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1 Preamble 

1.1 Philosophy of Nanaimo Canoe & Kayak Club 

1.1.1 Values 
a. The Club is a safe, welcoming, and encouraging environment for all members, 

coaches, and volunteers 

b. All Vancouver Island residents have the opportunity to participate and share in the 
enjoyment of canoe and kayak racing 

c. Every dedicated athlete has the support needed to achieve success at his or her 
chosen level 



 

 

 

 

 

 

 

d. By operating in a fair and responsible manner, the club instills good citizenship and 
leadership skills in its members 

1.1.2 Vision 
a. The Nanaimo Canoe & Kayak Club will be the official body for canoe and kayak 

racing in the Central Vancouver Island Region.  

b. By providing high-quality services in racing, fitness, and recreation for people of all 
ages and abilities, the Nanaimo Canoe & Kayak Club will be recognized as the 
leader in water sport activities in the Nanaimo community. 

1.2 Incorporation 
As an incorporated body under the BC Society Act, Nanaimo Canoe & Kayak Club is required to 
comply with the provisions of that Act. Every registered non-profit society must be incorporated 
under the Societies Act and proof of this is by a Certificate of Incorporation.  

Nanaimo Canoe & Kayak Club has been issued a Certificate of Incorporation and reference 
number. The Club’s Secretary holds the Certificate of Incorporation. 

Nanaimo Canoe and Kayak Society # S-0025265 

1.3 Policy and Procedure 
The Policy and Procedures manual is the operating manual of Nanaimo Canoe & Kayak Club. 
This document conforms to the policy decisions taken at Board Meetings, Annual and 
Extraordinary General Meetings of the Club. It is intended as a guide for the Board of Directors, 
staff and volunteers. 
 
Nothing in the Policy and Procedures Manual, by itself or in conjunction with any other 
statement or document changes or defeats any Bylaw of the Club. 

1.3.1 Changes to the Manual 
Most of the information contained in this manual is based on past practices and policies, 
as identified by motion date and approval information, and require a separate motion to 
modify if necessary. Constitutional policy changes can only be made at an Annual 
General Meeting. 

It is the responsibility of the Commodore to keep this Policy and Procedures Manual up-



 

 

 

 

 

 

 

to-date. Changes are of two types: 

i. Arising from administrative changes in procedure; and 

ii. Policy decisions of the Board of Directors, or of the Club in general 

If changes arise from board/executive motions no further approval is required. The 
Commodore will ensure that all changes to this document conform to motioned policies 
and are consistent with the Constitution and Bylaws of the Club. 
 
Any member may seek changes to this Manual. To do so a copy of the proposed 
changes must be circulated to each member of the Board of Directors ten (10) days prior 
to the next Board Meeting. The Executive will then discuss and vote on the policy 
change. A majority vote is required to change policy.  

1.3.2 Purpose 

This manual is designed to provide a clear set of policy statements and descriptions of 
procedures for the Club to follow. It shall be the main operational guideline for the Board 
of Directors and Membership. 
 
Every effort has been made in the preparation of this manual to ensure effective service 
to our members and to provide the Board of Directors with the necessary flexibility to 
operate the Club in a consistent and orderly fashion from day-to-day and year-to-year. 

1 2 Administration 

2.1 Organizational Development 
The organizational development model of Nanaimo Canoe & Kayak Club outlines the lines of 
communication and areas of responsibility.  

2.2 Affiliations 
Nanaimo Canoe & Kayak Club shall be member of Canoe Racing BC and the Canadian Canoe 
Association 

2.2.1 Canoe Racing BC (CRBC) 
Canoe Racing BC is the governing body for competitive canoe and kayak racing in British 
Columbia. Canoe Racing BC is responsible for operation of championships and regattas 



 

 

 

 

 

 

 

in the province of British Columbia, as well as the selection of the provincial team (Team 
BC). Nanaimo Canoe & Kayak Club must renew registration (currently $75) March 31st 
of each year. (www.crbc.ca) 

2.2.2 Canadian Canoe Association (CCA) 
The Canadian Canoe Association is the governing body for competitive canoe and kayak 
racing Canada. Nanaimo Canoe & Kayak Club abides by all rules and regulations for 
competition as set out by the CCA. The CCA is responsible for the administration and 
development of coaching and officials certification. The CCA also makes selections to the 
National Team and for national cards. The CCA is also responsible for operation of 
national Canadian Sprint Canoe Championships. Nanaimo Canoe & Kayak Club must 
renew registration (currently $450) April 30th of each year. (www.canoekayak.ca) 

2.3 Board of Directors 
An elected volunteer Board of Directors governs the Nanaimo Canoe & Kayak Club based on the 
organization’s Constitution and Bylaws. The Board of Directors may include but are not limited to 
the: Commodore, Vice Commodore, Secretary, Treasurer, Director of Coaching, Equipment 
Manager, CRBC Rep, PacificSport Rep, Athlete Rep, and optional Member(s) at Large.  

i. Five or more are Executive positions including the Commodore, Vice-Commodore, Secretary, 
Treasurer, and one or more other positions.  

ii. Each Director is elected for an officer term beginning with the first Board Meeting following 
the Annual General Meeting (Section 2.5.1) by which they were elected, and serves until the 
first Board Meeting following the next year’s Annual General Meeting. 

iii. Each Director and committee member must abide by the Conflict of Interest Policy (Section 
2.9) 

iv. Each Director and committee member must abide by the Code of Conduct and Harassment 
Policy (Section 3.5). 

2.3.1 Commodore 
i. Presides at all meetings of the Club, unless the voting members or the Directors 

decide otherwise 

ii. Produces agendas for all board meetings. 



 

 

 

 

 

 

 

iii. Enforces all rules of the Club 

iv. Has general supervision over all matters affecting the interests of the Club  

v. Is a member of all committees 

vi. Co-chairs the Club Development Committee (assumes the responsibilities of the 
PacificSport Rep if vacant) 

vii. Is responsible for updating the Policy and Procedures Manual and ensuring no 
conflict between old and new policies or with Bylaws. 

2.3.2 Vice Commodore 
i. Attends all Board and Executive Committee meetings. 

ii. Carries out the duties of the Commodore during the Commodore’s absence. 

iii. Ensures the implementation of Club policies and procedures at the operational level 

iv. Co-chairs the Club Development Committee (assumes the responsibilities of CRBC 
Rep if vacant) 

v. Approves external programs/courses offered, their schedule and content in 
conjunction with the Head Coach  

vi. Acts as the chief liaison with community groups (i.e. Nanaimo Parks, Recreation & 
Culture, School District #68). 

2.3.3 Treasurer 
i. Attends all Board and Executive Committee meetings. 

ii. Keeps the financial records, including books of account, necessary to comply with the 
Society Act.  

iii. Renders financial statements to the Board of Directors, members and others when 
required (Section 2.7.5). 

iv. Deposits the funds in the name of the Club in such bank or banks or with such 
depository or depositories and in such manner as the Board of Directors may from 



 

 

 

 

 

 

 

time to time direct. 

v. Signs or countersigns such instruments as require their signature and perform all 
duties incident to their office or that are properly required by the Board of Directors.  

vi. Coordinates applications to the BC Gaming Commission (Appendix 9.9). 

vii. [Apr 2001] Keeps track of motioned spending so that the Club does not over spend 

viii. Renews the Club’s general insurance policy annually (Section 2.8.1) 

ix. Remits CRBC registration forms within 30 days for insurance purposes (Section 
2.8.2) 

2.3.4 Secretary 
i. Attends all Board and Executive Committee meetings. 

ii. Chairs the Communications Committee. 

iii. Conducts the correspondence of the society. 

iv. Issues notice of meetings of the society and Directors. 

v. Keeps minutes of all meetings of the society and Directors. 

vi. Has custody of all records, and documents of the society, except those required to be 
kept by the Treasurer. 

vii. Maintains the register of members. 

viii. Responsible for key and access control for Club facilities (Section 5.9).  

2.3.5 Director of Coaching 
i. Attends all meetings of the Board and the Executive Committee. 

ii. Gives direction to the Head Coach and acts as a liaison between the Coaching Staff 
and the Board of Directors. 

iii. Co-chairs the Competitive Development Committee.  



 

 

 

 

 

 

 

iv. Applies for and monitors the progress of summer employment grants. 

v. Develops job descriptions, recruits, and sets up interviews for summer coaching 
applicants 

vi. Hires summer coaching personnel 

vii. Processes weekly timesheets and reviews the performance of staff, as needed. 

viii. Is the CRBC Regional Director (Section 4.4.4) of Vancouver Island  

2.3.6 Equipment Manager 
i. Attends all Board meetings. 

ii. Co-chairs the Competitive Development Committee 

iii. Ensures that minor repairs to equipment are completed in a timely fashion. 

iv. Prioritizes and develops a plan of action for major repairs/projects. 

v. Ensures that members clean equipment periodically.  

vi. Investigates sources for new equipment, presents information to the Board of 
Directors, and after approval, orders and purchases equipment (Section 2.6.4).  

vii. Advises the Board of Directors on transportation of equipment. 

viii. Inventories equipment for insurance purposes (Section 2.8.1). 

2.3.7 Canoe Racing British Columbia Representative 
i. Attends all meetings of the Board and the Club Development Committee. 

ii. Represents the Club at quarterly full board meetings of Canoe Racing BC and 
CRBC’s Annual General Meeting 

iii. Applies to host regattas on behalf of the Club as directed by the Competitive 
Development Committee (deadline: mid-September or as directed by CRBC). 



 

 

 

 

 

 

 

2.3.8 PacificSport Representative 
i. Attends all meetings of the Board and the Club Development Committee. 

ii. Represents the Club at Board and Annual General Meetings of PacifcSport. 

iii. Ensures athletes get the services they are entitled to from PacificSport. 

2.3.9 Athlete Representative 
i. Shall be selected by a majority vote of the athletes of the Club at the AGM 

ii. Attends all meetings of the Board and Competitive Development Committee. 

iii. Posts information from CRBC and CCA, and ensures distribution newsletters to 
athletes. 

iv. Acts as a liaison between the athletes and the Board of Directors 

2.3.10 Member(s) at Large 
i. Attends all Board meetings of the Club. 

ii. Assists the Board of Directors in any way possible. 

2.4 Committees 
Currently, the Board of Directors handles most administrative and operational issues as a 
“committee of the whole”. As the Club grows in size, it is anticipated that committees may be 
required. This section sets the foundation for such committees. Each committee is designed to 
handle a specific aspect of Club administration/operations and shall be chaired by a member of 
the Board of Directors.  

There are two types of committees: Regular Committees and Special Committees. Regular 
committees meet on a regular basis as determined by the Chairperson, whereas Special 
Committees meet on an ad-hoc basis as needed. 

i. Membership on these committees shall be determined by the Board of Directors and will be 
selected from a list of qualified volunteers.  

ii. When insufficient numbers have volunteered, the Board of Directors shall solicit specific 
individuals for the positions(s). 



 

 

 

 

 

 

 

2.4.1 Regular Committees 

2.4.1.1 Executive Committee 
The Executive Committee is responsible for setting policy and has the authority 
to make decisions on behalf of the Membership of the Club.  

[May 2002 – by discussion] This committee may meet concurrently with, or 
separately from, the full Board of Directors. Only Executive members can vote at 
Executive Committee meetings. 

i. Commodore (chairperson) 

ii. Vice Commodore 

iii. Treasurer 

iv. Secretary 

v. and one or more other(s) elected at the AGM 

2.4.1.2 Club Development Committee 
The Club Development Committee maintains the Club’s relationship with Canoe 
Racing BC and PacificSport, and develops partnerships with community 
organizations such as Parks, Recreation & Culture, School District #68, and 
Malaspina University-College.  

i. Commodore (co-chairperson) 

ii. Vice Commodore (co-chairperson) 

iii. Canoe Racing BC Representative 

iv. PacificSport Representative 

v. Volunteers 

2.4.1.3 Competitive Development Committee 
The Competitive Development Committee reviews the development of athletes 
and coaches within the Club, sets goals, and makes plans for the future.  



 

 

 

 

 

 

 

Coaching development includes NCCP courses, the Club’s Coaching 
Development Program, and access to Regional Coaching services.  

Athlete Development includes planning trips to competitions, arranging technical 
clinics with guest coaches, and improving Club services for high performance 
athletes.  

This committee is also responsible for selecting regatta dates to be proposed to 
CRBC (by the CRBC Rep) in September of each year. It is also the lead 
organizing body for regattas hosted by the Club. 

i. Director of Coaching (co-chairperson) 

ii. Equipment Manager (co-chairperson) 

iii. Commodore 

iv. Club Coach 

v. Regional Coach 

vi. Athlete Representative 

vii. Volunteers 

2.4.1.4 Fundraising Committee 
The Fundraising Committee organized fundraising opportunities for the Club. 
This may include but not limited to: car washes, bottle drives, garage sales, hot 
dog sales, raffles, etc. 

i. Volunteers 

2.4.1.5 Communications Committee 
The Communications committee shall be responsible for promotion of, and 
communication within, the Club. This includes developing promotional materials, 
brochures, flyers, web pages, newsletters, and mailouts.  

The committee also liaises with local media outlets to earn media coverage for 
the Club and its athletes. 



 

 

 

 

 

 

 

i. Secretary – chairperson  

ii. Commodore 

iii. Webmaster 

iv. Newsletter Editor 

v. Volunteers 

2.4.2 Special Committees 
Special Committees may include any of the following as well as “ad-hoc” committees 
formed as necessary: 

2.4.2.1 Social Committee 
The Social Committee plans and organizes social opportunities for the Club such 
as awards banquets, regatta dinners, etc. The committee may also organize a 
concession at our annual regatta(s). 

i. Volunteers 

2.4.2.2 Nominating Committee 
The Nominating Committee is responsible for sending a request for nominees to 
all eligible members and, when possible, providing a full slate of nominees for 
elections at the AGM.  

i. Commodore 

ii. Member at Large 

2.4.2.3 Coaching Committee 
The Coaching Committee is responsible for the screening, interviewing, 
reference checks, and selection of assistant coaches and program instructors 
(Appendix 9.4). 

i. Director of Coaching (chairperson) 



 

 

 

 

 

 

 

ii. Commodore 

iii. Regional Coach 

2.4.2.4 Budget Committee 
The Budget Committee is responsible for preparing an annual budget by 
November 30th of each year (Section 2.7.4). 

i. Treasurer (chairperson) 

ii. Volunteers 

2.4.2.5 Discipline Committee 
The Discipline Committee is responsible for determining if a member’s actions 
have violated the Code of Conduct and Harassment Policy (Section 3.5) or 
Coaches Code of Conduct (Section 4.11) and for imposing disciplinary action for 
the actions found to be in violation.  

i. The Complainant, Respondent, and the immediate family of both, shall not sit 
on the Discipline Committee. 

ii. The Discipline Committee shall consist of the Board of Directors excluding 
anyone identified in (i).  

In case of out-of-town travel, Club coach(es) and/or chaperone(s) shall form an 
Acting Discipline Committee. 

2.5 Meetings 
There are two types of meetings held by the Nanaimo Canoe & Kayak Club: the Annual General 
Meeting, Extraordinary General Meetings.  

2.5.1 Annual General Meeting 
The Annual General Meeting shall be held at least once every calendar year and not 
more than 15 months after holding the last preceding Annual General Meeting. 
 
Notice of the Annual General Meeting shall be given prior to the meeting, to each 
member entitled to vote thereat, either by electronic or postal mail, or by insertion in the 



 

 

 

 

 

 

 

newsletter. 
 
The order of business at the Annual General Meeting shall be as follows 

i. Approval of Agenda 

ii. Minutes of the last Annual General Meeting 

iii. Reports 

iv. Unfinished Business 

v. New Business 

vi. Elections of Officers 

vii. Adjournment 

For further details regarding the Annual General Meeting consult Bylaws of the Nanaimo 
Canoe & Kayak Club. 

2.5.1.1 Election of Officers 
A written list of nominees for the Board of Directors will be circulated at the 
commencement of the Annual General Meeting. 

A non-voting individual not associated with the Board of Directors shall chair the 
election of officers.  

Nominees will be listed, one position at a time, and additional nominations shall 
be accepted “from the floor”. 

i. Where two or more nominees exist for a position, an election occurs. The 
election shall be by secret ballot. Voting members (Section 3.1.1) in good 
standing are permitted to vote. The nominee with the greatest number of 
votes is elected to the position. If there is a tie, the chair shall cast the 
deciding vote. 

ii. Where one nominee exists for a position, that nominee is acclaimed to the 
position and no election takes place. 



 

 

 

 

 

 

 

iii. Where zero nominees exist for a position, the position is declared vacant 
until such time as eligible candidates(s) express interest. Appointments to 
vacant positions are at the discretion of the Board of Directors and no 
election is required until the next AGM. 

iv. Nominees can stand for more than one position, however there must exist at 
least five separate individuals in Executive positions (Section 2.4.1.1) 

v. Nominees must exist for at least three positions one week in advance or the 
Commodore shall postpone the Annual General Meeting. 

2.5.2 Extraordinary General Meetings 
Extraordinary General Meetings may be held at the time and place determined, in 
accordance with the Society Act, that the Directors decide. Every general meeting, other 
than the Annual General Meeting, is an extraordinary general meeting. The Directors 
may, when they think fit, convene an extraordinary general meeting. 

The order of business at Extraordinary General Meetings shall be as follows: 

i. Approval of agenda 

ii. Special Business 

iii. Adjournment 

Notice of a general meeting shall specify the place, the day and hour of the meeting, and, 
in case of special business, the general nature of that business. 

2.5.3 Board Meetings 
The Board of Directors shall meet at regular intervals throughout the year. They will 
usually meet once per month.  

The order of business at Board Meetings shall be as follows: 

i. Approval of agenda 

ii. Adoption of previous meeting’s minutes 

iii. Reports 



 

 

 

 

 

 

 

iv. Announcement of new members 

v. Unfinished Business 

vi. New Business 

vii. Action items and policy changes 

viii. Adjournment 

2.5.3.1 Voting 
[May 2002 – by discussion] 
i. all Board Members elected at an AGM are eligible to vote 

ii. Associate and Junior class members (Section 3.1) cannot vote;  

iii. there shall be no more than two (2) votes for any family 

2.5.3.2 Notice of Meetings 
Notice of meetings will be made through the minutes and the place, date, and 
hour will be determined at the previous meeting. If this is not possible, the 
Commodore is responsible to determine and notify the Board of Directors. 

2.5.3.3 Absenteeism 
[April 2002 – by discussion] Directors missing more than two (2) consecutive 
meetings shall be required to forfeit their position and the Board of Directors will 
appoint a new person to their position. 

2.5.3.4 Guest Attendance 
All members in good standing are permitted to attend Board Meetings as non-
reporting, non-voting guests.  

2.6 Expense Claim and Reimbursement; Receipts and Statement of Revenue 

 
 Expense:  (March 30, 2013) 



 

 

 

 

 

 

 

Any member, director, or employee receiving payment or purchasing on behalf of the Club, must 
strictly adhere to this policy. If all aspects of this policy are not followed, without prior approval 
from the Board of Directors, the Treasurer reserves the right to withdraw reimbursement 
commitment, and/or follow up with the person responsible for collecting monies for program or 
event. 
 
Original receipts must be attached to a completed Expense Claim Form (A20) and submitted to 
the Club’s Treasurer within 30 days of the expense being incurred. 

        If Board approval is not required, the Treasurer will provide reimbursement payable to the  
  person named on the Expense Claim form.  

 If Board approval is required, the Treasurer will add the claim to his/her report at the next 
Board Meeting. Reimbursement will be made pending board approval. 

Approval of an Expense Claim by the Board of Directors is required if any of the following apply: 

i. The type of expense is not identified in this policy 

ii. The type or amount of expense requires approval per this policy 

iii. The amount of expense exceeds 130% of the anticipated/budgeted amount 

iv. The claim is made by a member not in good standing 

 

 Revenue: 

 When Collecting money on behalf of NCKC, for any reason, the recipient will issue a receipt a 
acknowledgement of payment.  All receipts, cash and cheques will be attached to a 
Statement of Revenue Form (A20) and submitted to the Club’s Treasurer within 30 days of 
the money being collected. 

2.6.1 General operational expenses  
NCKC recognizes that the operation and administration of a canoe and kayak club 
requires the purchase of external products and services from time-to-time. Examples may 
include, but are not limited to: engine fuel, photocopying, office supplies, first aid 
supplies, etc. 
 



