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 Welcome!

Many thanks for becoming a committee member of Falmouth Canoe Club (FCC). The club was set up in XXX by Steve Petherick and Mike Hopwood and has been based at the Falmouth Watersports Association (FWA) since XXX. This manual outlines the set-up of the club and the procedures required for the committee to run it effectively and efficiently. Please take time to read it carefully as it will give you a better understanding of the facilities and use of FCC equipment, and your role within the club.

1.1 Your club

Your club is open to both senior (capable adults aged 18 and over) and junior (boys and girls aged between 12 and 18 years of age) members (understandably we require that all members are capable of swimming at least 50m unaided). FCC

Mission statement
The club is affiliated to the British Canoe Union (Affiliation Number 1174) and as a fully paid up member you are covered by their insurance during formal club events and when borrowing club equipment (please read sections x and x carefully). 

FCC currently has a fleet (!) of twelve Wild Ones, four playboats (mainly Daggers) and four sea boats (two Capellas and two Rainbows). It also has a range of standard buoyancy aids, cagoules, both neoprene and fabric sprays decks, tow and throwlines, and a selection of paddles (different lengths, splits, and a couple for left handed paddlers). As demands change, the club will try to update kit through membership funds or from available grants.

As a club also organise social events: We endeavour to have the occasional joint senior and junior meet, and there is usually an end of summer season meal (normally a curry). There are also many impromptu social events and pub trips (after club nights in the FWA bar or the Chainlocker). We would like to think the club can offer a meeting place for people who also wish to paddle outside the confines of club events. Club equipment can be loaned to senior members of an adequate level of competency (see section x for requirements). 
Kayaking can be relaxing and thrilling but FCC must highlight to all members (and temporary members) that they understand and accept the dangers and risks associated with the sport.  All forms of paddling include an element of risk and danger, which may involve serious injury or death.  Through proper training and knowledge, the paddler must decide what levels of risk are acceptable to themselves and their fellow participants.
1.2 Falmouth Watersports Association
2 Club sessions (Formal club activities)
Club sessions are those detailed on the current programme of club activities, which are generally produced by the committee on a quarterly basis. 

Usually, Monday (although this can change from year to year and season to season) is the evening for formal club paddling; when certain (the more experienced) club members lead a paddle trips and/or training sessions. In the summer this is usually in Falmouth harbour or the Carrick Roads. In the winter, pool sessions at Ships and Castles pool are organised. These allow members to practice their rolling, recovery strokes, and rescue techniques in warm, clear water, with close attendance by other members to give advice and safety cover (there are also lifeguards). This allows for a good basic level of competency to be built up before venturing on river trips and long sea paddles. As a club we are keen to get members to an appropriate standard of paddling for not only club events, but for also using club equipment, or for the paddling of their own boats outside of the club. 

2.1 Summer sessions 

Usually from late April to early October Monday sessions are held weekly from 6.30 pm at the Falmouth Watersports Association. Normally a committee representative (usually the key holder) will be there slightly earlier to start opening up the cage and arranging groups. A list of groups being led that evening will be written down on a board and members are asked to sign in under the appropriate group they wish to join. 
The responsible key holder will provide access to the equipment for that session. On alternate Mondays junior club members have priority to equipment. On these nights the remaining equipment will be first for the groups of senior members being trained to 1* And 2*. However, except for the busiest of summer nights, there is usually enough equipment to go round. We always aim to get on the water by 7 pm.

Please bring your own kit if you have it. Please also dress appropriately for the weather conditions. For new paddlers, sessions outside the height of summer, or on training nights  where you will be expected to get wet please bring a wetsuit or if you have it appropriate neoprene/dry suit kayaking shorts, top, etc. We also recommend that people bring wet suit boots or old trainers when launching from the slip. No flip flops to be worn in boats please.  

All equipment is to be returned to the cage or outside racks at the end of the session.

2.2 Winter sessions 

From early November to late March the club tries to organise pool sessions at Ships and Castles fun pool, up near Pendennis Castle. In the recent past, to fit in to the schedule of the pool, this has been weekly on Thursday nights. We normally have a two hour slot with lifeguards in attendance. People can bring their own boats but the pool also provides standard boats for beginners. The club also usually provides a few playboats (short boats) for people as they progress in skill. Training is normally provided and there is also sometimes a bit of tom foolery such as kayak polo. Again, as with summer sessions, there are alternate junior nights, although the second hour of that night is for a senior group.

