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VOLUNTEER OPPORTUNITIES





GUIDANCE NOTES FOR OFFICER ROLES





Club Chairman 





Purpose:





Oversee the running of the Club and work with the Secretary to ensure that all legal and moral issues are complied with. 





Responsibilities:





Work with the other Officers to formulate plans, policies, training and activities:�(  Club Programme of Activity, Trips and Training�(  Development Plan �(  Volunteer Management Plan �(  Child Protection Policy �(  Health and Safety Issues�(  Constitution� 


Call Committee meetings when necessary to organise the above:�(  Agree agenda for meetings with other Committee members;�(  Work with Secretary to issue Agenda and Minutes of Meeting to appropriate parties.�


Ensure that the Annual General Meeting is held each year, preferably at the end of May:�(  Work with Secretary and Treasurer to fix date and issue an Agenda; �(  Ensure that Minutes of the previous year’s AGM are available and circulated prior to AGM;�(  Invite members to put themselves forward for Officer roles;�(  Prepare a Chairman’s Report for the AGM.�


Sign and present all types of Club award certificates - league winners, thanks and recognition.


Sign cheques as a joint account signatory.


Oversee the administration of Club’s Boat Loan scheme


Liaison with other club officials:





Committee:	Meetings


Treasurer:	To approve expenditure and sign cheques


Secretary:	Compile Agenda and ensure that Minutes are circulated


Youth Development Officer	To oversee skills training programmes


Coaching Co-ordinator:	To oversee Coach training programmes


Equipment Officer:	To ensure that equipment requirements are met�Child Protection Officer:	To promote and implement Child Protection Policy 
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Secretary





Purpose:


Ensure that good communications exist between everyone involved in the Club, that appropriate records are kept and information sheets are prepared and issued.





Responsibilities:





Ensure that Teams are made aware of the workings of the Club:�(  Keep Club Information Sheet updated and issue to all teams at start of season�(  Circulate Member Registration Forms at start of each season�(  Keep Team Leader Briefing Sheet updated and issue to all team leaders at start of season�(  Keep Club’s Health and Safety Sheet updated and issue to all team leaders each season�(  Keep Club’s Child Protection Policy document updated and circulate to all team leaders� 


Circulate paperwork relating to Meetings:�(  Distribute Agenda at least 2 weeks prior to meetings.�(  Distribute Meeting Minutes within 2 weeks of meeting.�


Circulate paperwork relating to competitions, training, trips and social events �(  Inform Team Leaders of competitions (with application forms) at least 4 weeks prior to event.�(  Inform Team Leaders of social events with as much notice as possible�(  Compile Diary of Activities each season and circulate to all team leaders�


Keep records:�(  Compile database of each member’s name, age, school, address, tel no, e-mail address, �     skills awards, qualifications, etc.�(  Maintain a confidential file of screened volunteers.





Act as first point of contact with BCU and other outside organisations





Liaison with other club officials:





Chairman:	Preparation and circulation of Meeting Agenda and Minutes


Treasurer:	Affiliation to BCU and Surrey Youth Service, membership of 	Hedgecourt Lake


Skills Training Organiser:	Circulation of details for Skills training courses to team leaders�	Updating members’ database with skills attained.


Coach Training Organiser:	Circulation of details for Coach training courses to aspirant coaches


	Updating database with Coach qualifications attained.


League Secretaries		Ensuring subscriptions collected and attendance records maintained		
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Treasurer





Purpose:


Keep the Club’s accounts in good order and submit them for auditing each year.





Responsibilities:�


Reimburse expenses, which have been approved by the Committee and keep receipts for all monies spent.�


Make payments when required by the Committee.�


Sign cheques as a joint account signatory.�


Insure the Club’s equipment when in the store.





Book pool sessions at Tandridge�


Collect fees from members and pay into the Club’s bank account promptly.�


Find suitable bank accounts to ensure that funds are earning as much interest as possible and that bank charges are kept to a minimum.�


Keep an accounts book detailing all items of income and expenditure.�


Prepare an end of year Income and Expenditure Report and Balance Sheet.�


Submit Accounts and Vouchers to an Accountant for auditing at each Year End.�


Prepare a financial report for the AGM.�


Liaison with other club officials:





Chairman and Committee:	Funds required to meet Development Plan 


Secretary:	Affiliation to BCU and Surrey Youth Service, membership of 	Hedgecourt Lake


Skills Training Organiser:	Course fees for Skills training


Coach Training Organiser:	Course fees for Coach training


Equipment Officer:	Funds needed for maintenance/replacement of equipment








�











�
 


Youth Development Officer





Purpose: 





Work with the Club’s Coaches, members, helpers and parents to plan and carry out a full programme of skills training for all Club members.  