 

 

 

 

 

 

 

An Expense Claim Form (A20) must be submitted directly to the Treasurer. 

[May 2002 – by discussion] The Board of Directors needs to approve general operations 
expenses exceeding $50 per item. E-mail approval is acceptable. 

The Treasurer is responsible to monitor spending on general operations and report to the 
Board of Directors.  

2.6.1.1 Long distance phone calls 
Club-related long distance phone calls may be made using the Club’s calling 
card. The calling card works using a 1-800 number and bills the call directly to 
the Club.  

[June 2002 – K.Raynor/M.Dewar] Anyone who uses the Calling Card must 
submit the Calling Card Log (A15) to the Treasurer once per month. 

2.6.2 Equipment and repair expenses 
NCKC recognizes that there are regular expenses associated with the maintenance of 
equipment and facilities. Examples may include, but are not limited to: repair supplies, 
maintenance equipment, canoe/kayak parts, etc. 

An Expense Claim Form (A20) must be submitted directly to the Treasurer.  

[Jul 2001 – C.Muirhead/T.Muirhead] The Equipment Manager or Director of Coaching 
need to approve Coach’s equipment expenses in excess of $20 per month. E-mail 
approval is acceptable. 

The Treasurer is responsible to monitor spending on equipment repair and report to the 
Board of Directors. 

2.6.3 Travel expenses 
In order to encourage participation in all that the sport of canoe and kayak racing has to 
offer, the Club offers two programs to offset travel expenses. 

2.6.3.1 Regatta Travel Program (within BC and Washington) 
[Sep 2002 - L.Raynor/R.Dewar; in practice since 2000] 



 

 

 

 

 

 

 

In an effort to encourage participation of both athletes and accompanying 
parents/coaches at provincial regattas, the Club reimburses travel costs as 
follows: 

i. For every volunteer needed to drive to a competition, the Club will reimburse 
BC Ferry costs, for the driver, their vehicle (including trailer if applicable), and 
all NCKC coaches accompanying them.  

ii. When several drivers volunteer, those with the most efficient number of seats 
will have priority. In situations where volunteer drivers take athletes/coaches 
that could have been accommodated in other vehicles as above, complete 
reimbursement WILL NOT be made except by board approval.  

iii. Volunteer drivers must take at least three (3) NCKC competing athletes or 
coaches. Alternatively, a combination of athletes, coaches, and/or equipment 
may be considered. 

iv. [Jul 2001 – C. Muirhead/T. Muirhead] This policy is amended to include 
reimbursement for provincial toll highways (i.e. Coquihalla Highway). 

v. [May 2002 – by discussion] This policy is amended to include reimbursement 
for members traveling to Fitdex or Coaching Courses. 

An Expense Claim Form (A20) must be submitted directly to the Treasurer.  

2.6.3.2 Championship Travel Program (outside BC) 
[in principle] 
 
Under special circumstances, the Board of Directors may approve subsidies for 
athletes/coaches who wish to represent NCKC at championships outside of BC.  

Applications must be made to the Commodore at least 3 months prior to the 
competition.  

The Board of Directors will decide on a case-by-case basis, considering the 
nature of the travel, other funding sources, and current fiscal situation of the 
Club. 



 

 

 

 

 

 

 

2.6.3.3 Other Travel Programs 
All members are advised to investigate the following external programs: 

i. In-Province Travel Program (BC Sport and Physical Activity Branch) 
The BC Government will pay 50% of ferry costs up to $2/person, and 3 cents 
per kilometer for trips over 200km within BC. See their website for more 
details. (www.sport.gov.bc.ca)  

ii. Meeting Travel (Canoe Racing BC)  
CRBC policy 2.10.1 “a maximum of $100 per out-of-town Board [including 
club representatives] or Executive Member for travel expenses to all required 
Board and Executive meetings. Whereever carpooling is possible it will be 
expected by Canoe Racing BC and will be reimbursed accordingly…a 
maximum of $100 per out-of-town member clubs for the purpose of attending 
the Canoe Racing BC Annual General Meeting.” 

iii. Athlete Travel Grant (PacificSport) 
http://www.pacificsport.com/images/pdfgallery/Athlete_Travel_Form.pdf 

2.6.4 Major capital purchase 
Major purchases, rents, leases, or service agreements made on behalf of the Club, 
including paddles, canoes, kayaks or infrastructure (e.g. docks, trailers, facilities), require 
the advance written consent of the Board of Directors. 

2.7 Funding and Finances 
The funding and finances of any non-profit organization are the most critical areas. As a non-
profit local sports organization, the Club derives its funding from member/program fees, 
fundraising, and government grants. 

2.7.1 Revenue 
The Treasurer has the authority to charge annual membership dues on behalf of the 
Club. Memberships are available for the family or individual, and fee structures are set by 
the Board of Directors (Section 3.4.3). 

Additional fees are charged for programs offered to members which include coaching. 
Program fees are set by the Board of Directors (Section 3.3). 

The Club may also charge fees for courses including, but not limited to: courses, clinics, 



 

 

 

 

 

 

 

or group programs. Course fees are set by the Board of Directors (Section 7.1.6.3). 

Government and private grants may be received by the Club each year, and are 
entirely devoted to the area for which they were applied. For example, student 
employment grants are entirely devoted to student employees. 

2.7.2 Borrowing 
In the current developmental phase of the Club, borrowing from institutions or individuals 
shall not occur. A change in standing policy would require a special resolution of the 
members of the Club. 

2.7.3 Fundraising 
The Club is very active in raising funds through gaming as well as other ad-hoc 
fundraising initiatives such as bottle drives, hot dog sales, car washes, etc.  

Monies raised from ad-hoc fundraising initiatives may be targeted to general club 
account, or specific programs such as athlete development (i.e. Paddler’s Accounts), as 
determined by the Board of Directors. 

2.7.3.1 Paddler’s Accounts 
[1997 – D.Kent] 

For many fundraising endeavors, monies raised will be targeted to those athletes 
participating in the event. [Feb 2000] An athlete is defined as any competitive 
club member including Masters. 

Actual funds raised must be relinquished to the Treasurer along with a list of 
athletes involved and the name of a supervising adult. Such funds will be divided 
equally (or by amount raised) among the athletes, and added to their “on-paper” 
account held by the Club.  

[Apr 2000 – B.Macey/L.Macey] Monies that have been dormant in Paddler’s 
Accounts for at least one (1) year as the athlete has left the Club, may be 
transferred into the general account. 

[Sep 2002 – L.Raynor/R.Dewar] Athletes must apply to the Treasurer to access 
their account. Proof (e.g. receipts) may be required that the money will be used 
for paddling purposes. 



 

 

 

 

 

 

 

2.7.3.2 Gaming 
Substantial funds are received from Direct Access Gaming, and are handled by 
the Treasurer and Board of Directors with meticulous attention to the regulations 
of the BC Gaming Commission (Appendix 9.9). 

2.7.4 Budgeting 
The Budget Committee (Section 2.4.2.4) is responsible for preparing a budget 
appropriate to meet the goals and objectives of the Club during each Calendar year 
(January 1 - December 31). 

[May 2002 – J.Langford/R.Dewar] The Budget shall be presented for Board of Directors 
approval by November 30. 

See Appendix 9.13 for a sample budget. 

Any member may request a copy of the current budget by contacting the Treasurer. 

2.7.5 Financial Statements 
At each Annual General Meeting, and when otherwise required, the Treasurer shall 
report as to the finances of the Club and on every account or Balance Sheet. (Section 
8.2.1)  

2.8 Insurance ( There are three components to NCKC insurances) Sept 2013 

 
Insurance coverage is a very important part of activities that are carried out by any sports 
organization. The risk of injury to anyone involved in any kind of sporting event is always present, 
from volunteers and officials, to coaches and athletes. 
 
It is the Club’s responsibility to carry a general insurance policy to protect Club property and 
provide general liability coverage.  

2.8.1 Insurance coverage for all boats and equipment.  This coverage is held with an 
Insurance Group of NCKC Choice.  Has of 2013 it is with Western Financial Group, the 
contact is JoAnne Freelund at 250-755-1411. 

 The Club’s comprehensive insurance package is reviewed by the Board of Directors and 



 

 

 

 

 

 

 

renewed by the Treasurer in July of each year. The Equipment Manager must submit a 
list of any equipment purchased or lost by June 15. 
Any theft or damage to Club property shall be reported to the Equipment Manager, who, 
together with the Treasurer, will make claims within 30 days of the incident.  

This Insurance is for all boats and equipment at both locations, Otter Way and Loudon 
Park.  The boats and equipment are also cover any where in the province of BC.  If any 
boats or equipment leaves the province of BC, the Western Financial Group must 
be notified ASAP with dates and place of the out of province event.  It will then be 
added to the insurance policy.  This is beneficial encase of theft or damage.  

2.8.2 Insurance coverage for individual members 
 With is covered through Canoe Kayak BC.  It is available for all Members and/ or drop 

ins, and campers.  It is for kayak, canoe, outrigger and dragon boat training and/ or 
racing.  Fees vary depending on level of activity. 

 Note: If you are a competitive Outrigger and wish to compete in CORA races an 
additional CORA insurance is required directly through CORA.  

    
All REGISTERED athletes, coaches, volunteers and officials of Canoe Kayak BC are 
automatically covered for accident/injury while participating in any activities sanctioned 
by the Club under CKBC’s insurance policy. 
This includes: all practises on or off the water, any training or activates associated with 
the club.  Travel to and from Club meetings.  It also includes driving of any coach boat 
and safety boats.  As well as driving any vehicle for the purpose of relocating equipment, 
trailering or athlete driving.  
 
 
All ACTIVE members (active means those who participate in ANY Club sanctioned event 
including volunteers) of the Club are required to sign the CKBC registration form and pay 
the appropriate fees annually, which confirms acceptance of insurance coverage (Section 
3.4.4). Insurance coverage, and therefore membership in-good-standing with CKBC, is a 
compulsory component of Club membership and cannot be waived.  

In addition, any person participating in Club program(s), or using Club equipment is 
required to register with CKBC (Section 5.4). 
 
[May 2002 – clarified with CKBC] NCKC acts as an agent for CKBC’s insurance provider. 
The insurance is active from the time CKBC registration is signed by the member (or 
parent/guardian if under 19 years). The Club’s Treasurer shall submit the registration 
form to CKBC within 30 days. 
 



 

 

 

 

 

 

 

Inquiries about coverage should be directed to CKBC.  Insurance coverage of 
volunteers, officials, executive, and directors 

Volunteers, officials, executive, and directors of the Club, including other individuals 
acting in similar positions, are covered for accident/injury and directors liability 
through mandatory CKBC registration (as in Section 2.8.2). 

Insurance coverage for coaches and employees 
Coaches and employees of the Club are covered for accident/injury and liability 
through mandatory CKBC registration (as in Section 2.8.2).  
 
Coaches are also encouraged to register in the Coaching Association of BC for additional 
coverage.  
 

2.8.3  Insurance Coverage for Buildings that NCKC occupy  

 The permanent structures and floating docks that NCKC calls home are insured by the 
City of Nanaimo.  This includes: 

 Main Boathouse Location: 4295 Victoria Ave, Loudon Park - Long Lake, Nanaimo BC 

 Outrigger Site Location: 1890 Otter way - Brechin Boat Ramp, Nanaimo BC 

   

2.9 Conflict of Interest 
[Sep 2002 – L.Raynor/R.Dewar; adopted from CRBC policy from Apr 2002] 

An individual must arrange their private affairs and conduct themselves in a manner to avoid 

a. a conflict of interest, or 

b. the appearance of a conflict of interest 

2.9.1 Authorized to act 
Unless authorized to do so an individual may not 

i. act on behalf of the Club or deal the Club in any matter where they are in a conflict of 
interest or appear to be in a conflict of interest, nor 



 

 

 

 

 

 

 

ii. use their position, office, or affiliation with the Association to pursue or advance their 
personal interests or those of a family member, friend, business associate, or 
colleague. 

2.9.2 Disclosure 
An individual must immediately disclose a conflict of interest to the Executive Committee 
or a person the Committee designates. It is important to make the disclosure when the 
conflict first becomes known. If the individual does not become aware of the conflict until 
after the transaction is concluded, they must still make full disclosure immediately. 

An individual who is in doubt about whether they are or maybe in a conflict of interest 
must request the advice of the Executive Committee or a person the Committee 
designates. 

Unless otherwise directed, an individual must immediately take steps to resolve the 
conflict of interest or remove the suspicion that exists. 

3  Membership 

3.1 Classes of Members 
[Feb 2000(c) – L.Macey/T.Muirhead] 

There shall be three (3) CLASSES of members: 

3.1.1 Voting Members – “Senior Members” 
Voting Members are those who have reached the age of majority and may vote at 
general meetings. These members qualify to serve on the Board of Directors. 

3.1.2 Non-Voting Members (Senior) – “Associate Members” 
Non-Voting Members (Senior) are those who stand to benefit financially from any Club 
activities, including persons who have business dealings with the Club or who are, or 
have family members who are, employed by the Club. These members may participate in 
all Club activities, be subject to the same fees as voting members, and serve on the 
Board of Directors but not in an executive position. Non-Voting Members (Senior) CAN 
NOT VOTE at general meetings. 
Non-Voting Members (Senior) - “Life Members”  Sept 2013 
Non-Voting Members (Senior) are those whom stand as a life member but do not take 
part in any of the clubs meeting or decision makings. These members may participate in 



 

 

 

 

 

 

 

all Club activities.  If they wish to paddle recreational or competitively they are ask to pay 
for recreational or completive insurance.  

3.1.3 Non-Voting Members (Junior) – “Junior Members” 
Non-Voting Members (Junior) are any members of the Club below the age of majority. 
These members may participate in all Club activities, and are subject to the same fees as 
voting members. Non-Voting Members (Junior) CAN NOT VOTE at general meetings. 
They are permitted, with their parent/guardian consent, to serve on the Board of Directors 
but not in an executive position. 

3.2 Benefits of Membership 
[Feb 2003(c) – pending] The club offers one (1) type of membership with benefits for an entire 
family. The membership term is from April 1 - March 31, for which annual dues are paid (Section 
3.4.3). 

[Sep 2002 – L.Raynor/R.Dewar] For the purposes of membership a family includes children, and 
their parent(s)/guardian(s), who ordinarily reside at the same address. 

3.2.1 Use of Club boats and equipment 
Members may have free and unlimited use of Club boats and equipment in accordance 
with the Use of Equipment by Members Policy (Section 5.3). 

There may be restrictions on the availability of high-performance racing boats and 
equipment (Section 6.4). 

Use of boats and equipment by members outside of scheduled times or away from Long 
Lake is permitted under special circumstances as approved by the Board of Directors. 

3.2.2 Opportunity to participate in recreational practices and social activities  
Members may participate as much, or as little, as they want during recreational practice 
times and club activities. NOTE: Additional fees apply for formal coaching. 

[May 2000 – by discussion] Use of recreational boats by Senior Members (i.e. Adults) 
during competitive practice time is permitted at the discretion of the Club Coach or 
Director of Coaching. 

3.3 NCKC Life Members, Memberships under review and Expelled Members.  Sept 2013 



 

 

 

 

 

 

 

3.3.1 Life Members; Are people that have been nominated by the NCKC Members.  They are 
people that have volunteered with the club for an extensive time, held a position on the 
Board of Directors and have shown an outstanding passion for the Clubs well being and 
growth. Please add the life members full name and year of nomination.    

 Life Members of NCKC 

Kurt and Lianne Raynor  Since 2010 
Mary and Rob Dewar  Since 2010 
 

3.3.2 Memberships Under Review of NCKC’s Board 

 Members under review are individuals that are asking for a NCKC Membership which 
have shown unfavourable behaviour towards staff, athletes and/ or equipment.  NCKC 
staff and directors should do their utmost to try a resolve any conflict.  For example: 
holding in person meetings and email exchanges with the individuals and two other 
neutral directors.  All communication is to be logged and kept with in the meeting 
minutes.  We hope that a favourable out come can be achieved, but if not the individuals 
full name and the meeting minutes of the conversions and out come are to be logged.  

 Memberships under review of NCKC 

 N.C. ( Parent: M.B. and D.C.)  
  -Please see meeting minutes, May, June and Sept 2013 
  

3.3.3  Expelled Members 

  Expelled members are members that have shown great distaste towards the NCKC  
 values and believes.  This member will be given the opportunity to plead their case at an  
 Extraordinary meeting as the Executive Directors will vote on a decision. All 
communication is to be logged and kept with in the meeting minutes.  The individuals full 
name and the meeting minutes of the conversions and out come are to be logged. 

 Expelled Members of NCKC 

 (Hopefully to be never used) 

  

 



 

 

 

 

 

 

 

 

3.4 Program fees 
[Feb 2003(c) – pending] All members have the opportunity to receive coaching during scheduled 
practices and at most competitions. Program fees apply to all members who receive coaching. 
Program fees, unlike membership dues, are charged on an individual (per athlete) basis and are 
not a compulsory for membership. 

 Summer program (April 1 - September 30) – currently $100 

 Winter program (October 1 - March 31) – currently $40 

Members may be divided into groups to ensure effective coaching and skill development. In such 
cases members may only attend their own group, unless otherwise permitted by the Club Coach 
or Director of Coaching. 

3.4.1 Visiting athletes 
[Sep 2002 – L.Raynor/R.Dewar] Athletes visiting Nanaimo may participate in Club 
practices without becoming members provided that they: 

i. are a member in good standing with another canoe and kayak club 

ii. are registered with Canoe Racing BC for insurance purposes 

iii. attend not more than four (4) weeks in a membership year 

iv. pay a $10 per week program fee to the Club 

3.5 Conditions of Membership 
Application for membership shall be approved by a Club Coach and/or the Board of Directors, 
and upon receipt of the current annual dues, the Secretary may issue a certificate of membership 
or membership card. 

3.5.1 Completion of Introductory Course 
[1996 – A.Payne; Feb 2000 – L.Macey/M.Dewar; May 2002 – M.Dewar/L.Raynor] 

i. All Junior Members must have completed an introductory course (Section 7.1) 



 

 

 

 

 

 

 

satisfactory to the Club, in order to become eligible for membership.  

ii. Any Senior Members wishing to participate in a sprint canoe and kayak program 
must have completed an introductory course (Section 7.1) satisfactory to the Club, in 
order to become eligible for membership. 

The purpose of this rule is to ensure members have been taught appropriate care and 
use of sprint racing equipment. The Club Coach may make exceptions if these skills are 
demonstrated. Senior Members (over 19 years) wishing to use only ocean kayaks are not 
required to complete an introductory course. 

3.5.2 Membership Forms 
Membership Application Forms (M1) and Canoe Racing BC Registration Forms will be 
collected by a Club Coach (or a director) and forwarded, along with the dues paid, to the 
Treasurer (Section 7.5).  

The Secretary shall retain all Club membership forms and maintain a register of 
members. 

3.5.3 Annual Membership Dues 
a. The amount of annual membership dues for each type shall be determined by the 

Board of Directors after the Annual General Meeting and before February 28th. 

b. Annual dues shall be payable on or before the 1st day in April in each year and any 
member whose current dues are not paid in full as of the 1st day of May shall forfeit 
the privileges of membership without further notice or proceedings unless the Board 
of Directors extends the time for payment of said dues. 

c. Should any member fail to pay his or her dues in full before the 1st day of April in any 
year, the Board of Directors shall prevent that person from taking part in any Club 
sanctioned event. 

d. [Feb 2000 – L.Macey/M.Roux] New members joining after the 31st day of August 
shall pay a pro-rated membership fee as determined by the Board of Directors.  

e. The Board of Directors has discretionary power to waive dues when appropriate 
cause is shown. 

f. Membership dues are non-refundable. 



 

 

 

 

 

 

 

3.5.4 Membership in Canoe Racing BC 
All members of the Nanaimo Canoe & Kayak Club shall register as members of Canoe 
Racing BC. Those wishing to enter competition(s) must purchase a competitive 
membership. All others may purchase a non-competitive or equivalent membership.  

Canoe Racing BC fees are in addition to Club membership dues and are payable on 
April 1st of each year. This provides our members with many services including 
insurance coverage (Section 2.8.2). 
 
Nanaimo Canoe & Kayak Club members not in good standing with Canoe Racing BC will 
be prohibited from use of Club facilities, equipment, or participation in any Club 
sanctioned event.  

3.5.5 Volunteerism 
[c. 2000 – L.Macey] 

The Nanaimo Canoe & Kayak Club is run by its volunteer members. There are many 
ways to volunteer to ensure the success of the Club. A list of volunteer opportunities is 
provided in the Volunteer Package (Appendix 9.2).  