A small charge is made for each member (and temp member) attending each pool session to cover the use of the pool and provision of life guards. More information about the night will be made available to members nearer the time. 

2.3 Temporary Members 

Fully paid up members always get priority over temporary members for use of equipment and club sessions. People wishing to have a few trial sessions need to join as temporary members on the night. A small charge is made to cover insurance. If members have a friend interested in attending a formal club session as a temporary member please could they ask them to attend on a nominated 1* training night (these will be held regularly throughout the year and will be advertised in the programme of club activities).  After two sessions they will be asked to become fully paid members. Parents wanting their kids to try kayaking should talk to the Junior Members Officer (see appendix for list of committee members).

2.4 Safety and Responsibility

The running of the formal sessions is at the discretion of the committee members and those leading the nominated groups. If it is deemed that weather or sea conditions are too bad for the level of the group the session will be cancelled without prior notice. These decisions are always made with great care as we all want the club to provide as much for our members as possible. Any accidents incurred on a formal club session must be recorded in the FCC Accident Book immediately.
3 Non-formal club activity

This essentially covers the loaning of club equipment for members other than on a formal club session, and for the provision of boat storage. 
3.1 Borrowing FCC equipment
Falmouth Canoe Club’s equipment (boats, paddles, buoyancy aids, etc) is its most valuable asset.  It allows members who are new to the sport to try kayaking without the need to spend a lot of money straight away and to experiment with a variety of canoes.  To ensure its protection and maximum use the following policy has been drawn up. 
· Only fully paid up senior members are allowed to borrow FCC equipment. Temporary members cannot borrow FCC equipment. FCC equipment must not be used by non-club members whilst on loan. 
· As canoeing and kayaking can be dangerous and physically demanding only members who have adequate competence and/or qualifications will be allowed to borrow boats for their own use. The minimum acceptable level is 2* with the canoe safety test. We would encourage all members to gain these qualifications through the club as we are keen to maximise the use of FCC equipment outside of formal club sessions.
· Those borrowing equipment will be responsible for its security and for avoiding damage whilst it is in their care.
· Equipment can only be borrowed by prior arrangement with the kit officer (see appendix for current kit officer). This is subject to them being competent to paddle in the expected conditions for which it is intended to use the equipment (ie sea state, surf conditions, river volume, weather, and duration/length of trip). The kit officer will be an experienced paddler and the loaning of club kit will be at the kit officer’s discretion. Their decision on the matter is final.

· Through communication with the kit officer arrangement will be made for one of the key holders (for list see appendix) to allow access for the person borrowing the kit to collect it from and return it to the cage or outside racks.

· A note of what equipment is to be borrowed shall be entered in the equipment loan log and signed out. The equipment log book is located in the cage.
· The equipment shall be returned to the cage or outside racks by the time agreed with the kit officer.  If for any reason this is not possible, then the kit officer should be informed immediately and arrangements made for its return as soon as possible.

· Once the kit is returned it should be signed back in as such in the equipment loan log. Any damage should be reported immediately to the kit officer.

3.1.1 Equipment loan charges

A small charge for borrowing equipment will be made to cover wear and tear (see table of costs below). This can be paid to the kit officer in advance on formal club nights or when picking up the equipment from the cage to the key holder in attendance.

	Charges for members
	24 hours (1 day)
	72 hours (3 days)

	Full set of equipment or a part thereof

(Canoe or kayak, paddle, cag, deck, buoyancy aid)
	£2.00
	£4.00


3.2 Boat storage

The boats owned by FCC understandably have priority in terms of storage as at the moment there is limited capacity.  FCC’s Wild Ones (our standard kayak) and the playboats are normally securely kept in the cage. The sea kayaks are securely kept at the rear of the FWA. 
When and where space is available regular club coaches are allowed to store one boat each free of charge. If there is still space other club helpers and committee members are allowed to store one boat each at the discretion of the committee. 

