review of disciplinary processes, recommending improvements and reflecting on trends and case outcomes.
· Assist with monitoring and reporting to the ADA or Area Board—supporting audits and transparency in area discipline matters.
Time Commitment and Practical Arrangements
Approximate commitment of 2–4 hours per week during the hockey season, variable according to incident volume and panel workload.
Location: Primarily remote/online, with occasional in-person meetings for hearings and training.
Remuneration: Voluntary position with reasonable expenses covered.
Term: Annual appointment by Area Board, renewable.
Is this Role for you?
If you are impartial, organised, communicate well, and keen to support robust, fair disciplinary management within South East Hockey, this vital volunteer role offers an opportunity to help uphold standards and fair play in our sport. 
Ideal candidates will demonstrate:
· Integrity and impartial judgement in decision-making
· Attention to detail and comfort with handling confidential information
· Strong written and verbal communication skills
· Ability to work collaboratively with a panel, following agreed procedures
· Understanding of England Hockey discipline regulations (or willingness to learn)
· Commitment to fairness, natural justice and improving discipline processes
· Proficiency with digital tools for record-keeping, meetings and correspondence
· Reliability and ability to meet deadlines
The Assistant Area Discipline Administrator is a key supporting role ensuring South East Hockey discipline processes are efficient, robust, and applied consistently for the good of all clubs and members.