Athletes of the club are encouraged to volunteer whenever possible. 

3.5.6 Termination of Membership 
A person ceases to be a member of the Club: 

i. By delivering his or her resignation in writing to the Secretary or by mailing or 
delivering it to the Club, 

ii. On being expelled, 

iii. On having been a member not in good standing for 12 consecutive months. 

iv.  If terminated because of unfavourable behaviour towards staff, athletes and/ or 
equipment they are to be added to the Membership under review and procedures 
are to be followed. In section 3.1 Classes of Members.  Sept 2013  

3.5.7 Suspension of a Member 
Membership may be suspended by decision of the Discipline Committee (Section 3.6). 



 

 

 

 

 

 

 

The Board of Directors shall prevent the member from taking part in any Club sanctioned 
event for a length of time determined by the Discipline Committee. 

3.5.8 Expulsion of a Member 
A member may be expelled by a special resolution of the members passed at a 
Extraordinary General Meeting (Section 2.5.2). 

i. The notice of special resolution for expulsion must be accompanied by a brief 
statement of the reasons for proposed expulsion. 

ii. The person who is subject of the proposed resolution for expulsion must be given an 
opportunity to be heard at the general meeting before the special resolution is put to 
vote. 

iii. If the person is Expelled their name(s) are to be added to the NCKC Expelled 
Member List ( Section 3.1) Sept 2013 

3.5.9 Members in Good Standing 
All members shall be in good standing except a member who has failed to pay his or her 
current annual membership fee, or any other subscription or debt due and owing by the 
member to the Club, in which case the member is not in good standing so long as the 
debt remains unpaid. 

3.6 Code of Conduct and Harassment Policy 
Senior and Associate Members of the Nanaimo Canoe & Kayak Club shall abide by the Code of 
Conduct and Harassment Policy (Appendix 9.1). 

3.6.1 Code of Conduct for Junior Members 
Junior Members shall sign AND adhere to the Code of Conduct for Junior Members 
(Form M2). 

3.7 Discipline Policy 
Failure to abide by the Code of Conduct and/or Harassment Policy, or a complaint to this effect 
may result in an investigation by the Discipline Committee (Section 2.4.2.5). 



 

 

 

 

 

 

 

3.7.1 Discipline procedure: Junior Members 
[Jan 2000 – M.Dewar/L.Macey] 

a. verbal warning and parents contacted at Coach’s discretion; 

b. written incident report sent to parents, signed and returned to Coach (copy to 
Discipline Committee); 

c. parent of the athlete be present at all times when athlete is at the Club until the 
Coach recommends problem is resolved; 

d. suspension for a period of time determined by the Discipline Committee. 

[Jul 2001 – J.Langford/M.Dewar] Steps (a), (b), and/or (c) may be bypassed depending 
on the severity of the offense. 

3.7.1.1 Out-of-town trips 
[Jul 2001 – J.Langford/M.Dewar] 

Signed consent forms (Form T10) and acknowledgement of group travel expectations are 
required by all Junior Members who travel with the Club per Athlete Travel Policy (Section 
6.3).  

Discipline Procedure followed by coach(es) and/or chaperone(s) for successive 
incidents: 

Incident 1: Verbal warning is given to the athlete 

Incident 2: Athlete phones home and explains the problem to parent 

Incident 3: Athlete is sent home at their own expense, after arrangements are 
made with parent 

Steps (a) and/or (b) may be bypassed at discretion of coach/chaperone 
depending on the severity of the behavior.  

3.7.2 Discipline procedure: Senior and Associate Members 
a. A written incident report or complaint shall be made and copies sent to the Discipline 

Committee and the individual(s) involved. 



 

 

 

 

 

 

 

b. The Discipline Committee may conduct an investigation and meet with the 
individual(s) involved 

c. Penalties may include, but are not limited to (for coaches also see Section 4.12): 

i. verbal warning; 

ii. a verbal apology; 

iii. a written apology; 

iv. a letter of reprimand from the Club; 

v. a fine or levy; 

vi. referral to counseling; 

vii. sensitivity training in harassment issues; 

viii. removal of certain privileges of membership; 

ix. expulsion from membership. 

d. The Discipline Committee shall, after it makes its decision, send a written notice to 
the  individual(s) involved. 

e. [May 2002 – R.Dewar/J.Langford] The Discipline Committee’s decision may be 
appealed to Canoe Racing BC. 

3.8 Communication 
The Nanaimo Canoe Kayak Club strongly believes that every member has a voice. We are also 
committed to sharing all information with members throughout all levels of the Club.  

3.8.1 Lines of Communication 
The Organizational Communication Chart outlines lines of communication and 
distribution of information (both up and down). The purpose of this chart is to have clear 
and efficient lines of communication throughout the Club. All members are encouraged to 
follow these lines of communication, however, no member will be turned away if they do 
not. 



 

 

 

 

 

 

 

 

3.8.2 Member Notification (phone and e-mail policy) 
[Jun 2001 – M.Dewar/J.Langford] 

To save time and money the Club uses electronic mail to distribute information to 
members. Any member who provides us with an e-mail address on their membership 
application (or sends e-mail to the Head Coach) will be considered to have, use, and 
check that e-mail address at least every 48 hours. 

3.8.2.1 Routine communication 
For example: upcoming events, competition information, etc.  

• Members who have e-mail will be e-mailed by the Head Coach and/or 
Secretary.  

• Members who do not have e-mail are expected to visit the clubhouse on 
a regular basis to read the communication board.  

3.8.2.2 Important communication 
For example: dates of meetings/events, new schedules/groups, etc.  

• Members who have e-mail will be e-mailed by the Head Coach and/or 
Secretary. If no error message is bounced back, we consider the 
member notified.  

• Members who do not have e-mail will be telephoned. In cases where a 
message is left on an answering machine, we consider the member 
notified. 

3.8.2.3 Urgent communication 
For example: last minute schedule changes, etc.  

The procedure used for urgent communication depends on the urgency of the 
information (i.e. how long until the information is out of date). 

i. 48 hours or more—Members who have e-mail will be e-mailed by the Coach 



 

 

 

 

 

 

 

or Secretary. Members who do not have e-mail will be telephoned.  

ii. Less than 48 hours—Members who we anticipate will need the information 
will be telephoned using a “phone-tree”. 

3.8.3 Club Answering Machine (call back policy) 
[Jun 2001 – J. Langford] 

The Club telephone number (758-4052) will exist on all promotional material, in addition 
to other contacts that may be listed.  

To ensure messages are not lost, access to the Club answering machine is restricted to 
the coaching staff or a designated volunteer. It is their responsibility to ensure messages 
followed up: 

i. within 24 hours (July-August); or 

ii. within one week (September-June).  

3.8.4 Formal Communication 
Written correspondence (paper, facsimile, or electronic) destined for an external 
organization/individual shall be made under the authority of the Secretary.  

The Secretary shall approve Media and promotional materials. 

3.8.4.1 Use of Club Letterhead 
Club letterhead may be used by any member of the Board of Directors and by 
the Head Coach.  

Official correspondence shall receive the stamp of the common seal of the 
society from the Secretary. 

3.8.4.2 Media Releases 
Media Releases may be written by any member of the Board of Directors or the 
Coaching Staff, but shall be approved by the Secretary.  

All media communication shall be typed on the appropriate template, and must 



 

 

 

 

 

 

 

include a contact name and telephone number. 

3.8.5 Club Website (www.nckc.nisa.com) 
The Club shall maintain an Internet website and update it on a monthly basis whenever 
possible. A volunteer “webmaster” shall sit on the Communication Committee and 
coordinate web-content with the Secretary and the Board of Directors.  

A disclaimer will appear on the home page that “in the event of a discrepancy between 
the information presented on the Internet pages and that of NCKC policy, the latter shall 
prevail”.  

Hosting for the website is currently donated by NISA (www.nisa.com).  

3.8.5.1 Protection of privacy 
Personal information (including names and e-mail addresses) shall not appear on 
internet pages unless: the individual is a director, or employee of the Club, or the 
individual gives permission to post such information. 

Photos of members appear on the Internet pages only if they have indicated 
consent on their Membership Application Form (M1). 

3.8.6 Newsletters 
The Club shall publish a newsletter on a regular basis whenever possible. A volunteer 
“newsletter editor” shall sit on the Communication Committee and coordinate newsletter 
content with the Secretary and the Board of Directors. All members are encouraged to 
contribute to the newsletter. 

The Club’s newsletter shall be distributed to all members, either in person, or, if 
necessary, by mail.  

Note: Canoe Racing BC and Canadian Canoe Association newsletters shall be 
distributed to Club members by the Athlete Representative (Section 2.3.9). 

4 Coaching 

4.1 Support, Training, and Development 
The Nanaimo Canoe & Kayak Club, its members, and Board of Directors will: 



 

 

 

 

 

 

 

i. support the coach’s creativity and encourage it when planning practices or workouts 

ii. lend as much time as possible to assist the coach in practices, workouts, and regattas 

iii. support the coach whenever possible in assisting with Club travel, transportation of boats, 
and chaperoning 

iv. treat the coach with fairness, dignity and respect 

v. be mindful of misunderstandings and communicate with the coach in the appropriate 
environment 

vi. [Sep 2002 – L.Raynor/R.Dewar] Pay 100% of  training costs to obtain a Pleasure Craft 
Operator Card for all paid coaches.  

vii. [Sep 2002 – L.Raynor/R.Dewar] Pay 50% of training costs to obtain a Pleasure Craft 
Operator Card for non-paid (i.e. Junior and volunteer) coaches, provided that no more than 
100% of costs is reimbursed when including other sources. They must volunteer for five (5) 
practices prior to being reimbursed. 

4.1.1 Coaching Development 
The Nanaimo Canoe & Kayak Club is committed development of its coaches, and the 
coaching profession, through the National Coaching Certification Program (NCCP). As 
such, the Club will encourage and support its coaches’ training and development 
whenever possible.  

Our main source of new coaches comes from retiring athletes or athletes who are 
interested in staying involved and providing leadership in our Club. However, any 
individual making the commitment to become a coach shall be given every opportunity to 
progress and grow as a coach. 

4.1.2 Junior Coaching 
[Apr 2002 – M.Dewar] The Nanaimo Canoe & Kayak Club recognizes junior coaches as 
the future coaches and leaders of our sport and is committed to supporting and 
developing qualified coaches from within the club. 

The Club promotes the development of junior coaches by: 

i. providing leadership and volunteer coaching opportunities 



 

 

 

 

 

 

 

ii. providing varied opportunities to mentor under the Club Coach(es) and Regional 
Coach 

iii. notifying junior coaches of upcoming courses and volunteer opportunities 

iv. encourage athletes to seek financial reimbursement for cost of courses (e.g. Canoe 
Racing BC). 

 

 

4.2 Coaching Development Model 
The Coaching Development Model shows the development of coaches from the entry-level 
through volunteer and paid positions. This model, and the general standards it sets out, are 
meant to provide a meaningful progression of coaches from ages 14 to adult.   

A coach may start at any point in the model and may skip steps providing they meet or exceed 
the qualifications. Exceptions may be made at the discretion of the Director of Coaching. 

The Director of Coaching shall keep a list of coaches at each level, and use this list to recruit 
volunteers as needed.  

Table 4.1 – Coaching Definitions 

Junior Coach an NCKC member interested in coaching who is between 14-18 years 

Development Coach an NCKC member (or registered coach with CRBC) interested in coaching 
who has completed his or her Level 1 coaching certification 

Volunteer Coach an adult NCKC member (or parent of a member) interested in coaching, or 
willing to help supervise at practices/regattas 

Club Coach a paid employee of NCKC, selected by the Coaching Committee in consideration 
of the qualifications deemed necessary for the position 

 
 

Table 4.2 – Standards, expectations, and remuneration 



 

 

 

 

 

 

 

 Minimum standards Potential duties, 
expectations, and 
assignments 

Remuneration for 
revenue generating 
programs 

Junior 
Coach 

minimum 14 years 

adequate swimming 
abilities (AquaQuest 12, or 
equivalent) 

at least one (1) season of 
paddling experience 

assist other coaches with 
practices, clinics, or events 

work with groups of 1-3 
athletes as needed 

must be supervised by a 
Development, Volunteer, 
and/or Club Coach (does not 
work alone) 

not permitted to drive the 
coach boat 

All Junior Coaches 
  min wage 

Developmen
t Coach 

minimum 16 years (NCCP 
requirement) 

NCCP Level 1 coaching 
certification 

adequate swimming/water 
rescue capability 

Pleasure Craft Operator 
Card 

 

run (or assist with) practices, 
clinics, or events 

work with groups up to 6 
athletes 

may be supervised by a Club 
Coach and/or Regional 
Coach 

permitted to drive the coach 
boat (Pleasure Craft 
Operator Card and PFD 
required) 

Level 1 
  min wage + $2/hr 

Level 2+ 
  min wage + $4/hr 



 

 

 

 

 

 

 

Volunteer 
Coach 

minimum 19 years 

adequate swimming/water 
rescue capability  

Pleasure Craft Operator 
Card (effective Sep 15, 
2002) 

 

supervise practices, clinics, 
or events 

assist athletes and other 
coaches as needed 

permitted to drive the coach 
boat (Pleasure Craft 
Operator Card and PFD 
required) 

no stipend or 
remuneration  

Club Coach minimum 15 years  

minimum NCCP Level 1 
certification (though lower 
qualification may be 
considered if necessary) 

Signs Coaches Code of 
Conduct 

Criminal records search 

other requirements as 
deemed necessary by the 
Board of Directors 

perform duties as assigned 
by the Director of Coaching 
and/or Head Coach 

 

by employment 
contract 

 

4.3 Club Coaching 
The Club employs a Head Coach and Assistant Coach(es) based on the membership size and 
funding availability. See sample hiring procedures in Appendix 9.4.  

[May 2002 – by discussion] The Director of Coaching is responsible to shortlist applicants, while 
the Coaching Committee shall conduct interviews for all positions. 

4.3.1 Head Coach 
The Head Coach is the senior staff of the Club and is responsible for day-to-day 
operations. The Head Coach is hired by the Board of Directors of the Club and works for 
the membership of the Club. The Head Coach reports to the Director of Coaching. 



 

 

 

 

 

 

 

i. Shall have a minimum Level 1 NCCP certificate in Sprint Canoe & Kayak 

ii. Shall have basic first aid, swimming, and lifesaving skills 

iii. Shall be a member in good standing with Canoe Racing BC 

iv. Shall be required to attend all meetings of the Board of Directors, the Annual General 
Meeting, and shall be a member of several committees to ensure the successful 
operation of the Club. 

v. Shall perform duties as assigned by the Director of Coaching 

vi. Shall be involved in the hiring and management of additional coaches 

4.3.2 Assistant Coach(es) 
i. Duties shall be outlined in the job description 

ii. Shall be hired by the Coaching Committee (Section 2.4.2.3) 

iii. Shall report to the Director of Coaching and the Head Coach (if applicable) 

4.3.3 Guest Coach(es) 
i. May be invited by the Director of Coaching on behalf of the Competitive Development 

Committee (Section 2.4.1.3). 

ii. Shall be paid on an case-by-case basis through the Club 

4.4 Regional Coaching 
In 1993 the Provincial Government began Regional Delivery of Sport, now administered by the 
PacificSport Group (http://www.pacificsport.com/). The purpose of Regional Delivery is to employ 
a network of paid part-time regional coaches.  

4.4.1 Eligibility for Regional Services 

i. One club is registered with Canoe Racing BC 

ii. 50 members if only one club or 25 members per club for two or more clubs 



 

 

 

 

 

 

 

iii. The formation of a Management Committee with representation from each club in the 
region and Canoe Racing BC. 

4.4.2 Funding Commitments 

i. PacificSport    50% 

ii. Canoe Racing BC   25% (will be phased out starting in 2002) 

iii. Club(s)    25% 

4.4.3 Regional Coach Responsibilities 
Regional Coaches are professional, Level 3 certified coaches employed by CRBC who: 

i. work with high performance athletes in the region, and  

ii. are responsible for development of coaches within the region. 

4.4.4 Reporting Relationship 
Regional Coaches report to the Regional Director (Chair of the Management Committee) 
on a day-to-day basis, as well as Canoe Racing BC’s Director of Sport. 

The Regional Director for the Vancouver Island has traditionally been the Nanaimo 
Canoe & Kayak Club’s Director of Coaching. However, as the sport grows within the 
region, an independent Regional Director may be appointed. 

4.4.5 Annual Review 
The Regional Coach is responsible for completing the PacificSport Regional Training 
Centre Annual Review, due March 31 of each year. 

i. financial statement,  

ii. program year-end report,  

iii. performance measures year-end report,  

iv. performance measures for upcoming year,  



 

 

 

 

 

 

 

v. financial commitment form,  

vi. coach contract,  

vii. accountability signatures 

4.5 Funding and Finance 
One source of funding for paid coaching is Regional Delivery (Section 4.4), however there are 
several other grants available, particularly for summer student employment. 

Student Summer Job Action (Human Resources Development Canada) 

• http://youth.hrdc-drhc.gc.ca/ythprg/summer.shtml  

The Director of Coaching is responsible to investigate and apply for grants required for 
employment of coaches. 

4.6 Employment Standards 
As per the Employment Standards Act, the Club shall: 

i. not discriminate in employment advertisements and hiring on the basis of race, colour, 
ancestry, place of origin, political belief, religion, martial status, family status, physical or 
mental disability, sex, sexual orientation age, or conviction on a criminal or summary offence 
unrelated to the employment 

ii. Meet or exceed the minimum wage of the Province of British Columbia 

iii. Pay an employee who reports to work minimum daily pay for 2 hours 

iv. Entitle the employee to an unpaid half-hour lunch break after 5 hours worked 

v. Not deduct from an employees wages, unless required to do so by law (e.g. CPP, EI, Income 
Tax) or by written request from the employee. 

4.6.1 Overtime 
The Nanaimo Canoe & Kayak Club gives its employees the benefit of a flexible work 
schedule. As such, if hours worked exceed the employee’s regular work schedule, 
additional hours can be ”banked”.  



 

 

 

 

 

 

 

In any case, the average work schedule shall not exceed 8 hours per day, or 40 hours 
per week. Thus, no overtime is credited/paid by the Nanaimo Canoe & Kayak Club. 

4.6.2 Holidays 
There are nine statutory holidays in British Columbia: New Year’s Day, Good Friday, 
Victoria Day, Canada Day, British Columbia Day, Labour Day, Thanksgiving Day, 
Remembrance Day, and Christmas Day.  

a. Employees who have been employed by the Nanaimo Canoe & Kayak Club for thirty 
(30) days and who have worked on 15 of the 30 calendar days prior to the holiday, 
are eligible to a regular (or, in case of irregular hours, or if the employee worked 
fewer than 15 days, an average) day’s pay for the holiday. (Note the average is 
calculated from timesheets as the number of hours worked over 30 day period 
divided by the number of days worked.) 

b. If an employee of the Nanaimo Canoe & Kayak Club (who has been employed for no 
less than 30 days) is required to work on a statutory holiday, they qualify for premium 
pay (time-and-a-half) and receive another working day off with pay as in (a). 

4.6.3 Vacation 
Employees of the Nanaimo Canoe & Kayak Club employed for five (5) or more calendar 
days receive vacation pay (4% of gross wages), and, after 12 consecutive months of 
employment are entitled to take 2 weeks of unpaid vacation. After five years of 
employment, the employee is entitled to 6% vacation pay and 3 weeks of annual unpaid 
vacation. 

4.7 Time Accounting 
All staff members of the Nanaimo Canoe & Kayak Club shall make written records of hours 
worked each day along with a general description of the work on Employee Timesheets (Form 
C1).  

Timesheets must be submitted to the Director of Coaching on a weekly basis. These records 
shall be supplied to the Board of Directors upon request. 

4.8 Expenses 
[Sep 2002 – L.Raynor/R.Dewar]  



 

 

 

 

 

 

 

Coaches must adhere to the Expenses Claim and Reimbursement Policy (Section 2.6). Travel 
expenses are considered as follows: 

4.8.1 Transportation 
Carpooling is expected whenever possible. Coaches may take advantage of the Regatta 
Travel Program (Section 2.6.3.1) for regattas, fitdex, or coaching courses. Other 
transportation must be pre-approved by the Board. 

4.8.2 Accommodation 
Billeting is expected whenever possible. Board approval is required before hotel 
accommodation is booked. 