The remaining space is open to club members at the charge £40 (2006) for a year (April 1st to March 31st). Any boats left unclaimed or unpaid for in the storage racks will be claimed as FCC property after six months. However, every effort will be made to contact the owner before hand and appropriate time will be allowed to remove the boat. 

If you are a member interested about the possibility for boat storage please contact a committee officer. 

4 Further Guidance

4.1 Club communication

Many members over the years have expressed concern about the ways by which the club communicates its paddle events. Every effort should be made by the committee to provide clear and adequate material which outlines the plans for the club, its training and social events. 

In order to do this the notice board next to the cage should be regularly updated with posters advertising up and coming dates, pictures, and relevant material. The noticeboard should also have a clear FCC safety statement (about the dangers of kayaking) for everyone to read, and also a guide to the loaning of FCC equipment to senior members. 

The hotline should be regularly updated and the number widely publicised. This also applies to the website. ‘FH paddlers’ is not the forum through which all FCC events should be publicised. While this is convenient it marginalises those members that do not have internet access.

The quarterly programmes of FCC formal club sessions needs to be produced in advance and sent by the membership and/or social secretary to all members, both junior and senior. Copies should also be made available at the cage. Where possible to save costs it could be emailed out to all members who regularly use the internet. 

4.1.1 Membership renewals 

Following the AGM (early March, see below) and changes to the club committee a matter of great urgency is the updating of the club manual, its contact details and key holders, so that this can be sent out to members either as hard copies or if possible, as a pdf document. This should go out in elate March as it is necessary for as amany renewals/new members to be in before late April (see constitution). Existing members who are late in renewing their membership should not be allowed to use FCC equipment until they do so. 

4.2 AGM 

The AGM should be held in the first week of March and held at the FWA. A date should be set a couple of months before and the date widely publicised in advance. See the constitution for how the AGM should be run. 

A meeting should be organised shortly after the AGM to ensure that new committee members voted on are aware of their roles and responsibilities. The club committee manual should be passed on to them, as should relevant electronic files including,

Both club members’ and committee members’ manuals, membership forms, kit list, keyholders list, lists of members (and their contact details), training guidance, FCC documents, and quarterly events programmes, etc. 
It is the duty of the new committee in March to organise on the club’s events for April to June. 
4.3 Committee Meetings

All committee members are expected where possible to attend the regular committee meetings. Any committee members unable to attend should send their apologies to the secretary either directly or by another committee member on their behalf. Meetings should be regular; perhaps every five to eight weeks depending on the needs of the club. 

The secretary should request agenda items from other committee members approximately two weeks before the date of the meeting, and nearer the date send out a finalised agenda. To ensure meeting time is kept to a minimum only ten to twelve agenda items should be made. Informal discussions on matters should be carried out amongst committee members before the meeting. Actions or points will then be clearer (and hopefully more succinct) to allow for the committee to make a ‘yes’ or ‘no’ decision rather than to discuss the matter ad infinitum.

Committee meetings should be carried out the FWA to help support the bar. All matters should be addressed through the chairman to ensure cordiality and a positive atmosphere. An example of an agenda and minutes are included at the rear of this manual. 
4.4 Guide to FCC year for committee
	Jan
	General: Winter pool sessions/ formal or informal river trips to Tamar and Dart
Committee: Organise and inform members date for AGM (pref in first week of March)

	Feb
	General: Winter pool sessions/ formal or informal river trips to Tamar and Dart
Committee: Put together agenda for AGM

	March
	General: Winter pool sessions/ formal or informal river trip to Dart
AGM: elect new committee members and get feed back from members

Outgoing/and incoming committee: meet to help guide transfer and to organise club manual, membership forms, and next quarterly programme of events

Membership sec: send out membership renewal forms (late March) 

	April
	General: Summer sessions begin (late April, after slight break)
Mem sec: gathering in membership forms and giving money to treasurer 

	May
	General: Summer sessions 



	June
	General: Summer sessions 

Committee: Prepare next quarterly programme of sessions and training courses. Send out to members, put on notice board, etc (late June)

	July
	General: Summer sessions 



	August
	General: Summer sessions 

Social sec: Possible joint senior and junior meet?

