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1. Purpose 
This handbook is intended to help new members of the Committee to understand their roles, so that knowledge is not lost as post-holders change.

2. History 
Castle Canoe Club was founded in 1999, following an initiative by the paddlesports officer of the West Reservoir Centre. BCU members in NE London postcodes were contacted by mail-shot and encouraged to attend an information evening. The initial membership was recruited here; then a Working Party was set up, whose initial task was to create the Constitution; later most of the members of the Working Party formed the first Management Committee.

In the early days, the Club, like the Centre itself, operated from 'port-a-cabins' and struggled to stay in existence. However it is now well established with a distinct identity and even a web presence.

The West Reservoir Centre was originally part of the London Borough of Hackney, but is now being managed by Greenwich Leisure Limited

3. Meetings 
 

Committee Meetings

These are held bi-monthly after club sessions, generally alternating between Tuesdays and Sundays. Generally they are held in the upstairs bar of The Brownswood Tavern over a beer & a Thai curry – or another venue by arrangement. Minutes with action points are kept by the Secretary, circulated to the Committee for approval, then be placed on the website for all members to see.
 

AGM 

This should be held 'in the Spring'. Ideally in would be held in March. This would give the Treasurer time to draft the accounts after the 31st March year end, for the Auditor time to check them. The Committee could decide on a proposal for any changes to the fees for the next year, and the membership could vote on the fees before the start of the Membership year on 1st April.. The incoming committee would be able to send out timely renewal forms.

Fuller details of notice, quorum rules etc are in the Constitution.

Minutes are kept, as with Committee meetings.

 

4. Committee Members Job Descriptions

The Constitution gives an initial description of the roles of a number of Committee members, but these have been evolved and more clearly defined by successive incumbents.

The essential 3 posts must be filled since any 2 of these 3 are required as cheque signatories.
Chair

· The chair shall be responsible for guiding the activities of the Club in accordance with its rules and general policy as expressed by the majority of its members. 

· The chair shall attend and chair club and committee meetings, Represent the club at BCU regional level and at other organisations,

· The chair shall organise additional paddling activities that require committee agreement – for example pool sessions and paddle clinics (require funding agreement). 

Secretary

· The Secretary will be responsible for the organisation of meetings of the General Committee and of the Club, and the recording and distribution of minutes relating to the general business of the Club.  

· The secretary shall organise filing of club minutes & correspondence.  

· The secretary shall organise BCU affiliation annually, and insurance if deemed necessary in future.

Treasurer

· The Treasurer will be responsible for the collection of all monies including subscriptions and shall keep such books of account as required by the General meeting. 

· They shall Liaison with the Bank, Inland Revenue, Hon Auditor etc, the treasurer should bank receipts, have custody of, and ensure proper completion of the club cheque book and paying in book.  

· They should regularly ensure records are consistent with the membership secretary records; Cheques made payable from Club funds should have two signatures.

· The Treasurer shall produce balance sheets for the AGM showing the financial state of the club, and present a report from the honorary auditor for the preceding financial year.   

· The Treasurer must make the General Committee aware of any existing or potential financial or cash flow problems.

· The treasurer shall recommend any changes to fee levels, & advise on prudent spending levels.

Membership Secretary

· The membership secretary is responsible for the registration of members each
year and co-ordinating payments with the treasurer. The information
from members is compiled in a database. This information is used for
communicating and e-mailing the membership.  

· The membership secretary will keep Membership records on Spreadsheet/Database, 

· maintain email lists for: Committee members & full Membership

· Produce/update New Members Application Forms & Annual Renewals Forms.

· Regularly ensure records of paid-up membership are consistent with Treasurer's.

· Provide half-yearly statistics on membership level to GLL for invoicing calculation.

· Provide similar statistics for BCU affiliation form.

· Keep register of attendance at club.

Social Secretary

· The social secretary shall co-ordinate a programme of social (& paddling) events during the year.  These may include Summer BBQ, Christmas Meal, Video Evening, but could expand to 10 pin bowls, dog-racing, dragon boat racing etc.

· Estimate costs, decide if break-even/subsidised etc in consultation with committee. 

· Collect any charge & liaise with Treasurer re surplus/deficit on events

Newsletter Editor

· The Newsletter editor shall be responsible for producing a regular newsletter.

· Encouraging members to contribute and arranging the distribution.  

· They shall also be responsible for co-ordinating publicity efforts.

Website Officer:

· The website officer will maintain the club website.