4.8.3 Meals  
If meal arrangements are not provided, the Coach will be reimbursed for the total amount 
of receipts up to $25 per day. 

4.9 Performance Appraisal 
Each staff member may have a performance appraisal (Appendix 9.6). A written evaluation will be 
provided to the employee, with a copy kept on file. 

The Director of Coaching shall review all staff as needed. 

4.10 Employee Expectations 
[adapted from the BC Gymnastics Federation] 

All employees must remember that their duties include assisting and working closely with Club 
members and volunteers. All employees should display a positive attitude toward the Nanaimo 
Canoe & Kayak Club at all times. Furthermore, all employees are expected to uphold the spirit of 
the goals and objectives of the Club. 

4.10.1 Conflict of Interest 
Employees are not permitted to work during Club time, or during their own time using 
Club equipment or materials, on non-Club related business without prior approval from 
the Board of Directors. 



 

 

 

 

 

 

 

Other employment and/or potential conflicts of interest must be communicated to the 
Board of Directors (Section 2.9). 

4.10.2 Club Property 
Assets of the Club including equipment, office supplies, files, forms, reports, manuals, 
books, artwork, and computer data, and other items purchased by the Club or produced 
by employment duties are the sole property of the Nanaimo Canoe & Kayak Club and 
must not be removed, copied for personal use, or given to another party. 

4.10.3 Grievance Procedure 
i. An employee who is dissatisfied with any procedure or treatment should first take the 

matter up with their immediate supervisor.  

ii. Employees may not speak negatively about administrators, parents, athletes or other 
members during work hours, or while in the presence of Club members. 

iii. Employees may not advocate their personal issues with any individual Club member 
or Director without the consent of the Director of Coaching. 

4.11 Coaches Code of Conduct 
Nanaimo Canoe & Kayak Club expects its coaches to be professional at all times. Each staff 
member shall sign and adhere to the Coaches Code of Conduct (Appendix 9.3), published by 
the Coaches Association of BC. Behavior contrary to the Coaches Code of Conduct will not be 
tolerated. 

4.12 Discipline Policy 
Failure to abide by the Coaches Code of Conduct, or a complaint to this effect may result in an 
investigation and/or enactment of the Discipline Policy (Section 3.6).  

Discipline procedure for Senior and Associate Members, which includes coaches, is outlined in 
Section 3.6.2. However, penalties for coaches may also include: 

x. demotion or pay cut; 

xi. temporary suspension with or without pay; 

xii. termination of employment contract 



 

 

 

 

 

 

 

4 5 Operations 

5.1 Facilities 
The Nanaimo Canoe & Kayak Club owns two structures on land leased from the City of Nanaimo. 
The Club currently has a five-year lease agreement with the City (expiring May 2013). Perpetual 
renewal is anticipated. 

i. Boathouse (Loudon Park) 

ii. Portable building (Loudon Park) 

5.1.1 Shared Facilities 
[Nov 2001 – C.Muirhead] 

The Nanaimo Rowing Club uses our portable building. We bill them half of the BC Hydro 
bill as it is charged to the Nanaimo Canoe and Kayak Club. Sometimes in the colder 
months January to March the rowing club uses more electricity by running their heater. 
When this is evident on the Hydro bill, we charge the rowing club accordingly. They have 
no problem in paying for their share. 

The Club uses the “cage” (next to the tennis court) to store some of our boats. This 
facility belongs to the Nanaimo Rowing Club. This is by mutual agreement; since they 
use the portable building, we, in exchange use the cage. The dock is also owned by the 
Nanaimo Rowing Club, which by agreement is shared with NCKC. 

There are no monies exchanged for the use of the portable building or the cage. 

5.1.2 Washroom/Changeroom Facilities 
Washrooms and other park infrastructure are owned by the City of Nanaimo and 
managed by the Parks, Recreation, and Culture Department. The Club has an agreement 
to access washroom facilities, provided that their security is not jeopardized.  

[Jan 2002] As a result of unexplained vandalism incidents, the washrooms are 
unavailable during the period when they are winterized. If the Club notices any suspicious 
circumstances we shall notify the Parks, Recreation, and Culture Department. 



 

 

 

 

 

 

 

5.2 Equipment 
The Nanaimo Canoe & Kayak Club owns racing and recreational, canoes and kayaks that 
conform to the standards set out by the Canadian Canoe Association. The Club also owns a 
motorized aluminum boat and outboard motor. The below list is not meant as a comprehensive 
inventory. 

i. K1 – single person racing kayak 

ii. K2 – two person racing kayak 

iii. K4 – four person racing kayak 

iv. C1 – single person racing canoe 

v. C2 – two person racing canoe 

vi. CC4 – four person racing canoe (Canadian style) 

vii. OCK1 – single person ocean kayak 

viii. SOT – sit on top kayaks 

ix. RC – recreational canoe 

x. VOY – ten person voyageur canoe 

xi. CB – coach boat (with 9.9hp 4-stroke outboard motor) 

The Nanaimo Canoe & Kayak Club also owns a variety of support equipment for canoeing and 
kayaking including: 

i. Wing-tipped kayak paddles (right and left twist) 

ii. Conventional kayak paddles (right and left twist) 

iii. Canoe paddles 

iv. Knee blocks 

v. Personal floatation devices (PFDs) 



 

 

 

 

 

 

 

vi. Boat stands 

vii. Portable boat shelter (steel frame tarp cover) 

viii. Boat Trailer 

ix. Small desk and office equipment 

5.2.1 Storage of Privately Owned Boats 
Members who own their own boats may store that boats in NCKC facilities provided that: 

i. the equipment manager determines that there is sufficient space for the equipment, 
and if space availability changes the owner must remove equipment within seven (7) 
days 

ii. the owner assumes all responsibility for the security of their equipment and any 
associated liability, as the club CAN NOT insure privately owned equipment 

iii. the owner understands there will be access restrictions as keys will not be issued 
(Section 5.9) 

iv. the owner must to remove equipment within thirty (30) days after membership expires 

Prior to storing any privately owned equipment in Club facilities, the owner must agree to 
the above conditions by signing the Equipment Storage Agreement (Form R5). The 
Equipment Manager shall keep this form until the equipment has been removed. 

5.3 Use of Equipment by Members 
The Nanaimo Canoe & Kayak Club is dedicated to providing the best competitive and 
recreational canoe and kayak equipment to its members. In order to provide safe and equitable 
access, it is necessary to set certain terms of use. 

5.3.1 Usage 
• Equipment must not be used alone for personal safety reasons 

• Equipment cannot be used outside of the Club’s scheduled practice times, 
competitions, or events for insurance reasons (unless approved by the Board of 
Directors). 



 

 

 

 

 

 

 

• Equipment at Loudon Park is not to be used outside of Long Lake, unless for 
competition or event approved by the Board of Directors. 

• Usage of High Performance Racing Equipment may be restricted ()  

• [Sep 2001 – M.Dewar/B.Macey] All paddlers are responsible to ensure there is 
proper floatation in their boats prior to launching. 

 Equipment can be used outside the Nanaimo Channel (within a water nautical 
mile radius of 15nm. )  If equipment is required to go outside the normal practise 
areas for any reason such as competitions the Board of Directors must approve. 

5.3.2 Care 
• At least two people must carry all boats (at least three people for K-4 or C-4).  

• Midget and up athletes may carry single canoes and kayaks on their own, with 
the understanding that they are personally responsible for the cost of any 
damage that may result. The Club Coach is expected to explain this rule. 

• Once a member removes equipment from the boathouse they are responsible to 
return it, unless a Coach directs otherwise. 

• Upon return, all equipment (including ocean kayaks) must be cleaned by the 
member. 

 Also all equipment and boats at the Brechin Boat Ramp must be care for and 
returned in the same working condition; with the understanding that they are 
personally responsible for the cost of any damage that may result from malicious 
conduct. ( Sept 2013) 

5.4 Use of Equipment by Non-Members 
Under most circumstances, all equipment of the Nanaimo Canoe & Kayak Club is for the 
exclusive use of its members. Exceptions are made for: 

x. Those enrolled in introductory programs of the Club or its partners (Section 7.1) 

xi. Those participating in drop-in or open house programs of the Club, as approved by the Board 
of Directors 



 

 

 

 

 

 

 

xii. Competitors from other clubs loaning boats at competitions, as approved by the Club Coach 

xiii. Competitors from other clubs loaning while training at the club temporarily ( Section ) 
If any of the above are not members of Canoe Racing BC (or another CCA affiliated 
provincial sport organization), they shall be obliged to sign the registration form for 
accident/injury insurance purposes. The Club reserves the right to collect a registration fee on 
behalf of Canoe Racing BC, or include such cost in a program fee (Section). 

5.5 Emergency Action Plan 
The Nanaimo Canoe & Kayak Club is committed to providing a safe environment. Where risk is 
an inherent part of sporting activity, we strive to manage risk in a responsible and effective way. 

This is why we have developed a comprehensive Emergency Action Plan (Appendix 9.7). The 
plan is intended as a guide for Coaches and on-water supervisors, but by no means replaces the 
need for formal first-aid and lifesaving training. 

5.6 Use and Operation of Coach Boat 
The coach boat is to be used exclusively for the purposes of providing safety and instruction for 
Club members and participants in Club programs. 

The coach boat must be operated in a safe and reasonable manner, with due care and attention 
to people and property in and around the boat, boating traffic, and potential hazards. 

The supervisor of the practice will, in general, use the safety boat for supervision of on-water 
practices.  In calm conditions experienced sprint paddlers are not required to have a safety boat 
on the water as long as all participants are aware and take precautions i.e. paddling with a buddy, 
staying close to shore, wearing a PFD if appropriate etc.  For recreational boats a safety boat is 
desirable but not required.  (addendum approved April 27, 2004, minutes, board meeting. L. 
Raynor/ A. Tabata) 

5.6.1 Operator Qualifications 
The coach boat is for use by authorized personnel possessing, including: 

i. coaches working/volunteering for the Club; 

ii. parents assuming coaching/supervision duties; 

iii. officials and safety boat drivers during a regatta; 



 

 

 

 

 

 

 

iv. members over 16 years of age who have permission of the Coach 

All operators of the coach boat must posses a Pleasure Craft Operator Card. 

All operators of the coach boat must have current CKBC membership. Either 
official’s, athlete’s (competitive or recreational), or coach's registrations must be complete 
in order to ensure CKBC's insurance covers that operation. 

5.6.2 Onboard Safety 
The Coach boat shall carry, in accordance with Canada Coast Guard regulations: 

i. One Canadian approved life jacket (or PFD) of appropriate size for each person on 
board 

ii. A buoyant heaving line of at least 15m 

iii. One manual propelling device (e.g. oars) 

iv. One bailer or manual water pump 

v. One class 5BC fire extinguisher 

vi. One watertight flashlight  

vii. One sound signalling device 

viii. Clip on navigation lights when on the water between sunrise and sunset or in periods 
of restricted visibility (the Club does not normally operate the coach boat during this 
time). 

For more information consult the Canada Coast Guard (www.ccg-gcc.gc.ca) 

5.6.3 Fuelling 
i. All passengers must be ashore for refuelling 

ii. Shut off engines, extinguish all open flames, and do not operate electrical devices 
while refuelling 

iii. Remove portable tanks from the boat for refuelling. 



 

 

 

 

 

 

 

5.7 Personal Flotation Devices (PFDs) 
Safety is the paramount concern of the Nanaimo Canoe & Kayak Club. As such, all members 
participating in on-water Club practices, competitions, and events, and all non-members using 
Club equipment, shall wear PFDs of the appropriate size. 

The only exception to compulsory use of PFDs is for Midget and up athletes who, while training 
for competition, or competing while the water temperature is greater than 10 degrees Celsius, 
may stow the PFD in the back of their boat so that it can be put on in the water if needed. 

5.8 Foul Weather 
Canoe and kayak is very much a weather dependant sport. The Club shall discontinue practice(s) 
and prohibit use of equipment in the event that: 

i. Wind speed exceeds 15 knots 

ii. Thunder and/or lightening occurs 

iii. Air temperature is below zero degrees Celsius 

iv. Ice forms on the lake (except for Ocean Kayaking) 

v. Athletes, coaches and/or officials determine it is unsafe  

In the event that practices are cancelled the Coach will do his/her best to communicate the 
decision via the Club’s answering machine at least 30 minutes prior. 

5.9 Key Control 
Keys to Club facilities are controlled in order to ensure security of our equipment. All keys are 
property of the Nanaimo Canoe & Kayak Club and must be returned upon request.  

The Secretary is responsible for keeping a current list of who has keys and may provide them to: 

i. Coaches, working or volunteering, who require access; 

ii. Members of the Board of Directors who require access 

We regret that not every member is entitled to a key, however, after experiencing systems of 
universal access, we feel that controlled access is the best way to ensure safe and equitable 
access to equipment. 



 

 

 

 

 

 

 

5.10 Reporting 
In order to manage risk it is necessary to keep written records. The Nanaimo Canoe & Kayak 
Club recognizes the inconvenience of keeping such records, but now, more than ever, realizes 
their importance. 

5.10.1 Damage Report  
This report (Form R10) is used to alert the Equipment Manager of damages to equipment 
so that use will be discontinued and repair can take place before the problem gets worse 
and more difficult to fix.  

• The report shall be filled out by any member who notices damage. 

• The report shall be submitted to the Equipment Manager. 

5.10.2 Accident Report 
This report (Form R20) must be used if any member, or program participant requires 
medical attention as a result of an accident occurring during a Club activity.  

• The report shall be filled out by the Coach or individual supervising the activity. 

• The report shall be submitted to the Board of Directors. 

5.10.3 Incident Report 
This report (Form R30) must be completed if any incident occurring during a Club activity 
involving Club members, staff, volunteers, or the general public, has a direct impact on 
the safety, lawfulness, appropriate conduct, or rules of the Club.  

• The report shall be filled out by a Coach or supervisor present during the 
incident. 

• The report shall be submitted to the Board of Directors. 

5 6 Athlete Development 

6.1 Communication 
The Nanaimo Canoe & Kayak Club exists to serve its members, many of whom are competitive 



 

 

 

 

 

 

 

athletes. The Club is committed to give each and every athlete the opportunity to reach their full 
potential.  

6.1.1 Representation 
Further to this commitment, we espouse the philosophy that every athlete has a voice in 
our Club and our Sport.  

• At the Club level, athletes are represented by the Athlete Representative 
(Section 2.3.9).  

• At the Provincial level athletes are represented by their Regional Coach (Section 
4.4), the Club’s CKBC Representative (Section 2.3.7), and the Provincial Athlete 
Representative.  

• At the National Level, athletes are represented by the Flag Officer of the Pacific 
Division, the Athlete Rep for BC and Athlete Rep for CCA. 

6.1.2 Grievance Procedure 
An athlete who is dissatisfied with any procedure or treatment should first take the matter 
up with the: 

i. Athlete Representative or Commodore (if administrative matter);  

ii. Coach, Director of Coaching, or Athlete Rep (if coaching matter) 

Concerns about coaching should not be brought to Board Meetings, unless approved by 
the Commodore. 

6.1.3 Competition Entries 
Race entries are normally completed and submitted by the Club Coach. It is the Athlete’s 
responsibility to discuss their entries with the Coach at least 24 hours prior to the 
deadline for entries.  

Athletes may not submit their own entries separate from the Club’s.  

Athletes wishing to add/scratch races while at a regatta must go through their Coach. 



 

 

 

 

 

 

 

6.1.4 Provincial Guidelines 
Athletes are advised to consult the Canoe Racing BC Athlete Handbook each year for 
information on development opportunities, athlete assistance, and provincial team 
selection.  

For further information consult the Athlete Development Section of Canoe Racing BC’s 
Policy and Procedures Manual. 

6.2 Practices and Schedules 
The Club Coach, under direction of the Director of Coaching, is responsible for organizing 
practices, groups, and schedules. This effort shall be based on: 

i. Input from members (and parents) 

ii. Availability of coaches  

iii. Athlete-Coach ratio 

iv. Skill-level of members 

v. Hours of daylight 

The Club schedule is designed to accommodate all members, however when dealing with a large 
membership and limited resources, we regret that schedules may not satisfy everyone. 

In the event that a member is unable to attend ANY of the schedule practices for their group, that 
member is asked to notify the Director of Coaching who will report to the Board of Directors. 

6.2.1 Early morning practice (formerly part of Good Neighbour Policy) 
The Nanaimo Canoe & Kayak Club recognizes that our use of Long Lake depends on 
support from surrounding neighbours. As such we will make every effort to keep noise to 
a minimum and stay off the south end of the lake until 7:00am. 

6.2.2 Practice outside of scheduled hours 
To ensure fair and equitable access, competitive equipment may be used at the 
scheduled times and designated group ONLY. Use outside of scheduled times or 
designated group, must be approved by the Club Coach or Director of Coaching.  



 

 

 

 

 

 

 

[Copied from Section 3.2.2] Use of recreational boats by Senior Members (i.e. adults) 
during competitive practice time is permitted at the discretion of the Club Coach or 
Director of Coaching. 

6.3 Athlete Travel 
An Athlete’s competitive career undoubtedly involves travel. Group travel is a very fun 
experience, however to maintain the good image of the Club in the sport community, and for the 
safety of people and property, certain rules apply. 

6.3.1 Travel Consent 
Junior Members (Section 3.1.3) traveling with the Club without their parent/guardian is 
required to return the Travel Consent Form (T10) to the Coach prior to leaving for the trip 
sign. Anyone with concerns with travel policies or arrangements should contact the 
Commodore. NOTE: Travel consent must be given for EVERY trip. 

The form authorizes transportation by Senior Members, 19 years of age or over, (or a 
Club coach) and explains group travel expectations (Section 6.3.4). 

Athletes under 19 years of age may drive equipment but not Junior members. 

NCKC recommends that all volunteer drivers and coaches carry a MINIMUM of 
$2,000,000 legal third party liability. 

6.3.2 Funding and Finances 
The Club recognizes, now more than ever, the enormous travel costs associated with 
being a competitive canoe and kayak athlete. This is why we have set up the Regatta 
Travel Program (Section 2.6.3.1) and the Championship Travel Program (Section 2.6.3.2) 
to financially support our athletes. 

6.3.3 Travel Payment 
[Sep 2001 – T.Muirhead/B.Macey] Whenever possible, all regatta fees AND travel costs 
must be paid to the Club one (1) week prior to any event and if not paid by the deadline 
athlete may not be able participate. 

6.3.4 Group Travel Expectations 
[Jul 2001 – J.Langford/M.Dewar] 



 

 

 

 

 

 

 

Junior Members (Section 3.1.3) traveling with the Club are expected to follow the rules 
outlined on the Travel Consent Form (T10) as below:  

i. Co-operation and flexibility will be expected at all times. 

ii. As a team member, you are expected to stay with the group (day and night) unless 
permitted otherwise by the chaperones and/or coaches attending. 

iii. Chaperones and/or coaches must be informed immediately in the event of any 
problems (medical, conduct, or otherwise). 

Discipline is by the three strikes you’re out procedure (Section 3.6.1.1). 

6.3.5 Billeting and Accommodation 
[1996 – S.Langford] 

The following guidelines for travel accommodation were devised to ensure the security 
and comfort of our athletes. Anyone with concerns with accommodation arrangements 
should notify the Commodore. 

i. To reduce the cost of athlete travel, the Nanaimo Canoe & Kayak Club, as well as all 
other clubs in BC and Canada, use a system where athletes “billet” with a network of 
families in other communities. 

a. The Nanaimo Canoe & Kayak Club shall request placement of male and 
female athletes with different host families. 

ii. In situations where the Club decides to camp, there should be a Chaperone of each 
gender at the campsite. 

iii. In exceptional cases, where billeting is not available, hotel accommodation may be 
used. 

b. The Nanaimo Canoe & Kayak Club shall place male and female athletes in 
separate hotel rooms (normally 4 per room).  

c. The Nanaimo Canoe & Kayak Club shall not place a Coach or Chaperone in 
a hotel room with less than two athletes. 

iv. An athlete may pursue their own accommodation with the consent of their parents 



 

 

 

 

 

 

 

6.3.6 Emergency Information 
[1997 – D.Kent] 

All Junior Members traveling with the Club are required to complete Emergency 
Information Forms (T10-2) so that the Coach or Chaperone has access to critical 
information in the event of an emergency (e.g. allergies, personal health number, etc). 

The form only needs to be filled out once, as it will be kept on file. 