	Sept
	General: Summer sessions 

Committee: Book Ships and castles pool for winter sessions. Prepare next quarterly programme of sessions and training courses. Send out to members, put on notice board, etc (late Sept)

	Oct
	General: Summer sessions (draw to a close mid to late Oct) 



	Nov
	General: Winter pool sessions start (mid Nov after slight break)



	Dec
	General: Winter pool sessions 

Social sec: Christmas curry?

Committee: Prepare next quarterly programme of sessions and training courses. Send out to members, put on notice board, etc (mid Dec)


5 Appendix

5.1 Contact details

Falmouth Canoe Club,

Falmouth Watersports Association, 

Grove Place, 

Falmouth, Cornwall, 

TR11 4AU
Website (regularly updated with photos, programme of events and links):www.falmouthcc.org.uk
Hotline (recorded message of upcoming events): Tel 07999 875678 (to record a new message press *6666 once it has started)
Email forum: there is a yahoo email forum named ‘fhpaddlers’. It is hoped that this will be phased out and that a forum will soon be provided on the updated FCC website. In the meantime please contact the chairman regarding the yahoo group.

Notice board, FCC cage, FWA: For those not blessed/cursed with technology the notice board on the cage has all up and coming events advertised. 
	Your committee for  2006 – please carefully consider who and at what time you phone 

	Chairman (& part of web team)
	Jamie Smith 

	01326 376880
	jamie@8wire.co.uk

	Secretary
	Peter Dudley
	07812 598223 

	pduddy@hotmail.co.uk


	Treasurer 
	Bryan Green
	01326 312115

	bryan.green@talktalk.net

	Membership & Social
	Kirsten Pepper


	07977 518333 

	kirsten.pepper@tremoughservices.com

	Juniors Officer 

   
	Steve Petherick
	01326 311336
	stevepetherick@btconnect.co.uk

	Kit (& Development Officer & part of web team!)  
	Olly Spooner 



	07879 474789
	olly@stithians.co.uk

	Funding Officer
	Dave Henry 

	07967 992771 

	davehdog@yahoo.co.uk

	FWA Rep

	Mike Hopwood
	01326 376410
	mike@exotec.co.uk

	Development Officers 
   
	Nikki Dorman
	07736 600122
	niknaknooo@talk21.com

	
	Becca Steadman
	07967 315766 

	becca992000@yahoo.com


5.2 Guidance on roles

(Please also see the constitution)
5.2.1 Chairman/person 
· To chair the regular committee meetings and Annual General Meeting

· To be the figurehead/principal representative of the club

· To support, assist, and help guide other committee members in their work

· To ensure the club runs smoothly and has adequate procedures in place

5.2.2 Secretary

· To take minutes the regular committee meetings and Annual General Meeting. An email/phonecall should be sent out two weeks prior to committee meetings requesting agenda items from committee members. Nearer the meeting the agenda should be finalised and sent to committee members. For examples on agenda and meeting minutes please see rear of manual. 
· To ensure that FCC is affiliated to British Canoe Union annually (membership provides insurance cover). Membership is up for renewal at the end of July and use appropriate BCU club membership application (see Clubs membership section of BCU - England web pages and BCU senior club membership form at rear of this manual).
· To maintain an up to date list of key holders. 

· If there is no membership secretary the secretary is responsible for membership (for tasks see membership secretary)

5.2.3 Treasurer

5.2.4 Membership Secretary

· To produce and maintain senior, junior, and temporary membership forms

· To send out membership renewal forms at the end of March and to encourage members to renew/join before the end of April

· To regularly provide the treasurer with membership funds as collected by post and at FCC cage on club nights
· To maintain and check that membership forms are available at the FCC cage (and stored in plastic box) 

· To maintain an up to date list of members (especially as the secretary will need to know how many members the club has and how many are BCU members)

5.2.5 Junior Members Officer

· To run junior paddling sessions

· To ensure the right procedures are in place

· To train the juniors 

· To help to organise with the social secretary a few formal FCC sessions a year with the senior section of the club 

5.2.6 Kit officer

· To maintain an up to date list of kit (number, type, date of purchase, and possible defects). Kit includes boats, paddles, buoyancy aids, neoprene and nylon spray decks, cags, tow lines, throw lines, any air bags, and safety equipment. 