· They will also answer enquires or pass to committee members as agreed.  

Safety Officer 

The safety officer will:

· Co-ordinate the duty rota and appropriate support systems to ensure the duty officer is present during sessions
· Ensure that members up to date emergency contact details are held at WRC. 

· Liaise with WRC & BCU re safety matters.

· Maintain club policies on safety

· Carry out annual audit of club equipment

· Make recommendations for replacement defective equipment

· Keep updated on latest BCU and GLL safety requirements, and ensure information distributed as necessary

· Ensure relevant risk assessments are in place for club activities.  
Hon Auditor

Not technically a Committee member.  

· The honorary auditor shall check accounts to supporting records & ensure a true & fair view is reflected in the accounts.

· They shall ensure the correct period covered. Ensure on (simpler) cash receipts basis rather than accruals & prepayments. 

Sub committee Chairs

Subcommittee chairs shall be elected to oversee the affairs of sub committees and may be appointed under Article 12 of constitution.  

Members without Portfolio: 

Additional posts are required by the club from time to time.  For example – fund raiser, polo co-ordinator. 

  
5. Relationship with West Reservoir Centre / Greenwich Leisure Limited. 
Address: West Reservoir Centre, Green Lanes, Stoke Newington, London N4 2HA.

Phone: 0208 442 8116 (?)

www.gll.org 
Paddlesports manager:  terry.kinsella@gll.org;

 Subscription Calculation & Payment

Castle CC pays a Subscription to WRC.

This is currently 66% of membership.  

It is calculated for a half-year period in advance based on membership levels at 2 dates (September to March and April to August)
Site Security, Keys, Access

There are 2 lots of gates.

WRC staff have keys to all gates.  
Normally there is only access during club hours:

10:00-13:30 on Sundays all year except mid-Dec to mid-Jan.

18:00-20:30 on Tuesdays in summer (mid-April to mid-Oct)?

Club members should be off the water half-an-hour before to allow time to change, shower etc

There is always two members of WRC staff on site when the building is open

Club & its members must comply with WRC rules.

See also : Equipment hire below. 

6. Training Policy 
Training is high priority.

There is a preference to allocate funds to subsidise club members going on training courses (25%), at the discretion of the Committee.

Informal training occurs at club sessions, given by those qualified as instructors.

Details of local courses especially WRC ones are circulated to members.

 
7. Safety Policies 
Duty officer responsibilities

Please note that in order for the Club to operate at the West Reservoir Centre we need a volunteer for each session (Sunday and Tuesdays) to act as Duty Officer. Having a member on duty is not an option - it is a requirement. It is your club, please help to keep it going by volunteering to be on duty. Please do volunteer for at least one session every two months, the more volunteers we have the fewer sessions you'll need to do 

The Duty Rota (and other Castle Canoe Club [CCC] information) is available from the Centre Manager's office. The role of the duty officer is not difficult and is primarily to oversee the health and safety of all canoeists on site. 

Key duties:

1. Act as a communication point between Castle Canoe Club and the West Reservoir Centre

2. Welcome casual users and prospective new members, showing them around the Centre's facilities- changing rooms, storage facilities etc and informing them about CCC

3. Ensure that all users sign in and out on the attendance sheet

4. Ensure that all new people have completed and signed a registration form before going on the water, especially the disclaimer on the back (even if they later decide not to join). EVERYONE going on the water must do this for the purposes of our records. The first week is free, if people decide to join then they must pay the appropriate membership fee. 

4. Ensure that buoyancy aids are worn on and near the water in particular on the jetty (this is a health and safety requirement)

5. All paddlers are wearing appropriate footwear e.g trainers, sports sandals, wet suit boots (please note that health and safety forbids people from exercising their choice to paddle in bare feet, even though they may be old enough to realise the serious risk they are taking)

6.Please remain on land for the first hour, so that new and potential members are encouraged by the welcome they receive to continue coming along to the canoe sessions 

Lastly, if anyone has any queries please contact the Safety Officer for advice. 

 

8. Equipment Rules, hire & fees

 WRC

Below is an official statement from Terry Kinsella, Paddlesports Manager at West Reservoir Centre to clarify terms and conditions of hiring equipment from the centre. The statement was formally issued in July 2003. To date we are unaware of any changes.

"Further to recent confusion over equipment hire the centre feels that some changes should be made to hire of equipment policy:

· Equipment can only be booked out on Tuesdays from 6pm to 8pm and Sundays from 10am to 12.30pm. 