6.3.7 Chaperones 
Nanaimo Canoe & Kayak Club recognizes the need for Chaperones on group trips. The 
coach has many duties and responsibilities while traveling with athletes and is not 
expected to take on the role of Chaperone. 

Chaperones shall include parents with children attending the event, or Senior Members 
(Section 3.1.1) of the Club attending the event. 

6.3.7.1 Chaperone Guidelines 
[in principle – M.Dewar/J.Langford] Chaperones shall review Policy 6.3 on 
Athlete Travel, and: 

i. should not exceed a ratio of 5:1 

ii. whenever possible consist of both males and females, depending on the 
composition of the group 

iii. whenever possible are expected to stay in the same accommodation as 
athletes 

iv. have a portion of their travel expenses reimbursed by the Club and/or 
athletes attending the event 

a. for regattas within driving distance, athletes are expected to share 
equally the fuel costs for transportation 

b. for regattas outside of driving distance, chaperone reimbursement (bus, 
plane tickets) will be reviewed on a case by case basis by the Board of 
Directors 



 

 

 

 

 

 

 

v. are responsible for their own accommodation and/or food (billeting will be 
provided whenever possible) 

vi. abstain from the use of tobacco products while in the presence of athletes 
and discourage its use by athletes 

vii. abstain from the use of alcoholic beverages while responsible for athletes 

viii. shall discourage the use of alcohol in conjunction with athletic events and/or 
victory celebrations 

6.4 High Performance Equipment 
[Jun 2001 – in principle] 

The Nanaimo Canoe & Kayak Club is committed to supporting all athletes in the Olympic sport of 
Sprint Canoe and Kayak to the best of our ability. Due to understandably high demand for the 
best and newest Club equipment, the following policy has been put in place in order to ensure fair 
and appropriate access to Club members: 

Use of all equipment both in terms of who uses what equipment and how often is determined by 
looking at each athlete’s focus and length of time until their respective competition.  When 
necessary, an equipment usage schedule based on the following ascending priority scale will be 
posted. 

i. General training and provincial club regattas 

ii. Out of province regattas (e.g. Regina Canada Day) 

iii. Provincial Championships (sprint and long distance) 

iv. Western Canadian Championships and Games 

v. Junior National and National Team Trials 

vi. Junior (and under) national regattas and Canada Games 

vii. National Championships (Canadian and U.S.) 

viii. Canadian Olympic Trials 



 

 

 

 

 

 

 

ix. National team (international competitions) 

When more than one athlete falls into the same category they will be deemed to have an equal 
need to access Club equipment and will be expected to adhere to a posted schedule.  Equipment 
will rotate on a weekly basis unless otherwise negotiated. 

It is not economically possible for NCKC to purchase equipment for individual use. We 
recommend that athletes who feel the need to train using specific equipment and/or aspiring to 
elite levels of competition purchase their own equipment. 

6.5 Drug & Alcohol Free Environment 
The Nanaimo Canoe & Kayak Club will not tolerate the use of illegal or performance enhancing 
drugs, or alcohol, by any member, coach, or chaperone representing the Club. 

Any member or coach found to be in contravention of this policy shall be subject to disciplinary 
action by the Discipline Committee (Section 3.6). 

6.6 Fair Play  
The Nanaimo Canoe & Kayak Club will not tolerate any behaviours or actions by any member 
that are not committed to fair play. To ensure this, the Club has a Code of Conduct and 
Harassment Policy (Section 3.5), a Code of Conduct for Junior Members (Section 3.5.1), and a 
Coaches Code of Conduct  (Section 4.1.1).  

Any member’s whose behaviour contravenes their Code of Conduct shall be subject to 
disciplinary action by the Discipline Committee (Section 3.6). 

6.7 Awards 
The Nanaimo Canoe & Kayak Club recognizes outstanding performances or contributions of its 
members in through the following formal awards.  

Awards recipients are chosen by the Board of Directors, unless otherwise specified. The 
Secretary is responsible for ordering medals, plaques, gift certificates, etc. 

Presentation of awards is normally done at the Awards Banquet (October) or the Annual 
General Meeting (February), however they may be presented at anytime as determined by the 
Board of Directors. 



 

 

 

 

 

 

 

6.7.1 Athlete Achievement Awards (Bronze, Silver, and Gold) 
[Nov 2002 – by discussion] 

Certificates are presented at the Awards Banquet each year to athletes who have 
achieved the criteria in Table 6.7.1 during the competitive year up to and including the BC 
Long Distance Championship (mid-October). Note: if criteria are met for more than one 
medallion, only the highest medallion will be awarded. 

Table 6.1 – Athlete Achievement Award criteria 

Bronze Silver Gold 

Top 3 at Western Canadian 
Championships, or Regina 
Canada Day Regatta, or 
Western Canadian Bantam 
Championships  

Named to a Provincial Team 
(Canada/W. Canada Games), 
or 

Reached finals at the National 
Championships or CANMAS 

Received a medal at the 
National Championships, or 

Named to a National Team or 
National Development Team 

 

6.7.2 Athlete Service Award 
[Jun 2000 – J.Langford]  

A program which recognizes young athletes who make significant contributions and 
demonstrate exemplary service and leadership initiative to the club and/or the community 
at large. Each year up to $200 is awarded to better enable athletes to achieve their goals 
in competition. The money can be used for travel or competition expenses. 

The criteria are as follows: 

i. NCKC members in good standing under 19 years of age 

ii. Competitive sprint canoe/kayak athletes, racing in three or more regattas during year 
for which the award is received 

iii. Athletes in need of financial assistance to achieve goals in competition (i.e. travel 
and competition expenses) 

iv. Athletes that demonstrate exemplary service and leadership initiative in NCKC and/or 
the community at large 



 

 

 

 

 

 

 

The deadline for applications is September 15 and the recipient is chosen by the 
award’s donor. This award is presented at the Awards Banquet. 

6.7.3 Coaching Excellence Award 
[Nov 2002 – by discussion]  

This award recognizes a coach who made significant contributions to the Nanaimo 
Canoe & Kayak Club. The award is presented at the Annual General Meeting. 

6.7.4 Volunteer of the Year Award 
[Nov 2002 – by discussion] 

This award recognizes a volunteer who made significant contributions to the Nanaimo 
Canoe & Kayak Club. This award is presented at the Annual General Meeting. 

6 7 Club Development 

7.1 Introductory Programs 
The Nanaimo Canoe & Kayak Club offers a variety of programs at the introductory level to recruit 
new members and promote the sport of Sprint Canoe & Kayak. Development, planning and 
implementation of these programs are the responsibilities of the Vice Commodore and the Club 
Development Committee (Section 2.4.1.2). Introductory programs are taught by Junior Coaches 
under the supervision of the Director of Coaching (Section 4.2). 

7.1.1 Summer Programs 
The Club offers one-day, weeklong, and multi-week introductory programs during the 
months of July and August. 

Summer programs may also be run through Nanaimo Parks, Recreation & Culture. 

7.1.2 Spring and Fall Programs 
The Club offers a introductory “splash clinic”  programs to introduce participants to sprint 
canoe and kayak during the months of April through October 



 

 

 

 

 

 

 

7.1.3 Winter Programs 
The Club generally does not offer introductory programs in the winter months of 
November to March. 

7.1.4 Drop-in program 
The Club may, from time to time, offer a drop-in program where participants have the 
opportunity to attend practices and “try-before-they-buy”.  

This program is designed for adults interested in ocean kayaking and for children/youth 
who have already had a course in sprint canoe and kayak. 

The drop-in program is space-limited and does not include any formal instruction. 

7.1.5 Open house program 
The Club may, from time to time, offer program allowing “walk-in” participants to 
experience recreational and/or trainer boats for a small fee (e.g. Canada Day at Swy-a-
Lana Lagoon). 

7.1.6 Promotion  

7.1.6.1 Recruitment 
Promotion and recruitment for introductory programs is a responsibility of the 
Vice Commodore and Club Development Committee (Section 2.4.1.2).  

Promotion techniques include, but are not limited to: 

i. Recreation Guide advertisement (mid to end of February); 

ii. Canada Day downtown; 

iii. Long Lake Paddlefest  

iv. Flyers and leaflets; 

v. Open house(s) at the lake; 

vi. Mall displays. 



 

 

 

 

 

 

 

7.1.6.2 Registration 
The Club Coach(es) are responsible for introductory program registration during 
the summer, with the assistance of the Secretary or a volunteer registrar. During 
the rest of the year, a club volunteer will be responsible. 

The Club telephone answering machine may be used to process registrations—
see Call Back Policy (Section 3.7.3).  

Information shall be taken in order to complete Membership Application Form 
(M1). The form is available to be filled in on the website and e-mailed to a club 
volunteer. 

Completed registration forms, and program fees, shall be forwarded to the 
Treasurer (Section 7.5). 

7.1.6.3 Fees 
Fees shall be charged for most introductory programs. The Board of Directors 
sets fee structures for introductory programs in consideration of: 

i. Cost of CKBC registration 

ii. Wages or stipends paid to coaches 

iii. Cost to maintain equipment 

iv. Price of similar courses 

All fees are payable by cash or cheque prior to commencement of the course 
and are non-refundable. See Section 

7.1.6.4  Budgeting for paid programs 

 7.1.6.4.1 Summer Programs  

  For the Full Day and Half Day Camp through the Leisure guide; If NCKC waits until 
September for payment the profit is higher.  90% NCKC and 10% City of Nanaimo 



 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

  

7.1.6.4.2 Group Sessions and other Programs 



 

 

 

 

 

 

 

 

 

 

 

 

 7.1.6.4.4 Drop in 

 



 

 

 

 

 

 

 

7.1.7 Partnerships 
Since the 1990s, the Nanaimo Canoe & Kayak Club has entered into a partnership with 
Nanaimo Parks, Recreation and Culture to offer a recreational canoeing and kayaking 
program to the community.  

Parks, Recreation, and Culture provides administrative support (promotion and 
registration) and program leaders (instructors). 

The Club provides technical support, access to facilities, and equipment. In exchange, 
the Club receives a percentage of program revenues. The club is expected to invoice 
PRC.  

Note that as non-members, participants in ALL partnership programs fall under Section 
5.4 in regards to mandatory CRBC registration 

It is our hope that other partnerships will be developed in the future by the Club 
Development Committee (Section 2.4.1.2). 

7.2 Community Programs  
The Nanaimo Canoe & Kayak Club will respond to interest in the Club with our existing array of 
programs for individual (Section 7.1), however no one interested in our sport will be turned away.  

Club programs serving the community at large, include but are not limited to: 

i. Elementary and Secondary School canoe and kayak programs  

ii. In-service training in canoe and kayak for school teachers and educational assistants 

iii. Private school and outdoor education canoeing and kayaking programs 

iv. Voyageur Challenge (community and school) 

v. Scouting and Guiding canoeing sessions 

vi. Day camp canoeing sessions 

vii. Birthday parties 

Community programs can accommodate almost any group. 



 

 

 

 

 

 

 

The Club Development Committee (Section 2.4.1.2) will market all community programs.  

All on-water participants must register with Canoe Racing BC for insurance purposes (Section 
5.4).  

The Board of Directors sets fees for group programs. (as in Section 7.1.6.3). 

7.3 Competition Hosting 
The Nanaimo Canoe & Kayak Club reinforces its commitment to promote competitive 
opportunities in canoe and kayak by hosting organized competitions. 

7.3.1 Annual Regatta 
As part of our mission to provide access to the sport of sprint canoe and kayak, the 
Nanaimo Canoe & Kayak hosts at least one (1) competition annually. (This has been 
done since Club’s incorporation in 1988). 

Sprint canoe and kayak regattas in British Columbia are run under the auspices of Canoe 
Racing BC.  

The Club’s CKBC Representative (Section 2.3.7) shall apply, on behalf of the Club, to 
host a regatta. 

For a superb guide to organizing a regatta refer to Bill Macey’s “How to run a 
regatta” (Appendix 9.8). 

7.3.2 Championship Hosting 
Some years, the Board of Directors may seek a championship hosting opportunity. Such 
undertakings require support from not only the members of NCKC, but from other 
member clubs of Canoe Racing BC. A CRBC hosting contract may also be required. 

7.3.3 Outrigger “Crazy Eight Race” and “N.P.I. Attack in Nanaimo BC (Sept 2013) 

 NCKC’s annual outrigger race that is taken place from the Brechin Boat Ramp and 
circle’s around Newcastle Island and Protection Island in an figure eight pattern.   

 The race is usually taken place in the month of March each year, and organized by an 
Outrigger volunteer committee made up of willing NCKC Members and other volunteers. 



 

 

 

 

 

 

 

 This race is a CORA recognized race.  Therefore CORA insurance is required by ALL 
participants. 

 For the Crazy Eight Race, Nanaimo, CORA racing rules shall apply.  Information found at 
the CORA’s website:  http://www.canadianoutrigger.com/  

  

7.4 Fundraising and Sponsorship 

Fundraising shall be defined as short-term revenue-generating projects targeted for specific 
purposes (e.g. Athlete Development). Fundraising (Section 2.7.3) is the responsibility of the 
Fundraising Committee (Section 2.4.1.4). 

Sponsorships are long term, larger scale projects aimed at the financial sustainability of the Club.  
Sponsorships are the role of the Club Development Committee (Section 2.4.1.2). 

Any member, or persons acting on behalf of the Club in trying to solicit sponsorship money or 
goods in kind are required to notify the Board of Directors in writing of their intent and must 
include the Commodore in all meetings, conversations, and correspondence of the negotiations. 

If the above involves a provincial or national championship hosted by the Club, Canoe Racing BC 
and/or the Canadian Canoe Association, must also be involved. 

7.5 Money Handling 
The proper handling of Club money (including money paid to the Club) is essential to financial 
stability and ethical responsibility. 

The following people are authorized to collect money on behalf of the Club: 

i. The Treasurer 

ii. Any member of the coaching staff  

iii. Any member of the Board of Directors 

iv. Members, when required by a fundraising activity 

The procedure for collecting money is as follows: 



 

 

 

 

 

 

 

i. Cash and/or cheques (payable to NCKC) are collected; 

ii. A hand-written paper receipt may be issued to the payer; 

iii. The registration forms (if any), and money are forwarded to the Treasurer using the Memo to 
Treasurer Envelopes (Form A10) in a timely fashion; 

iv. The Treasurer may issue a formal receipt to the payer. 

7 8 Transitions 

8.1 Timeline and Critical Dates 
Date Description Responsibility Secti

on 

Jan Year-end financial statement Treasurer 2.7.5 

Jan Nominations for AGM Commodore 2.5.1 

Jan  Mail out AGM notice Secretary 2.5.1 

Jan PRC ad in spring leisure guide Vice Commodore 7.1.5 

Feb NCKC AGM Commodore 2.5.1 

Feb Meet with Parks, Recreation and Culture (PRC) 
regarding summer program 

Vice Commodore 7.1.7 

Feb Set fees and dates for spring/summer programs Board of Directors 7.1 

Feb 28 Set annual membership dues Board of Directors 3.4.3 

Feb Revise brochures/forms   

Mar 10 Send out NCKC membership renewal package Secretary 3.4 

Mar 31 PacificSport Annual Review Regional Coach 4.4.5 



 

 

 

 

 

 

 

Mar 31 Application for Summer Grant for club coach  Director of Coaching  

Mar 31 Renew club membership with CRBC ($75) Treasurer 2.2.1 

Mar 31 Society Annual Report/ 

Gaming Summary Report 

Secretary   

Apr 1 NCKC registration (currently-$120/family) All members 3.4.3 

Apr 1 CRBC registration All members 3.4.4 

Apr 1 Summer Program Fees due ($100/athlete) All members 3.3 

Apr 1 Spring practice schedule starts Head Coach 6.2 

mid Apr CRBC AGM CRBC Rep  

Apr 30 Renew club membership with CCA ($450) Treasurer 2.2.2 

    
Apr/May Interview and hire summer coaching staff Director of Coaching 4.3 

    
Jun NCKC Welcome BBQ Assistant Coach  

Jun Plan major regatta trips Club Coach 6.3 

Jun Contact PRC regarding Canada Day event Assistant Coach 7.1.6 

Jun 30 Inventory of equipment for insurance purposes Equipment Manager 2.8.1 

    
Jul 1 Canada Day event Assistant Coach 7.1.6 

Jul 1 Summer practice schedule starts Head Coach 6.2 



 

 

 

 

 

 

 

Jul 1 PRC program starts PRC Programmer 7.1.7 

Jul  Board to discuss regatta hosting for next year   

Jul 30 Renew Club insurance policy Treasurer 2.8.1 

    
Sep Invoice PRC for summer program  Director of Coaching 7.1.7 

 Fall practice schedule starts Head Coach 6.2 

Sep 15 Submit bid to host regattas CRBC Rep 7.3 

Sep 15 Athlete Service Award Deadline Athletes 6.7.2 

Sep 1    

Oct 1 Winter Program Fee due (currently $40/athlete) All members  

Oct 1 Winter practice schedule starts Head Coach 6.2 

Oct/Nov NCKC Awards Banquet Head Coach 6.7 

    
Nov Investigate school & community programs for the 

following year. 
Vice Commodore 

Regional Coach 

7.2 

Nov 30 Approve budget Board of Directors 2.7.4 

 
 

8.2 Preparing for an Annual General Meeting 

8.2.1 Financial Statements 
At the Annual General Meeting the Treasurer must renders the financial statement for the 
previous calendar year ending December 31st and report on the state of the Club’s 



 

 

 

 

 

 

 

finances to all members in attendance. The Treasurer should also be prepared to answer 
any questions regarding the financial statement that may arise. 

The financial statement may include, but is not limited to, the following: 

i. Balance sheet showing the sum total of assets and liabilities for each account  

ii. Income and expense statement 

iii. The financial statements must be signed by at least two directors. 

8.2.1.1 Auditor 
As a non-reporting society under the Society Act the Club may, but is NOT 
required to, have an independent auditor report on the annual financial 
statement. 

[June 2002 – L.Hoskin/K.Raynor] Up to $150 may be used to pay for an 
independent Auditor to review year-end finances and report at the AGM. 

8.2.2 Budget 
The Treasurer also presents budget projections at the Annual General Meeting for the 
current calendar year. These figures are set by the Board of Directors by November 30th 
of the preceding year (Section 2.7.4), and should reflect any necessary adjustments 
made by the Board of Directors up to the time of the AGM.  

All members in attendance will have the opportunity to ask questions about spending 
priorities. Understanding of the budget is an important function of the AGM, especially for 
the incoming directors. 

8.2.3 Reports 
All directors are required to report on both the nature of their position/role, as well as the 
notables (activities, accomplishments, news, etc.) during their term. If the director is not 
available to report in person, a written report should be given to the Commodore to be 
read aloud. 

This process is important for all members, especially the incoming directors, to better 
understand how the Club is run. 



 

 

 

 

 

 

 

8.3 Turnover of Directors at an Annual General Meeting 

8.3.1 Society Act registration and change of address 
Following each AGM, the Club must submit Form 11 (Appendix 9.10) to the Registrar of 
Companies. The incoming Secretary should remit this form to the government within 15 
days of the AGM. (Note: the address of society is usually the incoming Secretary’s home 
address). It is also recommended to copy the form to our contact at the BC Gaming 
Commission, CRBC, CCA, PacificSport, Canada Customs and Revenue. 

8.3.2 Signing authorities and change of financial address 
Any outgoing director(s) with signing authorities must report in person to the current 
NCKC financial institution to discharge from that authority. 

The incoming directors must decide at the first Board Meeting which directors shall have 
signing authorities. The treasurer shall make a written request to be signed by all 
incoming directors to be submitted to the financial institution requesting a change to the 
signing authorities and/or change of financial address (if the incoming Treasurer’s home 
address is used instead of the Club’s PO Box). New cheques may also be ordered at this 
time.  

[June 2002 – L.Hoskin/L.Raynor] Treasurer to keep all records from now on. Records to 
go from treasurer to treasurer. We will change policy to show that incoming treasurer will 
acknowledge when they have received everything. 

8.4 Turnover of Directors other than at an Annual General Meeting 

8.4.1 Appointment of interim directors 
The Club’s Bylaws allow the Board of Directors to appoint interim directors to fill 
vacancies or replace directors who have resigned or otherwise cease to hold office.  

No election is necessary, but it is best practice for available position(s) to be advertised to 
the membership to allow for a reasonable opportunity for expression of interest.  