If help can be enlisted, offer training and assessment for Star Awards, opportunities to take part in river trips, slalom and any other aspect of the sport where interest is shown.








Responsibilities:





Liaise with the Club Secretary to find out skills levels and training requirements of members.�


Get to know members and make it clear that they should speak to you if they are interested in skills training or canoeing opportunities beyond canoe polo.�


Work with the Club Secretary to ensure that information sheets and e-mails are sent to Club members about other events, eg Division 4 or Open slalom competitions, river trips, weekend trips etc. Encourage them to take part.�


Arrange appropriate 1,2,3 Star training courses and assessment subject to the needs and demands of the members followed by the required placid water trips.  �


Enlist help of other coaches, members and parents to run a white water river trip weekend each year.  Outside (Level 4) coaches may need to be used.�


Work with the Club Secretary to ensure that the Club’s youth members are informed about and encouraged to take part in Regional Canoe Polo Competitions and Leagues.�


Plan the Club’s diary of activity with the Committee and the Coach Training Organiser.�








Liaison with other club officials:





Chairman and Committee:	Liaison over skills training required and the Development Plan.


Secretary:	Records of members skills certificates and experience.


	Liaison over circulation of details of courses and trips.


Coaching Co-ordinator	Co-ordinate skills training with coach training events.


Treasurer:	Funding of courses, reclaiming of personal expenditures


Equipment Officer:	Ensure all course participants have suitable equipment.
























































Coaching Co-ordinator





Purpose: 





Ensure that the club’s development plans are supported by having a sufficient complement of qualified coaches.





Responsibilities:





Identify training requirements by comparing qualifications of current leaders and coaches with those needed to progress the Club’s Development Plan.�


Encourage leaders and coaches to undertake the training needed by making sure that it will be appealing and entertaining to them.�


Identify suitable training providers, negotiate course arrangements.�


Enable participants to undertake the courses by seeking funding as far as possible, ensuring all necessary equipment is available.�


Try to make sure that the courses actually take place by encouraging enough participation to make each one viable to the course provider, and by encouraging young paddlers to submit themselves as “bodies” for courses.�


Encourage youth members to take part in the BCU Cadet Leader Award, which is also acceptable for the Service Section of the Duke of Edinburgh’s Award.�





Liaison with other club officials:





Chairman and Club Coach:	Guidance on coaching structures


Treasurer:	Funding of courses, reclaiming of personal expenditures


Secretary:	Records of members training qualifications, experience.�	Circulation of course details.


Skills Training Organiser:	Co-ordinate coach training with skills training.


Equipment Officer:	Ensure all course participants have suitable equipment.











�
Other Club Officers





Equipment Officer





Ensure that the club’s equipment is properly recorded in an asset register.





Ensure that the Club’s equipment is properly maintained and to arrange for any repairs required





Purchase new equipment on behalf of the Club subject to Committee approval as and when required





Administer the Club’s Boat loan scheme.





Membership Secretaries [Premier and Development Leagues]





Maintain attendance register for each canoe polo session





2   Collect members’ subscriptions





3   Liaise with Team Managers to ensure smooth running of each session�





Pool Session Co-ordinator





Ensure that sufficient volunteers – referees, timekeepers, scorers, coaches, lifeguards, other helpers – are in attendance for each session





2  Ensure that all equipment is in place at the start of each session





3 Oversee each session and ensure that all games are played within the approved rules





4  Oversee activity and behaviour in the Lagoon area during each session. 





5 Ensure that all equipment is properly stored at the end of each session and the Pool and Changing


    areas are left in a satisfactory condition.�





Community Liaison and Funding Officer





1. Maintain contact with local youth organisations, in particular those which have provided some of our own members





To continue to search for potential funding providers and to apply for grants accordingly





 


Child Protection Officer





1. Review the Club’s Child Protection Policy on a periodic basis to ensure that we remain abreast of recent developments





Arrange for Coaches and Volunteers to attend appropriate courses on a regular basis





3 Ensure that the Club’s Volunteer screening policy is fully implemented 





Webmaster





1. Ensure that the Club’swebsite is updated on a regular basis


 


2  Ensure that club information sheets are posted on the site in PDF format
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