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	Officials, Coaches and Volunteer Roles



Committee Officers:




Duties

Chairman: 
Call and chair committee meetings and the AGM – official representative of the club – responsible for general safety within the club.

Secretary: 
Take and produce the minutes for committee meting, AGM and any special meetings – chair meetings in the absence of the Chairman – chase up any actions agreed at committee meetings - main contact for the club for BCU purposes.

Treasurer:
Maintain a complete record of club finances suitable for inspection/auditing – present overview of club finances at committee meetings and statement of accounts at the AGM – collect annual fees and boat storage fees.

Membership Secretary:
Keep a record of all club members – issue membership cards and welcome pack to all new members – send out membership renewal forms to existing members – maintain the club website.

Welfare Officer:
Advise the committee on welfare issues – review current practice – hear complaints and worries from club members and resolve any problems that arise, where this is within their capability.

First Aid Officer:
To advise the committee on first aid issues – ensure that the club’s first aid kit is kept stocked with the appropriate items - Treat or advise on incidents occurring at the club or on the water that require first aid.

Boat Store Manager:
Issue keys and boat stickers to all members who store boats at the club – check on boat safety issues, boat store use and audit the boat store as required by the committee – inform Membership Secretary of keys issued and boat stickers issued – pass any moneys to the Treasurer

Junior Leader:
To coordinate all the training for Junior Members and advice the committee on maters relating to the training and progress of juniors within the club.  The Junior Leader may have other coaches who report to him/her.

Junior Representative:
To represent the views and interests of Junior Members (This is a non voting position held by a Junior Member)

Clubhouse Manager*:
Advise the committee on issues concerning the maintenance of the clubhouse, particularly with respect to safety.

Volunteer Coordinator: 
Act as the main contact for all volunteers. Ensure the implementation of the volunteers recruitment, training and support plans for members and parents. Recruit volunteers from within the membership and beyond in various roles including helpers for the everyday running of the club. Ensure all volunteers are clear on their responsibilities through role descriptions. Liaise with volunteer organisations and Canoe England to provide access to coach, official, and volunteer opportunities for club members. Ensure volunteers are trained and supported appropriately including vetted through the Criminal Records Bureau if working with children and vulnerable adults. Encourage and promote all volunteering roles and opportunities within the club. Ensure club volunteers are rewarded and appreciated with acknowledgements, awards and social occasions
Members:
Up to four other members are elected by the members at the AGM. Other club members can be co-opted onto the committee during the year.

Reporting

The minutes of committee meeting will be circulated to the committee members but not generally to other members, however if any club member wishes to see the minutes these will normally be sent to them. In the interests of those concerned the minutes taken during any disciplinary discussions will not be shown to other parties.

* These post do not currently exist, clubhouse management is currently a shared activity by a few members of the club.

Coaches

Role (taken from BCU guidelines)
Head Coach (Racing)    
Responsible to the Club Committee
· 
To take full responsibility for the club’s junior coaching sessions 
at Maidstone Canoe Club  on Wednesdays from 6:00 pm to 
8:00 pm
· 
To maintain high ethical standards in coaching, ensure they keep 
up-to-date with their knowledge, skills and qualifications and 
prepare all coaching sessions in advance.
· 
To undertake training appropriate to the role e.g. child protection 
training.

· 
To work with and include ???
 in the preparation and running of 
each session.
· 
To attend junior club meetings and report on progress.
· 
To offer the club feedback on the organisation and degree of 
success of junior coaching and competitions.
· 
To assist in the selection of teams.
· 
To travel to competitions with the junior team(s).
· 
To inform the Junior Coordinator in advance of any sessions that 
cannot be attended.
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