Appointment is made by a resolution at the next Board Meeting, and is effective until the 
next AGM. Following each appointment a current director (usually the Secretary or 
Commodore) must remit Form 7 (Appendix 9.11) to the Registrar of Companies.  



 

 

 

 

 

 

 

8.4.2 Change of address of the society 
If, pursuant to Section 8.4.1, or it otherwise becomes necessary to change the address of 
the society, the Secretary must remit Form 5 (Appendix 9.12) to the Registrar of 
Companies.   

8.5 Membership Renewal 
At least three weeks prior to the end of the membership year (March 31st) the Secretary should 
mail a membership renewal package to all members.  

The package may include, but is not limited to: 

i. Cover letter explaining the membership renewal process 

ii. Membership Application Form (M1) 

iii. Canoe Racing BC Registration Form 

iv. Code of Conduct (M2) 

v. Current Newsletter 

vi. Regatta/Events Schedule 

8 9 Appendices 

9.1 Code of Conduct and Harassment Policy 
[2000 – L.Macey; rev May 2002 – J.Langford] 

To provide a safe, welcoming, and encouraging environment for all members, coaches, and 
volunteers the Nanaimo Canoe & Kayak Club insists the following values, principles, and 
responsibilities be reflected throughout all levels of its membership.  

i. Treat everyone fairly within the context of their activity, regardless of gender, place of origin, 
colour, sexual orientation, religion, political belief or economic status. 

ii. Direct comments or criticism at the performance rather than the athlete. 

iii. Consistently display high personal standards and project a favourable image of the sport. 



 

 

 

 

 

 

 

a. Refrain from public criticism of coaches; especially when speaking to the media or 
recruiting athletes. 

b. Abstain from the use of tobacco products while in the presence of athletes and 
discourage their use by athletes. 

c. Abstain from drinking alcoholic beverages when in the presence of athletes. 

d. Discourage the use of alcohol in conjunction with athletic events or victory 
celebrations. 

e. Refrain from the use of profane, insulting, harassing or otherwise offensive language. 

iv. Contribute to a safe and welcoming environment for all Club members. 

v. Treat opponents and officials with due respect, both in victory and defeat and encourage 
athletes to act accordingly. 

vi. Actively encourage athletes to uphold the rules of their sport and the spirit of such rules. 

vii. Not harass anyone while involved in the Club. 

9.1.1 Definition of Harassment 
Harassment is defined as behavior including comments, conduct or gestures which is 
insulting, intimidating, humiliating, hurtful, malicious, degrading, or otherwise offensive to 
an individual or group of individuals or which creates and uncomfortable environment, or 
which might reasonably be expected to cause embarrassment, insecurity, discomfort, 
offence, or humiliation to another person or group, including but not limited to: 

i. written or verbal abuse or threats 

ii. physical assault 

iii. unwelcome remarks, jokes, innuendoes, or taunting about a person’s body, sexual 
orientation, attire, age, martial status, ethnic  or racial origin, religion, etc. 

iv. displaying of sexual explicit, racist or of otherwise offensive or derogatory material, 
sexual, racial, ethnic or religions graffiti 

v. practical jokes which cause awkwardness or embarrassment, endangering a 



 

 

 

 

 

 

 

person’s safety or negatively affecting performance 

vi. hazing or initiation rites 

vii. leering or other suggestive or obscene gestures 

viii. intimidation 

ix. condescension, paternalism, or patronizing behavior which undermines self-respect 
or adversely affects performance or working conditions 

x. conduct, comments gestures or contact of a sexual nature that is likely to cause 
offence or humiliation or that might, on reasonable grounds, be perceived as placing 
a condition of a sexual nature on employment or any opportunity for selection, 
training, or advancement; 

xi. false accusations of harassment motivated by malice or mischief, and meant to 
cause other harm,  is considered harassment; 

9.2 Volunteer Package 
[CRBC] 

Dear Members: 

 

As you know, NCKC is run by its volunteer members. 

 

There are many ways to volunteer to ensure the success of NCKC. Every family is asked to 
volunteer a MINIMUM of: 

 1-2 hours a week; 

 4-8 hours a month or; 

 equivalent hours over the course of a year 

 



 

 

 

 

 

 

 

PLEASE REVIEW THE ATTACHED LIST CAREFULLY. It was prepared to help you decide what 
kind of contribution you can make, keeping in mind your interests, skills, and time commitments. 

 

PLEASE WRITE YOUR NAME ON THE LIST AT THE RIGHT OF THE VOLUNTEER TASK 
DESCRIPTION(S) OF YOUR CHOICE, AND RETURN THE ENTIRE LIST TO A CLUB 
REPRESENTATIVE. 

 

REMEMBER: you may volunteer to do more than one task, keeping in mind that some of them 
overlap in areas of interest or take relative little time to complete (compared to the requested 
family minimum). 

 

YOUR VOLUNTEER TIME IS APPRECIATED! 

 

NAME  TELEPHON
E: 

 

 
 

ADMINISTRATION (EXECUTIVE COMMITTEE) 

 

Estimated # of 
volunteers required 

Estimated 
time 
required 

Description of task Your name 



 

 

 

 

 

 

 

1 1 hr/wk 
7-10 
hr/mo 
15-20 
hr/yr 

Commodore 

 taskmaster 

 prepare agendas and chair meetings 

 participate in committees 

 

1 6-10 
hr/mo 

8-14 hr/yr 

Vice-Commodore 

 assist Commodore 

 community contact 

 direction of club operations 

 

1 8-10 
hr/mo 

8-12 hr/yr 

Treasurer 

 finance, banking, and budgeting 

 financial statements 

 

1 6-10 
hr/mo 

Secretary 

 take minutes of meetings 

 maintain registry of members 

 

1 6-10 
hr/mo 

Director of Coaching 

 apply for summer employment grants 

 direct coaching staff 

 

 
 



 

 

 

 

 

 

 

ADMINISTRATION (OTHER) 

 

Estimated # of 
volunteers required 

Estimated 
time 
required 

Description of task Your name 

1 4-8 hr/mo 

 

Athlete Rep 

 liaison between athletes and directors 

 

1-3 6-8 hr/mo Director(s) at Large 

 assist the executive in anyway possible 

 

1 4-6 hr/yr Risk Management Officer 

 review and improve safety policies 

 safety bulletins/notices 

 takes further training per provincial 
guidelines 

 

1 4-6 hr/yr Harassment Officer 

 takes further training per provincial 
guidelines 

 

1-2 15-20 
hr/yr 

Finance Committee 

 assists Treasurer with budget preparation 

 review quarterly financial statements 

 recommend financial priorities 

 

 
 



 

 

 

 

 

 

 

LIASON OFFICERS (CLUB DEVELOPENT COMMITTEE) 

 

Estimated # of 
volunteers required 

Estimated 
time 
required 

Description of task Your name 

1 12 hr/yr PacificSport Rep 

 represent regional coaches and athletes at 
quarterly meetings of PacificSport and the 
Government of BC 

 

1 6 days/yr Canoe Racing BC Rep 

 attend provincial canoe racing meetings 
representing the interests of the club 

 pass on information from provincial to club 
level in a timely fashion 

 

 
 

PROGRAMS AND COURSES (CLUB DEVELOPMENT COMMITTEE) 

 

Estimated # of 
volunteers required 

Estimated 
time 
required 

Description of task Your name 

1 6-10 hr/yr Parks, Recreation & Culture 

 liaison with City of Nanaimo 

 investigate and negotiate partnerships 

 



 

 

 

 

 

 

 

3 14-18 
hr/yr and 
1 hr/wk in 
Summer 

Summer Programs 

 review summer programs/courses 

 design recruitment and instructional 
components 

 train summer staff 

 

1 4-6 hr/mo 
in Spring 

School Program 

 advertise and recruitment in schools 

 develop and promote school canoe/kayak 
programs 

 

1 4-6 hr/yr Group Program 

 return calls of groups wanting canoe/kayak 
“adventure” camps, etc 

 set up group sessions and coaches 

 

 
 



 

 

 

 

 

 

 

EQUIPMENT AND BUILDING (COMPETITIVE DEVELOPMENT COMMITTEE) 

 

Estimated # of 
volunteers required 

Estimated 
time 
required 

Description of task Your name 

1 6-10 
hr/mo 

Equipment Manager 

 directs the regular maintenance of club 
equipment and facilities 

 advises the club on transportation of 
equipment 

 

1 6-10 hr/yr Inventory 

 maintain up-to-date written inventory of 
equipment and assets for insurance purposes 

 

2-3 as 
needed 

Repair 

 maintain and repair equipment 

 

1-2 10-12 hrs 
twice/yr 

Crew Leader(s) 

 coordinate “work parties” to maintain and 
improve facilities 

 

all as 
needed 

Scavengers 

 scrounge free or cheap equipment and 
supplies 

 

 
 

REGATTAS (COMPETITIVE DEVELOPMENT COMMITTEE) 

 



 

 

 

 

 

 

 

Estimated # of 
volunteers required 

Estimated 
time 
required 

Description of task Your name 

1 4-6 hr per 
regatta 

Regatta Manager 

 prepare and distribute notice of regatta for 
all clubs 

 collect entry fees and submit to Treasurer 

 

1 10-20 hr 
per 
regatta 

Accommodations 

 research costs for presenting 
accommodation options to traveling clubs 

 coordinate requests for billeting 

 

1 2 hr per 
regatta 

Awards 

 purchase ribbons and or medals 

 

1-2 10-12 hr 
per 
regatta 

Food 

 order and serve lunches and/or dinner 

 staff the sales/snacks table 

 

3-5 1-2 days 
per 
regatta 
OR relief 

Officials 

 finish line, whipper-in, start line, safety 
boats, referees, competition secretary 
(indicate preference) 

 see regatta schedule 

 

1 6-10 hr/yr Drivers and Chaperones 

 assist the coach(es) in preparing for away 
trips 

 



 

 

 

 

 

 

 

 
 



 

 

 

 

 

 

 

FUNDRAISING COMMITTEE 

 

Estimated # of 
volunteers required 

Estimated 
time 
required 

Description of task Your name 

3 4-6 hr/mo Fundraising Chair 

 plan fundraising strategy 

 coordinate fundraising opportunities 

 thanks to donors/sponsors 

 

1 2 hr X 4 coordinate 4 BOTTLE DRIVES per year  

1 2 hr X 3 coordinate 3 HOT DOG SALES per year  

1 2 hr X 4 coordinate 4 CAR WASHES per year  

1 1-2 hr/mo Corporate Sponsorships 

 solicit financial sponsorships or goods in 
kind 

 coordinate and keep records of follow up 

 

 
 

PUBLIC RELATIONS AND COMMUNICATIONS (COMMUNICATIONS COMMITTEE) 

 

Estimated # of 
volunteers required 

Estimated 
time 
required 

Description of task Your name 



 

 

 

 

 

 

 

1 1-2 hr per 
regatta 

Regatta News 

 gather regatta results and send to 
community newspapers 

 

1-2 4-20 hr/yr Club Newsletter 

 coordinate gathering of information, layout, 
printing, distribution, etc. 

 

1 10-12 
hr/yr 

Spring Mailout 

 membership renewal and new program 
information to be sent out in March or April 

 

 
 

SOCIAL COMMITTEE 

 

Estimated # of 
volunteers required 

Estimated 
time 
required 

Description of task Your name 

1-2 6-10 hr/yr Awards Banquet 

 organize location, food, and prizes for fall 
awards banquet 

 

1-2 6-10 hr/yr Social Opportunities 

 organize events and outings 

 

 
 

Please return this package to any club representative. 



 

 

 

 

 

 

 

9.3 



 

 

 

 

 

 

 

Coaches Code of Conduct 
[Coaches Association of BC]  
The athlete/coach relationship is a privileged one. Coaches play a critical role in the personal as 
well as athletic development of their athletes. They must understand and respect the inherent 
power imbalance that exists in this relationship and must be extremely careful not to abuse it. 
Coaches must also recognize that they are conduits through which the values and goals of a 
sport organization are channeled. Thus how an athlete regards his/her sport is often dependent 
on the behaviour of the coach. The following Code of Conduct has been developed to aid 
coaches in achieving a level of behaviour which will allow them to assist their athletes in 
becoming well-rounded, self confident and productive human beings. 

COACHES HAVE A RESPONSIBILITY TO: 

1) Treat everyone fairly within the context of their activity, regardless of gender, place of origin, 
colour, sexual orientation, religion, political belief or economic status. 

2) Direct comments or criticism at the performance rather than the athlete. 

3) Consistently display high personal standards and project a favourable image of their sport 
and of coaching. 

a) Refrain from public criticism of fellow coaches; especially when speaking to the media or 
recruiting athletes. 

b) Abstain from the use of tobacco products while in the presence of her/his athletes and 
discourage their use by athletes. 

c) Abstain from drinking alcoholic beverages when working with athletes. 

d) Discourage the use of alcohol in conjunction with athletic events or victory celebrations at 
the playing site. 

e) Refrain from the use of profane, insulting, harassing or otherwise offensive language in 
the conduct of his/her duties. 

4) Ensure that the activity being undertaken is suitable for the age, experience, ability and 
fitness level of the athletes and educate athletes as to their responsibilities in contributing to a 
safe environment. 

5) Communicate and co-operate with registered medical practitioners in the diagnoses, 
treatment and management of their athletes' medical and psychological problems. Consider 



 

 

 

 

 

 

 

the athletes' future health and well being as foremost when making decisions regarding an 
injured athletes' ability to continue playing or training. 

6) Recognize and accept when to refer athletes to other coaches or sport specialists. Allow 
athletes' goals to take precedence over their own. 

7) Regularly seek ways of increasing professional development and self-awareness. 

8) Treat opponents and officials with due respect, both in victory and defeat and encourage 
athletes to act accordingly. Actively encourage athletes to uphold the rules of their sport and 
the spirit of such rules. 

9) In the case of minors, communicate and co-operate with the athlete's parents or legal 
guardians, involving them in management decisions pertaining to their child's development. 

10) In an educational institution, be aware of the academic pressures placed on student-athletes 
and conduct practices and games in a manner so as to allow academic success. 

 

COACHES MUST: 

1) Ensure the safety of the athletes with whom they work. 

2) At no time become intimately and/ or sexually involved with their athletes. This includes 
requests for sexual favours or threat of reprisal for the rejection of such requests. 

3) Respect athlete's dignity; verbal or physical behaviours that constitute harassment or abuse 
are unacceptable (definition of harassment is attached). 

4) Never advocate or condone the use of drugs or other banned performance enhancing 
substances. 

5) Never provide under age athletes with alcohol. 



 

 

 

 

 

 

 

DEFINITION OF HARASSMENT 

 

Harassment takes many forms but can generally be defined as behaviour including comments 
and/ or conduct which is insulting, intimidating, humiliating, hurtful,, malicious, degrading or 
otherwise offensive to an individual of groups or individuals or which creates an uncomfortable 
environment. 

 

Harassment may include: 

 

• written or verbal abuse or threats; 

• sexually oriented comments; 

• racial or ethnic slurs; 

• unwelcome remarks, jokes, innuendoes, or taunting about a person's body, attire, age, 
marital status, ethnic or racial origin, religion etc.; 

• displaying of sexually explicit, racist or other offensive or derogatory material; 

• sexual, racial, ethnic or religious graffiti; 

• practical jokes which cause awkwardness or embarrassment, endanger a person's 
safety, or negatively affect performance; 

• unwelcome sexual remarks, invitations or requests whether indirect or explicit, or 
intimidation; 

• leering (suggestive staring), or other obscene or offensive gestures; 

• condescension, paternalism or patronizing behaviour which undermines self-respect or 
adversely affects performance or; 

• working conditions; 



 

 

 

 

 

 

 

• physical conduct such as touching, kissing, patting, pinching, etc.; 

• vandalism; 

• physical assault. 

 

I have read and understand the above statements and agree to conduct myself in a manner that 
demonstrates the standards established in the Coaching Code of Conduct and Coaching Code of 
Ethics. 

 

 

Coach’s Signature    Date 

 

PRINT NAME: 

SUPERVISOR:  

9.4 Hiring Staff 
[Dec 2001 – J.Langford] 

Setting up jobs and trying to choose prospective employees is the process of Human Resource 
Management. The processes of detailed Job Analysis followed by careful Recruitment and 
Selection are often overlooked. However their importance is characterized by many Human 
Resources specialists: “you may not know if you hired the right person; but you will most certainly 
know if you hired the wrong person.” 

9.4.1 Job Analysis 
In the first phase of Job Analysis, the Coaching Committee (Section 2.4.2.3) considers 
the Club’s goals for the job and the types of tasks, duties, and responsibilities that the 
prospective employee will need to accomplish to meet those goals. The committee may 
conduct Job Analysis through: 



 

 

 

 

 

 

 

i. discussions at the Board Level; 

ii. input from the Head Coach; 

iii. consulting with external organizations; 

iv. and by past precedent for similar jobs. 

In the second phase of Job Analysis, the Coaching Committee considers administrative 
issues surrounding the job such as: 

i. funding sources and rate of pay; 

ii. eligibility (e.g. student employment); 

iii. amount of supervision needed; 

iv. and in case of temporary work, anticipated duration of employment.  

Two end products of Job Analysis shall be a Job Description and Job Specifications.  

9.4.1.1 Job Description 
A Job Description is a comprehensive outline of the nature of the job and the 
work involved and may include: 

i. job title; 

ii. job summary; 

iii. rate or pay (or pay grid); 

iv. reporting relationship; 

v. key duties and responsibilities; 

vi. and working conditions. 

The Job Description shall be used as a guide by the employee and his/her 
supervisor(s). 



 

 

 

 

 

 

 

9.4.1.2 Job Specifications 
Job Specifications outline the elements desired in the potential employee and 
may include: 

vii. eligibility 

viii. availability, hours and work schedule 

ix. qualifications (required and preferred) 

x. skills and abilities 

The Job Specifications shall be used by the Coaching Committee to target job 
postings and evaluate job applications in the recruitment and selection phase. 

9.4.2 Recruitment 
Recruitment is the process of soliciting applications from qualified candidates for a job. 
There are several ways to approach recruitment that fall into broad and targeted 
approach. Due to the degree of specialization in canoe and kayak coaching jobs, the 
targeted approach is more desirable. 

Job postings are a versatile recruitment tool that allow for a brief description of the job 
and request applications from qualified candidates. job postings may include: 

i. Job title and nature of work 

ii. Anticipated start date and duration of employment 

iii. Basic qualifications, desired skills, and abilities 

iv. Name of employer, and method of application 

v. Deadline for application (date and time) 

Recruitment media are the means used to implement recruitment tools such as job 
postings. These may include: 

i. NCKC Internet Site 

ii. Malaspina College Student Employment Centre 



 

 

 

 

 

 

 

iii. Nanaimo Youth Services Employment Centre 

iv. CampusWorkLink Website  

v. University of Victoria Career Services 

vi. CCA/CRBC Website  

vii. Paddle’s Up national sprint canoe-kayak magazine  

viii. Coaching Association of BC postings 

ix. E-mail Listserv  

x. HRDC national Job Bank 

9.4.3 Selection 

9.4.3.1 Short lists 
Applications shall be reviewed by the Coaching Committee and screened for the 
desired qualifications and/or experience.  

Wherever possible reference checks shall be carried-out on the prioritized 
candidates to verify the information on the cover letter and resume.  

A short-list of three to six candidates should be established. 

9.4.3.2 Interview tools 
Crucial to the success of interviews are well-prepared interview tools. An 
interview tool is a carefully crafted set of questions designed to help identify the 
desired qualities of a suitable candidate in each area of the job. Some questions, 
such as availability, may be very specific, others, such as philosophy on 
coaching may be more general. 

9.4.3.3 Interviews 
Interviews gather information about a candidate in an attempt to predict their 
future performance and personal suitability in a job.  



 

 

 

 

 

 

 

Structured interviews, those with a fixed set of questions, are good for getting the 
information needed to compare candidates and predict performance. However, 
semi-structured interviews, those with a fixed set of questions, and some room 
for elaboration, have the advantage of predicting performance and detecting 
personal suitability. 

A member of the Coaching Committee shall invite the short-listed candidates for 
an interview. Ideally, the Committee should meet in advance to go over the 
interview tool, review the questions and discuss the interview process. Individual 
interviews should be scheduled, budgeting sufficient time for key questions, a 
comments section, and for Committee discussion at the end. It is essential for the 
Committee members to record all notes and/or ratings as they may be 
particularly important for future reference. 