· To ensure the kit is in good condition, or repaired and replaced appropriately.

· To ensure the cage is tidy, in good order and that storage racks are secure and the boats are appropriately racked.

· To maintain and run the loaning of equipment to FCC members (who are of an adequate standard). To help organise with other keyholders to facilitate this.

· To discuss with other committee members and to put forward the purchase of new kit (and the selling of old). 

5.2.7 Development Officer

· To develop a training programme in advance of summer/winter seasons and to publicise all events on the website, hotline, on the cage notice board, and on the quarterly programme of FCC events. This might include organising external trainers to run Canoe Safety Tests, a First Aid course, and also to develop appropriate BCU star courses so members can have opportunities to swiftly become competent on the water (and thus be loaned FCC kit). It can also include contacting other Cornish and SW clubs to see if they are running courses which FCC members could attend. 

· To communicate with the kit officer to ensure there is adequate kit for the needs of the club.

· To communicate with the treasurer to ensure they are adequate funds for training sessions.
5.2.8 Falmouth Watersports Association representative

· To represent the FCC at the steering group monthly meetings of the Falmouth Watersports Association
5.2.9 Grant Officer

· To look in to grant opportunities for the club through grant funding organisations such as ‘Sport England’, BCU, Falmouth Town Council, Carrick District Council, and Cornwall County Council. 
5.2.10 Social secretary

· To organise one or two social events every six months. These might be pub trips, meals, and/or club meets which combine the junior and senior sections of the club (for example try a boat night at a beach)

· To ensure that these events are well publicised within FCC (on website, on hotline, and on the cage notice board, and if possible included within the quarterly programme of events)
5.3 FCC Code of Conduct

It is the policy of Falmouth Canoe Club that all paddlers, volunteers, coaches and parents show respect and understanding for each other and conduct themselves in a way that reflects the principles of the Club. The aim is for all paddlers to improve performance and have fun. 

Everyone involved in the Club should abide by the Club Rules and Policies. 

Paddlers 

· Take care of all property belonging to the club or club members 

· Be considerate and respectful to other paddlers and water users - treat other paddlers as you would want to be treated. 

· Paddlers must control their tempers and avoid behaviour which may inconvenience or upset others. 

· Co-operate fully, respecting all requests and decisions made by the coaches, helpers officials and administrators. 

· Be on time for training sessions and events

· Paddlers must wear suitable kit for paddling as agreed with your coach. 

· Do not to leave sessions without informing of the coach or leader. 

· Junior members are not allowed to smoke, consume alcohol or drugs of any kind whilst on club premises or representing the club at events. 

Club Officials, Coaches and Volunteers 

· Consider the wellbeing and safety of paddlers before the development of performance 

· Develop an appropriate working relationship with performers, based on mutual trust and respect 

· Make sure all activities are appropriate to the age, ability and experience of those taking part 

· Display consistently high standards of behaviour and appearance 

· Follow BCU and Club guidelines and Policies 

Parents/Guardians 

· Help your child to recognise good performance, not just results 

· Never force your child to take part in sport 

· Never punish or belittle a child for loosing or making mistakes 

· Publicly accept official’s judgements 

· Support your child’s involvement and help them to enjoy the sport
5.4 Guidance and forms

This section has been compiled to help guide the committee on best practice, and to provide hard copies of the main forms regularly used by the committee for club communication. Guidance has mainly come from the BCU website (www.bcu.org.uk). The present club constitution is also included. The following guidance notes are provided,
1. BCU guidance for the conduct of coaches

2. Club guidance on risk assessment for formal club sessions (and general paddling too!)

3. Club guidance on child protection

4. Club guidance on insurance and liability

5. Example of agenda and minutes

The section following from those above includes documents includes regularly used and required for committee members for use in club matters. Inevitably, as the demands for the club change these forms will have to be updated by the relevant committee member. Please can updated versions be saved electronically and passed on to the club secretary. The forms are,
1. Full senior membership form

2. Junior membership form 

3. Temporary membership form

4. Programme of Events 

5. Blank FCC document

6. Log Book for loan of FCC equipment in /out in 
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