· Collection and return for this equipment can be from Monday to Friday from 10am to 4.30pm. However if you wish to take the equipment during the booking out sessions that would be permitted. 

· Fees payable are 10 pounds per day however Friday to Monday would be 20 pounds and Monday to Monday would be 50 pounds. These fees are payable during the booking out session. 

· These fees include 1 x Boat, 1 x B/aid, 1 x Cag, 1 x Spraydeck, 1 x Paddle. Please note that there will be no reduction in fees for part or 1 item of kit. 

· We will also require a deposit fee of 100 pounds. To cover the loss of minor items. This should be in the form of a returnable cheque, which will be attached to the booking form and returned upon a successful inspection from centre staff. 

1. If the cost of replacement is greater than 100 pounds the centre will endeavour (sic) to recover any additional costs. 

· Equipment will only be loaned out to Castle Canoe Club members at the centres discretion and subject to availability.

· Members will be able to hire one set of kit each.   
Originally the club had very little equipment.

It has not purchased boats as there is nowhere to store them on site. It would only be permitted to store boats if the Club purchased/rented a lock-up container (like the ones the canoe polo boats are in). The cost of this was investigated in the past & found to be prohibitive. A lock-up garage could be an option in future.

The club has purchased smaller items, such as books, roof bar uprights & canoe polo buoyancy aids, most of which is stored in the bottom filing cabinet of the office at the centre.

The recording of these assets & who has borrowed them is being put on a more formal basis (signing in & out). There are currently no rental charges & only club members can borrow or use club equipment. A list is also published in the Newsletter. See Appendices.

 

9. BCU Affiliation & Insurances

Details of the benefits of BCU affiliation are on the BCU website, and include bi-monthly magazine, publication of club details on website & Yearbook, correspondence about BCU events, public liability cover, possibility of BWB licences for club boats (if any acquired). If the Club encourages competitive disciplines within the sport (polo, slalom) it needs to retain affiliation so paddlers or teams can cite CCC as their club. See http://www.bcu.org.uk/aboutus/clubsinfo.html

Timing:  July each year. 
Should be paid on time to avoid lapse in insurance / public liability cover

Calculation: Needs to state no of paid up members, those who are individual BCU members & Instructors.  This is based on figures from the end of the previous year. 

http://www.bcu.org.uk/aboutus/clubsinfo.html

Calendar of Annual Events.  This is a guide.
	Month
	Day
	Event
	Action

	January
	 
	Newsletter - Winter
	Editor

	
	
	WRC opens on Sunday mornings 
	WRC

	February
	 
	Give Notice of AGM date to membership
	Chair

	
	
	Committee Meeting (out-going)
	Committee

	March
	 
	 AGM.  Change of committee
	Membership

	 
	 
	Membership renewals to be issued
	Membership Sec

	
	
	Finalise accounts
	Treasurer, (Membership Sec)

	 
	31
	Membership year end
	 

	
	31
	Accounting year end
	

	April
	 
	Committee Meeting (in-coming)
	Committee

	 
	1
	Advise WRC of numbers of members for preceeding September to March. 
	Membership Sec

	 
	 
	Bank mandate changes
	Treasurer, Secretary, Chair

	 
	 
	Audit of accounts
	Treasurer & Auditor

	 
	 
	WRC re-opens Tues evenings 
	

	 
	 
	Newsletter - Spring
	Editor

	May
	 
	 Arrange paddle clinics if agreed
	chair

	June
	 
	Committee Meeting
	Committee

	 
	 
	Summer BBQ
	Events Sec

	July
	 
	Newsletter - Summer
	Editor

	
	
	Renew BCU membership
	Secretary, Membership Sec

	August
	 
	Committee Meeting
	Committee

	September
	 
	Advise WRC of numbers of members for preceeding April to August
	Membership Sec

	October
	 
	Committee Meeting
	Committee

	 
	 
	WRC closes Tues evenings 
	WRC

	 
	 
	Newsletter - Autumn
	Editor

	November
	 
	Arrange winter pool sessions if agreed
	chair

	December
	 
	Committee Meeting
	Committee

	 
	 
	Christmas Dinner
	Events Sec

	
	
	WRC closes for Christmas/New Year
	WRC


Website

web address. www.castlecanoeclub.org.

Maintained by: Website officer. 

Information to manage the website will be passed from out-going committee member to incoming 
Membership form

 To be updated each membership year.  
Club Info Sheet

To be updated by website officer. 
 

 

 