9.4.3.4 Final selection 
The final selection of candidates shall be based on careful consideration of the 
job specifications (Section 9.4.1.2) and elements of the selection process such 
as: 

i. Application/resume 

ii. Results of the interview 

iii. Information from references 

iv. Panel discussion 

v. Training needs 

When one candidate has been selected, the Director of Coaching (Chair of the 
Coaching Committee) shall contact that candidate. A follow-up offer of 
employment letter may also be sent.  

In cases where the Coaching Committee decides there are no suitable 
candidates, the recruitment process begins again (Section 9.4.2). 

9.4.4 Candidate Verification 
However successful the recruitment and selection process, an important final step, that is 
often overlooked, is candidate verification. Verification ensures that the Club has done 



 

 

 

 

 

 

 

everything possible to screen potential employees, as it becomes increasingly more 
complicated to deal with problems once an individual has accepted the offer of 
employment.  

Where an offer of employment is made prior to candidate verification, the candidate must 
be notified that the offer is dependant on successful verification of their qualifications and 
a background check. 

9.4.4.1 Reference Checks 
A member of the Coaching Committee conducts reference checks, preferably 
before the interview. The member, as a representative of the Club, should start 
by stating their name and the name of the candidate. The reference should be 
asked how long they have known the candidate and what relationship they 
have/had. A brief set of questions should be asked, in order to verify information 
on the resume and at the interview.  

9.4.4.2 Criminal Records Check 
As all jobs with the Club involve “work with children” and are included in the 
Criminal Records Review Act.  

The candidate shall be asked to sign an Authorization for Criminal Records 
Search and the Club will send it to the Ministry of Public Safety and Solicitor 
General. 

9.4.5 Training 
Once a successful candidate has been selected, one of the key ingredients in the 
transition to a successful employee is training. Training should be the responsibility of the 
direct supervisor of the employee and may include:  

i. Orientation 

ii. Overview of the job: responsibilities and expectations 

iii. Technical training  

iv. Practical training 

v. Emergency Action Plan (Section 5.5) 



 

 

 

 

 

 

 

vi. Questions 

9.4.6 Contracts 
Contracts are binding agreements that protect the exchange of services (in this case 
employment) between two parties. 

Permanent employees of the Club shall enter into a contract of employment with the 
Nanaimo Canoe & Kayak Club. The contract shall be signed by the by the employee and 
the Director of Coaching on behalf of the Club. A witness to both parties must also sign 
the contract.  

A sample contract is available in “Coach Employment Resource Guide” by Richard 
Way (Sport Services Branch) and Gordon May (Coaches Association of BC) 

In the case of temporary employees (e.g. summer instructors) the Director of Coaching 
shall decide if a contract is necessary.  

The Employment Standards Act of British Columbia applies to all employees, with or 
without a contract. 

9.5 Interview Tool  
[June 2001 – J.Langford] 

Introductions 
 

 
 

Requirements and Qualifications (5 min) 

1. Are you available to work between ______________________ and 
_________________________? Are there any dates during this period when you are not available 
to work? 



 

 

 

 

 

 

 

 

 

 

 

2. This position involves a combination of daytime, evening, and weekend work, as well as some 
traveling. Is this a problem?  

 

 

 

 

3. Do you have a driver’s license? Do you have a vehicle that could be used for work? 

 

 

 

 

4. (summer coaches only) Are you willing to attend a full-week camp at a different location on 
Vancouver Island? Do you have any camping experience? 

 

 

 

 



 

 

 

 

 

 

 

5. If hired, you must show proof of CPR and first aid certification. What course(s) have you taken and 
when did you take them? Do your Pleasure Craft Operator Card? 

 

 

 

 

6. As most of the work in this position is in close proximity to water, you must be a competent 
swimmer and able to execute rescues. What are your swimming and lifesaving qualifications? 

 

 

 

 

 
 

Personal and Coaching Background (10 min) 

7. Please tell us about your most recent education including: school, program of study, and level 
completed. 

 

 

 

 

8. Tell us briefly about your experience working or volunteering with children and youth. 



 

 

 

 

 

 

 

 

 

 

 

9. How do you feel working with people with disabilities? Do you have any experience in this? 

 

 

 

 

 

10. Please tell us about any coaching (or instructing) experience and/or qualifications you have? 

 

 

 

 

11. You will be asked to plan each practice for the groups you will be coaching (or instructing). Do you 
have any experience in creating training programs or lesson plans? 

 

 

 



 

 

 

 

 

 

 

 

12. What ages of participants do you feel comfortable coaching?  

 

 

 

 
 

Behavioral  (10 min) 

Ask respondent to draw from work/volunteer/social experiences 

13. Tell us about a time when you had to teach a small group of people a new skill or activity. What 
things did you do to accomplish this? 



 

 

 

 

 

 

 

Scoring 

4--Evidence of thorough planning. Effective teaching strategies. Excellent learning outcomes. 

3--Some planning. Use of one effective teaching strategy. Set goals for learning. 

2--Sketchy planning. “Taught the way they were taught”. Small learning outcomes. 

1--Poorly planned. No consideration for methods of teaching. Not much learned well. 

0--No planning. Puzzling teaching strategy. Ineffective.  

 

Comments 

 

 

 

 

 

14. Tell us about a time when you had to deal with an unhappy customer. What was the situation and 
how did you handle it? 



 

 

 

 

 

 

 

Scoring 

4--Evidence of active listening. Thought of several solutions to the problem. “Here’s what I can/can’t do 
for you”. 

3--Listened. Thought of at least one solution to the problem. Tried to help the customer the best they 
could. 

2--Problem was not clarified. Some options given. Diffused instead of solved the problem. 

1--Listened but remained one-sided. Stuck to their position. Problem not solved effectively. 

0--Didn't listen to the customer. Not much interest in solving the problem. 

 

Comments 

 

 

 

 

15. Tell us about a time when you planned an event or activity for a small group of people. What things 
did you do to prepare and how encourage people to come? 

Scoring 

4—Planned well in advance. Supported by numerous others. Effective and successful. 

3--Planned at the last minute. Supported by a few people. Somewhat successful. 

2--Done on the “spur of the moment”. Mediocre success. 

1--Not very organized or prepared. Borderline success. 



 

 

 

 

 

 

 

0--No evidence of planning or support.  

 

Comments 

 

 

 

 

 
 

Personal Suitability (5 min) 

16. What does being a “team player” mean to you? Use an example if needed. 

 

 

 

 

 

17. What are the three (3) most important things that you would bring to this position? 



 

 

 

 

 

 

 

1-- 

 

2-- 

 

3-- 

 

Questions 
 
 

 

9.6 Staff Performance Evaluation 
[May 2002 – J.Langford] 

This model is adapted from the BC Archery Association’s Coach Performance Evaluation. 

9.6.1 Introduction 
A coach holds an influential position in the development of an athlete. When a coach is 
looked up to by his/her athletes, an influence is exerted on over-all development as well 
as club development, we feel that various competencies are essential. 

The purpose of the coaching evaluation is to give feedback to benefit the coach in the 
improvement of his/her coaching skill, which could ultimately benefit the athlete. The 
evaluation vehicle further benefits the organization by offering a communication link 
between the coach and the administration, as well as developing a system for the 
recognition of high quality of coaching.  

9.6.2 Recommended Procedure 
• The coach should be made aware of the evaluation system  

• Administration should conduct an evaluation on a number of occasions 
throughout the year, variety of situations 



 

 

 

 

 

 

 

• The coach should have the opportunity for a self-evaluation 

• The athletes should be given the opportunity to evaluate the coach. However, the 
age and maturity of the athletes must be considered when deciding the 
weighting, which the athlete evaluations hold on the full evaluation of the coach. 

• The evaluation instrument must be adjusted to suit the evaluators 

 

9.6.3 Using the Turkington Coach Evaluation Model 

9.6.3.1 Evaluation Skill Items 
An appraiser rates the coach on each item based on a Likert scale of 1 to 5 (1 
being poor/unsatisfactory and 5 being excellent). This rating is then multiplied by 
the weight assigned to each skill to give a total score for the item. 

9.6.3.2 Critical Incidents 
Many qualities of a successful coach are not measurable on a numerical scale, 
and thus, the use of “critical incidents” is essential. These are times when a 
coach performs either very effectively or ineffectively. The appraiser would note 
these times and then discuss them with the coach. 

9.6.3.3 Formal Report 
A formal report should be written by the supervisor, incorporating the evaluations 
and discussions with all parties. The formal report is concerned with job 
performance, and should be a form of communication to ensure the coach is 
praised for a job well done, as well as to make note of areas where improvement 
is needed. It is essential that both the administration and the coach discuss these 
areas thoroughly before the final report is complete. This should then be signed 
by both the administration and the coach to ensure both agree with the report, 
with a copy being given to the coach, and one kept on file for future reference. 

 

 



 

 

 

 

 

 

 

Evaluation Item Scale Weig
ht 

Tota
l 

Coaching Education (16.25) 

Knowledge of physiology 

Knowledge of sport psychology 

Uses appropriate annual planning / periodization 

Ability to develop coaching plan for team (long and short term goals) 

Demonstrates sense of fair play / sportsmanship 

 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 
 

1 2 3 4 
5 

 

.50 

.50 

.50 

.75 
 

1.00 

 

Fundamental skills (25) 

Presentation of fundamental skills of sport 

Knowledge of fundamental skills of sport 

Enthusiasm for working with athletes 

Verbal communication skills 

Keeping current of techniques and training methods 

 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

 

1.00 

1.00 

1.00 

1.00 

1.00 

 



 

 

 

 

 

 

 

Coaching Ability (42.5) 

Ability to evaluate athlete’s performance 

Ability to analyze competition situations 

Ability to teach athlete personal responsibility for his/her performance 

Ability to adapt coaching method as needed 

Use of appropriate demonstrations / conceptualizations 

Places an emphasis on cooperation/team concept 

Ability to analyze athlete’s skill development 

Talent identification 

Ability to provide progressive training program 

Ability to provide atmosphere of cooperation (receptive to suggestions) 

Utilizes a fair and consistent criteria in assessing athlete’s ability 

 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 
 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

 

.75 

1.00 

.75 
 

.75 

.50 

.75 

1.00 

.75 

.75 

.75 

.75 

 



 

 

 

 

 

 

 

Characteristics of the coach (32.5) 

Work ethic of the coach (100% commitment to the job) 

Aids the athlete to meet the highest level of competence 

Athlete’s willingness to follow the coach 

Willingness to adapt coaching methods / strategies (flexibility) 

Demonstrates loyalty to athletes (sincerity) 

Uses leadership style which athletes can relate to (motivational) 

Dedication to the coaching profession 

Ability to recognize need for various coaching methods with different 
athletes 

Demonstration of self-confidence 

 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

 
1 2 3 4 
5 

 

1.00 

1.00 

.50 

1.00 

.75 

.50 

.75 

.75 

 
.75 

 



 

 

 

 

 

 

 

Coach as a role model (20) 

Consistently demonstrates honesty and integrity 

Appropriate role model for athletes (sets and example) 

Teaches athletes self-discipline 

Uses appropriate non-verbal communication 

Maintains emotional control under stress 

 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

 

1.00 

.75 

.75 

.75 

.75 

 

Interpersonal skills (16.25) 

Interpersonal relationship with athletes 

Interpersonal relationship with assistants 

Interpersonal relationship with supervisors 

Ability to counsel athletes (personal problems, school, etc.) 

Attitude of athletes towards coach (respect) 

Use of positive reinforcements 

 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

 

.50 

.50 

.50 

.50 

.50 

.75 

 



 

 

 

 

 

 

 

Administration (16.25) 

Ability to recruit paddlers 

Team development (retaining athletes) 

Appropriate public relations skills (media, parents, etc.) 

Commitment to CRBC policies and procedures 

Adherence to CRBC regulations 

Commitment to CRBC goals and philosophies 

 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

 

.50 

.50 

.50 

.50 

.75 

.50 

 

Rules and Regulations (23.75) 

Ability to exhibit reasonable and prudent / cautious conduct in handling 
accidents/injuries 

Follows advice of physician regarding injured athletes 

Sensitive concern for academic achievement of athletes 

Ability to be consistent and fair in enforcing team rules 

Knowledge of rules of competition 

Adheres to concept and rules of fair competition 

 

1 2 3 4 
5 
 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

1 2 3 4 
5 

 

.75 
 

.75 

.75 

.75 

.75 

1.00 

 



 

 

 

 

 

 

 

Time management (5) 

Demonstration of effective time management skills 

Punctuality 

 

1 2 3 4 
5 

1 2 3 4 
5 

 

.50 

.50 

 

 
 

Comments: 



 

 

 

 

 

 

 

 

Critical Incidents and Observations 

 Practice 

Effective 
or 
ineffective 

Comments 

 

 

 

 

 

  

 

 

 

 

 

  

 

 

 

 

 

  

Critical Incidents and Observations 

 Competition 

Effective 
or 
ineffective 

Comments 



 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

  

 

 

 

 

 

  

 
 

Amendments: 

Employee     Director of Coaching 

PRIVATE & CONFIDENTIAL 

9.7 



 

 

 

 

 

 

 

Emergency Action Plan 
[Dec 97 – J.Langford] 

9.7.1 Explanation of roles 
The coach, acting coach, or instructor, employee or registered volunteer, that is primarily 
responsible for the safety of participants at a given club activity is hereinafter referred to 
as the SUPERVISOR. 

The participant in distress, or the injured participant, that is a club member or registered 
course participant, is hereinafter referred to as the VICTIM. 

The parent(s) or legal guardian(s) of the VICTIM is hereinafter referred to as the 
PARENT. 

9.7.2 Responsibilities of the supervisor 
Unless the supervisor has received specialized training in advanced first aid, they should 
leave the care of injuries to the professionals. In other words, admit the limits of their 
knowledge when dealing with injuries, and work within these limits.  

i. discontinue activity, be there to help the victim, and if necessary, transfer them to 
advanced medial services 

ii. follow-up, which may included accompanying the victim to the doctor, or hospital, 
and/or contacting the parent 

iii. filed an accident report if the victim requires medical attention as a direct result of an 
accident occurring during a club activity 

9.7.2.1 Liability guideline 
Most legal actions brought against coaches are based on alleged acts of 
negligence: either neglecting to do something that a reasonable or prudent 
person would have done or doing something that a reasonable and prudent 
person would not have done. "As a coach, you are legally bound to create a safe 
and controlled environment for participants in your program." THINK 
PREVENTION!  

9.7.2.2  (motion passed 22/04/04) The supervisor of the practice will, in general, use the 
safety boat for supervision of on-water practices.  In calm conditions 



 

 

 

 

 

 

 

experienced sprint paddlers are not required to have a safety boat on the water 
as long as all participants are aware and take precautions i.e. paddling with a 
buddy, staying close to shore, wearing a PFD if appropriate etc.  For 
recreational boats a safety boat is desirable but not required. 

  

9.7.3 Cold water rescue (September-June) 
When a paddler capsizes in cold water, it is important that the supervisor initiate the 
emergency action plan (EAP) as soon as possible, because of the risks associated with 
hypothermia. 

i. The supervisor (in the coach boat) should immediately move toward the victim under 
full power, slowing at approach of three (3) metres.  

ii. If the victim is separated from the boat, head for the victim, not the boat.  

iii. If in a wind or current situation, approach up-wind or up-current so that the victim will 
float towards you, not away from you.  

iv. Kill or neutralize engine when within one (1) metre of the victim.  

v. Either let the victim swim to the boat, or extend the reaching pole, and pull them 
towards the rescue boat.  

vi. Detach the climb ladder and allow the victim to climb into the boat.  

vii. After secure and seated in the boat open up the Emergency Pack (located in the 
motorboat), and begin to use necessary media to re-warm the victim, slowly.  

viii. Have the victim take off their excess clothes, jackets, etc., if possible.  

ix. Sound the safety horn to ensure safety of other paddlers. (See VI horn signals)  

x. Retrieve the boat and paddle from the water, if able to do so without jeopardizing the 
safety of the victim.  

xi. Return to dock under full power.  

xii. Have the victim change into dry clothes and continue to monitor their vital signs.  



 

 

 

 

 

 

 

xiii. Sit and warm victim until shivering can be controlled.  

xiv. Call victim's parent if necessary.  

xv. If shivering can't be controlled then (10) minutes following the mishap call 9-1-1.  

xvi. Resume practice if possible 

9.7.4 Warm water rescue (July-August) 
A quick rescue in the summer may seem unnecessary, but for an inexperienced paddler 
it is important that a rescue is made with out delay in every best interest of everyone's 
safety. 

i. The supervisor (in the coach boat) should immediately move toward the victim under 
full power, slowing at approach of three (3) metres.  

ii. If the victim is separated from the boat, head for the victim, not the boat.  

iii. If in a wind or current situation, approach up-wind or up-current so that the victim will 
float towards you, not away from you.  

iv. Kill or neutralize engine when within one (1) metre of the victim.  

v. Either let the victim swim to the boat, or extend the reaching pole, and pull them 
towards the rescue boat.  

vi. Detach the climb ladder and allow the victim to climb into the boat.  

vii. Secure the victim in the boat. Advise the victim to take off their excess clothes 
jackets, etc., if possible.  

viii. Retrieve the boat and paddle from the water.  

ix. Return to dock, or assist the victim getting back into their kayak/canoe.  

x. Encourage the victim change into dry clothes as soon as possible.  

xi. Resume practice. 



 

 

 

 

 

 

 

9.7.5 Horn signals 
The safety horn, located in the coach boat Emergency Pack, is used to alert all 
participants that there is an emergency, and that they must go to a place of safety so the 
supervisor can deal with the emergency situation. 

Guideline: The horn should be sounded if participants are in danger, or if the supervisor 
is unable to supervise for more that five (5) minutes. One (1) blast of the horn signals 
participants to go to the nearest point of safety and await the supervisor's instructions. 

9.7.6 Emergency Packs 
The club has two Emergency Packs, that are designed to help the supervisor deal with 
an emergency. One emergency pack is in the coach boat and one is in the clubhouse. 
The equipment in the packs is as follows: 

9.7.6.1 Kit 1: coach boat 
i. binoculars       

ii. light stick       

iii. Thermo-Pad       

iv. air horn       

v. pocket air horn 

vi. whistle 

vii. 2 blankets (in waterproof plastic) 

viii. 2 headwear (in waterproof plastic) 

9.7.6.2 Kit 2: clubhouse  
i. spare air horn  

ii. 2 blankets 

iii. 2 headwear 



 

 

 

 

 

 

 

These packs are updated and added to on an ongoing basis. The packs are for 
supervisor use only. 

9.7.7 Cuts and scrapes 
Cuts and scrapes are common injuries among kids activities. If they are minor and dealt 
with effectively, they don't constitute an emergency. Major cuts can be a serious problem, 
they must be recognized and dealt with immediately. The club has two (2) first aid kits: a 
main kit, and an away kit. The main kit is located in the clubhouse and the away kit is 
located in the regatta kit. 

i. Have them expose the wound to see what you are dealing with 

ii. Reassure the victim (treat for shock, sit them down, etc.) 

iii. Put latex gloves on 

iv. Minor: Have them elevate and apply pressure to the area until bleeding is under 
control 
Major: Proceed with bandaging immediately 

v. Minor: Clean the area with clean, cool water (if necessary) then apply Band-Aid 
Major: Clean the area with clean, cool water (if necessary) then apply sterile gauze 
pad 

vi. Major: Apply soaker bandage (compress dressing), and pressure bandage (triangular 
bandage), then elevate, and assess the situation. Advise victim to see doctor. Call 
911 if needed. Note: if wound is caused by impaled object, do not remove object, 
bandage around it) 

9.7.8 Soft tissue injuries 
Soft tissue injuries are very common to sport related activities. It is important that they are 
identified and dealt with correctly. 

Soft tissues include muscles, tendons, ligaments, and skin. Injuries to these tissues are 
usually a result of a direct blow, twisting, or stretching of the tissue. But whatever the 
cause of such injuries, the body reacts by producing inflammation in the injured area. 

Signs (SHARP): Treatment (PIER): 



 

 

 

 

 

 

 

1. swelling 1. pressure (apply a thin damp bandage) 

2. heat  2. ice (ten minutes on-ten minutes off) 

3. altered/restricted movement 3. elevate 

4. redness  4. rest/restrict 

5. pain 

9.7.9 Nosebleeds 
Nosebleeds often occur among kids in sporting activities. It is important that the 
supervisor know that the bleeding must be stopped. 

Causes: direct injury, allergies, humidity, altitude, spontaneous rupture 

9.7.9.1 Treatment:  
i. sit the victim 

ii. put on latex gloves 

iii. have the victim pinch the bridge of his/her nose 

iv. if the victim is not comfortable pinching their nose, pinch it for them 

v. gently bow the head forwards 

vi. apply ice if possible 

vii. hold this position for at least five minutes 

viii. if bleeding persists, hold position for another five minute period 

ix. if bleeding still persists get medical help 

9.7.10 Blisters 
Very common to paddling, blisters are caused by friction from continuos rubbing. The 
supervisor must understand that if blisters are aggravated, they can cause unnecessary 



 

 

 

 

 

 

 

pain and potential infection. 

Causes: friction 

9.7.10.1 Treatment: 
i. protect area with a small pad or band-aid 

ii. do not puncture the blister unnecessarily 

iii. if the blister is punctured don't tear off remaining skin 

iv. clean and bandage the area 

9.7.11 Returning to activity 
Victims must be fully recovered from any injury before returning to activity, or there is risk 
of further injury. It is the supervisor's responsibility to make a judgment, based on the 
following criteria, that's in the best interest of safety for the victim. 

Full Recovery: 

i. 100% range of movement 

ii. 100% return of strength 

iii. the absence of pain 

iv. psychological readiness 

v. the ability to perform the required skills of the activity 

vi. approval of doctor, if applicable 

9.7.12 Other emergency situations 
The supervisor should act to the best of his/her abilities to deal with all emergency 
situations. We are not all paramedics or doctors, but we can do something, especially 
those that are trained in first aid. Reassurance, monitoring of the victim, not moving the 
victim unnecessarily, and seeking medical help are the fundamentals of first aid. Other 
procedures may be used by the supervisor if he/she has appropriate training. 



 

 

 

 

 

 

 

9.7.13 Contact/Medical Information Forms 
The club collects Contact/Medical Information Forms from all members and course 
participants and updated them on a yearly basis. These forms contain important medical 
instructions and information for each participant and are crucial to have in the event of an 
emergency. 

i. Copies of these forms are in the lower drawer of the clubhouse filing cabinet  

ii. If an accident occurs, find the appropriate form and carry it with you in the event that 
the information is needed. 

iii. When going on an away trip, the forms of all traveling participants must be carried by 
the accompanying supervisor 

For more information refer to the "Participant Contact/Medical Information" policy. 

9.7.14 When to call 9-1-1 
An ambulance is called to deal with a major emergency. If in doubt, the decision should 
be made by the victim's parent, if present, or by the supervisor. The following 
descriptions of emergencies are meant to help the supervisor make the decision, but in 
the event of a discrepancy, the supervisor’s judgment shall prevail over this description. 
In all situations deemed minor emergencies, the victims should be advised to see a 
doctor.  

Major:  Minor: 

CALL 911 -------------------------  ADVISE TO SEE DOCTOR 

unconscious heat stroke  cut/scrape 

no breathing/pulse hypothermia soft tissue injury 

broken bone/fracture major burns heat exhaustion  

uncontrolled bleeding  head injury minor burn 

chest pain  neck/back injury  

  possible broken bone 



 

 

 

 

 

 

 

 

Make the call when the victim is secure, and immediate dangers have been eliminated. 
The call can be made by the supervisor, or by another person chosen by the supervisor.  

9.7.15 Calling 9-1-1 
9-1-1 instructions sheets can be found above the telephone in the boathouse, in all first 
aid kits, emergency packs and regatta kits.  

Primary Telephone: NCKC clubhouse (758-4052) - on white table adjacent to main door 
Secondary Telephone: Nanaimo Rowing Club trailer (756-0570) - key is in our building 

9.7.15.1 Procedure: 
i. Dial 9-1-1 (1-800-567-8911 for Poison Control). 

ii. Tell the operator that an ambulance is needed. 

iii. Give our address the operator our address: 

Loudon Park, Long Lake 
4295 Victoria Avenue (off Norwell Drive) 
Nanaimo, BC 

iv. Describe the condition of the victim. 

v. Explain to the operator what happened to cause the accident. 

vi. Indicate where exactly the victim is in the park/facility. 

vii. Keep on the line and answer all of the operator’s questions. 

viii. Hang up last. 

ix. Report back to the scene or go to meet the emergency vehicle if possible. 

9.7.16 Accidents on away trips 
Throughout the racing season, the club frequently sends members, and accompanying 
supervisors (parents and/or coaches), to regattas throughout Western Canada, and 



 

 

 

 

 

 

 

Washington-Oregon, USA. If an accident occurs while on an away trip, it away shall be 
dealt with in the same principle as outlined in this policy.  

In the event of an emergency, this document can be quickly found in the following places: 

i. in both Emergency Packs 

ii. in all first aid kits 

iii. in the clubhouse filing cabinet 

iv. in the regatta kit 

 

9.8 How to Run a Regatta 
[Jun 2001 – B.Macey] 

9.8.1 Introduction 
This is meant to be a running list of things to do and how to do them with suggested 
leaders and their responsibilities.  If each of us has experience to add to the list it will 
grow and help those who follow.  

Note to simplify directions on the water we use the following terms:   

• Cliff side,  

• Club side (the one the clubhouse is on), 

• Inn end (where Long Lake Inn is), 

• and Retirement end (the end with the big seniors buildings). 

9.8.2 Safety boat Crew Leader: 
Arrange for a min. of four boats. Two good for pulling in swimmers and two with 
reasonably comfortable seats for refs.  A spare boat is a good idea.  

• Possible boats for refs: Dale Kent, Don Windross  



 

 

 

 

 

 

 

• Safety boats: Club boat, Rowing club Zodiacs (2) 

When arranging for boats ensure that they have the required safety equipment even 
though some of it is not useful for our purposes.  An extra PFD is required for each 
member of the largest crew attended -- i.e.. 4 extra PFD's or Life Jackets if a K-4 race is 
held.  Safety boats should carry radios CRBC normally supplies these but a walkie-talkie 
as a back-up is useful. 

Moorage can be arranged through Mrs. Barrish (may not still be there) at Long Lake Inn.  
They have been kind enough to allow us to tie to their float by the model boat dock for no 
charge.   

You can usually count on some out of town parents to help out as assistants.  Twist arms 
to get some commitment so that no one will have to spend a whole day on the water.  
Usually there is a lunch break and that is a good time to schedule relief. If you can get 
enough volunteers then everyone can get a chance to enjoy the regatta.  

Officials are supposed to wear white although this has seldom been followed—white 
shirts and caps would make drivers identifiable.  Boat drivers must qualify under the new 
regulations which means anyone under 18 must have a certificate for 2001 and after 
Sept. 2002 everyone will need one. 

Fuel needs to be arranged for each of the boats.  If extra tanks are available this saves 
down-time.  The club has a spare for the club's motor.  Jerry cans are the next best back-
up.  Make sure each motor and tank is marked as to the type of gas. 

The club's boat takes straight gas (4-stroke engine) as does the Rower's Honda. The 
rower's Suzuki also takes straight gas but has an outboard motor oil reservoir under the 
motorcover (2-stroke oil-injection) Expect to use a tankfull for each day and refill at night 
or at lunch if needed. 

9.8.3 Safety boat drivers: 
Ensure your boat has a life jacket for each occupant plus spares for any potential 
swimmers, a sound signal device (horn or whistle), a bailer (a plastic jug with the lid on 
and bottom cut out works well), a paddle or oars and a buoyant heaving rope to be legal.  

If you need to rescue a tipped paddler USE GOOD JUDGEMENT.  Speed is not usually 
needed to reach the swimmer in time, approach with caution, into the wind and plan to 
stop short of the swimmer and to one side.  Shut your engine off before you get very 
close—it's better to make them swim a couple of strokes than it is to run over them—



 

 

 

 

 

 

 

don't laugh it happens! 

If the paddler is experienced he will have uprighted his boat and dumped excess water.  
After the paddler is safely on board, check to see if there are any more upsets to attend 
and, if not empty the boat and bring it aboard to transport if far or drag it alongside if its 
not far to the nearest dock.  Do not try to lift the boat unless water is first dumped out as 
they can break under the strain of the weight of water.   

Ask the paddler he is OK to paddle back to the club dock and, if so, the nearest dock will 
do fine. Take into consideration the distance back and the temperature of the air. (On a 
hot summer day this is no problem—early in the spring it might be better to bring him/her 
home in the safety boat if it is far).  

• Dale Kent's (aluminum): electric start takes mixed gas 50:1  

• Don Windross: good ref boat forward controls; not so good for p/u swimmers too 
narrow  

• Club boat: aluminum / 4-stroke Honda  

• Rowing club Zodiac (silver): Honda straight gas; the trick to starting is to hold the 
throttle on with one hand and pull cord with the other. This motor will sometimes 
stall at idle but starts again pretty easily once you get the hang of it.  

• Rowing club Zodiac (white Suzuki): takes straight gas and has oil injection 
system; check that reservoir under engine cover has 2-stroke oil in it. 

All boats will start reliably once you get used to them.  

For the shorter races the two safety boats can be moored with engines off unless 
required.  This is much nicer from a noise/pollution standpoint.  Start them occasionally to 
keep them warmed up.  

For long distance races (laps around the course) count on the ref. boats to cover part of 
the course and all can be moored.  

For the 1000m races you will have to follow them part way.  One boat takes position 
about the 100m mark.  Do not throw a wake until the last racer is even with you if no 
upsets, pass off the race to the 2nd boat about the 500m. mark.  They will follow till near 
the finish.  Both boats swing around as soon as possible and return to position being 
mindful of their wake. 



 

 

 

 

 

 

 

9.8.4 Tables and results:  
Try Glen Warn for school Dist. 68 Tables for concession, whipper-in, and results. 

Check with Rowing club for use of their space for results and photo-copier—well in 
advance—they have been most co-operative in re-scheduling practice times etc. 

9.8.5 Handyman and shelter erector: 
Contact possible donors of big tent.  ReMax have provided their tent in the past. This 
needs to be done will ahead as sometimes they are booked and unavailable.  

Contact Parks & Rec for permission to use swimming raft for finish line officials—Mary 
Smith. P/U key at Prideaux St works yard (closed noon-1pm) a couple of days ahead as 
we have had some trouble with locks (corrosion and wrong keys) so try out the lock 
before the day it is to be moved.  Raft to be put in position the day before regatta starts.  

There are 2x 5gal pails filled with concrete with a loop of rebar imbedded to be used as 
the main anchors.  Drop one upwind of final position and one downwind.  A third anchor 
can be dropped shoreside to tighten up—if you put a weight on this last line 5-10 feet 
down it will keep it clear of boat's props.  A spare eye would be useful to put into the raft 
as the supplied eyes are only on opposing corners. 

Our old float, two properties down from the club, can also be sued for a platform for the 
500m/ start.Talk to John.  This float has an anchor located below the first couple of 
planks which go crosswise nearest to the outside end.  There are coupling links in the 
chain between sections.  Undo these and raise the anchor before moving.  A metal bar is 
needed to hold the anchor up while moving.  When in position the anchor will not reach 
the bottom but must be lowered in order to replace the plank.  When lowering this do not 
let it drop --I think the cross-member is starting to crack.  Put a heavy rope through the 
link above the bar and lift to remove—then, using two people lower the rope hand over 
hand until the anchor hangs from the chain.  Raise the anchor before returning the raft. 

While you are at it talk to our next-door neighbour and ask about using their float for 
temporary tie-up of safety boats (this as a courtesy). Also, the people at the retirement 
end of the lake (last house the one with the green boathouse) have been very kind 
allowing us to use their wharf for start line officials at the 1000m mark—we should talk to 
them. 

Well ahead of time: maybe 2-weeks, delegate the washing of the raft tops to the athletes.  
They need to be scrubbed hard with plenty of water (and maybe a little bio-degradeable 
cleanser) to remove the winter's accumulation of goose grease. 



 

 

 

 

 

 

 

This is especially bad with the swimming raft.  The best thing to do is abandon a couple 
of kids with buckets and brushes.  If you do a good job ahead of time then washing them 
off the day before the regatta along with our float only takes a few min. You can run a 
hose down from the club house—the connection is in the "engine room". 

Shelters for the start-line and finish line officials need to be set-up. A patio shelter works 
OK for the finish line.  Try Macey's 758-7966.  The club's portable shelter is good for the 
start-line.  Start officials can bring it with them as they move from one line to the next.  
Screws on the rail of the small raft will be needed for this and some cord to tie it down.  If 
you put the screws in place ahead you can then just drop the holes over the screws to 
help keep it in place.  A piece of clear plastic can be helpful to break the wind.  

Shelter covers should be removed for overnight least they blow away. Bright plastic jugs 
should be tied to the corners of rafts when they are put in position so they are not a 
hazard to navigation   especially the 500m. marker as it is a fair way offshore.  Rafts need 
to be placed the day before the competition. Co-ordinate with the course set-up crew 
leader.  You can work together but keep your responsibilities separate. 

9.8.6 Course set-up Crew Leader: 
At least one week ahead: line-up shore markers.  Compass sight from one side to the 
other—if missing markers place new ones with flagging tape on shore.  We have 
surveyed distances which are marked on shore.  When setting up trust your shore 
markers even if it seems cock-eyed as the changing shore-line is deceiving. Preparation 
is essential.   

So far we have not had much success with any method other than straight anchors.  
Some other systems have been experimented with. Suggestion -- do the experimentation 
in the Summer and have everything ready to go.  Bill Macey has some more details and 
ideas regarding set-up.  

Pull -up of the course requires "all hands". Usually our regatta runs all the 1000's first and 
then the shorter races.  You can start bringing in markers from that end when the events 
move to shorter distances.  We have also found it useful to use the 500m start barge as a 
platform to bring the weights to—station someone there to untie and coil rope as others 
drag it up.  Take the time to coil rope now (tape it with masking tape) otherwise it gets 
into a terrible tangle.  When bringing this float in use two boats as it will not tow straight. 

A suggestion for some help in set-up is to contact local high schools and get kids who 
need to put in some "cap hour" as volunteers.  They could help with safety boats also but 
must have a certificate to operate if under 18.  



 

 

 

 

 

 

 

9.8.7 Other leaders 
1. Concession / lunch preparation 

2. Events results / schedule coordinator 

3. Billet organizer 

4. Awards –see Ribbon ordering notes – appendices 

9.8.8 Conclusion 
I'm sure there are many other possible positions.  The idea is to divide the work up as 
much as possible and by providing this manual we can be sure someone new to a 
position will have a clue as to what needs to be done. This will also help to ensure that 
nothing is forgotten. 

9.8.7.4 Regatta Appendix - Ribbon Order Notes: 

Determine the number of ribbons for the events: 

Atom/Peewee/Bantam/Junior/Juvenile/Master…………..6 categories 

Male/Female/………………………………………………...2 sexes 

200/500/1000………………………………………… ……..3 distances 

K1/K2/K4/C1/C2/C4………………………………………14 individual/team events 

First/Second/Third…………………………………………..3 placings 

Silly Races/Relays/OCRaces……………………………20 more of each place 

6x2x3x14 – 504 each first/second & third ribbons would be required if every race was filled with at leasts 
3 boats.  Every race will have a first place finisher.  Most races will have a second place finisher and 
some will have a third place finisher.  Usually safe to assume about 30% of these races will not run at a 
smaller regatta.   

First   Second   Third 

Estimated #     



 

 

 

 

 

 

 

Of ribbons   320   260   190 

needed 

delete inventory _____0______ ______30________  ______40_______ 

Total # of 

Ribbons to order____320______ _____230_______ _____150______ 

8” pointed ribbons with string, card and generic picture of the bastion or kayak 

Able Trophies and Giftware Ltd 2005 quote:    .66 each + $25 set up and taxes 

Sue Metz, eml 700 ribbons - $526.97   250-758-5191   250-758-5192 (fx)  1-866-313-2253 

sales@abletrophies.com 

Bastion Trophies 2005 quote:   .85 each + $15 set up and taxes 

Orders over 1000 -10% discount plus set up waved 700 ribbons - $695.40  

Debbie  250-756-4151 250-756-4156 fax  1-888-756-4151 toll free North America 

info@bastiontrophies.com   Submitted Mary Dewar August 2005 

9.9 Gaming Application 

[L.Raynor – Jul 2002] 

 

9.10 Society Annual Report 
 



 

 

 

 

 

 

 
 



 

 

 

 

 

 

 

9.11 



 

 

 

 

 

 

 



 

 

 

 

 

 

 

Notice of changes in directors other than at an Annual General Meeting 
 



 

 

 

 

 

 

  



 

 

 

 

 

 

 

9.12 

Notice of address of Society 
 



 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

9.13 Sample Budget 
Revenues 

 Gener
al 

Paddler
s' 

Gami
ng 

Club Membership    

Annual Membership Dues 2500   

Summer/Winter Program 
Fees 

1200   

CRBC Registration Fees    

Coaches 60   

Officials 50   

Competitive 560   

Non-Competitive 765   

Day 258   

    
Clinics/Drop-in 1000   

School Program  1200   

Parks, Rec & Culture Program 2000   

    
Student Employment Grant* 4500   

Municipal Grant 500   



 

 

 

 

 

 

 

    
Fundraising 500 1000  

Direct Access Gaming*   13795 

    
TOTAL 15093 1000 13795 

 
 

Expenditures 

 Gener
al 

Paddler
s' 

Gami
ng 

CCA/CRBC Fees 525   

CRBC Remittances 1693   

    
Insurance  2000   

Utilities 880   

Equipment Costs (gas, 
repair) 

650  1000 

Club Expenses 550   

Advertising 200  330 

Office Expenses 65  265 

    
Regional Centre Program   5850 

Regatta Travel  1000 1650 



 

 

 

 

 

 

 

    
Employment Costs    

Summer Student 
Employment 

5500   

Club Coach (Jun & Sep) 1000   

Junior Coaching Program 660   

    
Purchase of new boats   600 

Purchase of new 
equipment 

  1100 

Facilities maintenance 
(roof) 

  3000 

CRBC boat loan 
repayment 

2400   

    
TOTAL 16123 1000 13795 

 
 

Income-Cost Distribution 

Income Source Reven
ue 

Cost Distribution Expen
se 

    
Annual Membership Dues 2500 Insurance (50%) 1000 

  Club Expenses 550 

  CCA/CRBC Fees  525 



 

 

 

 

 

 

 

  Utilities (26%) 225 

  Equipment Costs (12%) 200 

    
Summer/Winter Program 
Fees 

1200 Club Coach 1000 

  Student Employment (4%) 200 

    
CRBC Registration Fees 1693 CRBC Remittances 1693 

    
Clinics/Drop-in 1000 Junior Coaching 660 

  Student Employment (4%) 200 

  Equipment Costs (5%) 75 

  Office Expenses (20%) 65 

    
School Program  1200 Boat Loan Repayment 

(50%) 
1200 

    
Parks, Rec & Culture 
Program 

2000 Boat Loan Repayment 
(50%) 

1200 

  Student Employment (7%) 400 

  Equipment Costs (23%) 375 

  Utilities (3%) 25 

    
Student Employment 4500 Student Employment 4500 



 

 

 

 

 

 

 

Grant* (82%) 

    
Municipal Grant 500 Insurance (25%) 500 

    
Fundraising 1500 Regatta Travel (38%) 1000 

  Utilities (57%) 500 

    
Direct Access Gaming* 13795 Regional Centre 5850 

  Facilities Maintenance 3000 

  Regatta Travel (62%) 1650 

  Purchase of new 
equipment 

1100 

  Equipment Costs (61%) 1000 

  Purchase of new boats 600 

  Advertising (62%) 330 

  Office Expenses (80%) 265 

    
Reserves  Insurance (25%) 500 

  Student Employment (4%) 200 

  Advertising (38%) 200 

  Utilities (15%) 130 

    



 

 

 

 

 

 

 

TOTAL 29888  30918 

 
 

* pending grant approval 

9 10 Forms 
A  Administration 

A10 Memo to Treasurer 

A15 Calling Card Log 

A20 Expense Claim Form (see below, updated March 8,2013 as per meeting minutes 
Feb20,2013) 

M  Membership 

M1 Membership Application Form  (see below, updated March 8,2013 as per meeting 
minutes Feb 20,2013) 

M2 Code of Conduct for Junior Members 

C  Coaching 

C1 Employee Timesheet 

R  Operations 

R5 Equipment Storage Agreement 

R10 Damage Report 

R20 Accident Report 

R30 Incident Report 

T  Athlete Development 



 

 

 

 

 

 

 

T10 Travel Consent Form 

D  Club Development 

 



 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 


