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[Remove categories that do not apply to your club. Also note - this document does not include club specific practices for programming or competition. Please consider creating an operations manual for all aspects of running introductory and competitive sailing/rowing programs.]
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[Club Name] Manual 

Club Vision
[This is a short statement, carefully constructed which tells outside agencies what you want to be]
Club Mission
[A statement about the reason for your organisation, it's about the reason/s for your existence]
Core Values
[Fundamentally, writing down values is about using written words to express those beliefs which you expect members of your organisation and the organisation as a whole to uphold. In a way, these are the covenants, the belief principles by which you abide]
Board of Directors
The club is made up of [x] directors responsible for the operations of the club. Club members interested in volunteering on the board should express written interest and submit to the ____. Board members will be voted in by the membership at the Annual General Meeting each ___.
A list of current Board of Directors and contact information can be found on the club website. 

Club History

[Include a brief history or introduction to the club]

Hours & Operations

[Include the seasonal start and finish dates for the club, launching & haul out dates, club house and services start and finish dates]

Safety Equipment
Safety equipment (fire extinguishing, life ring, etc) and first aid kits are located [insert location] and should not be moved.  If used, the user must report to the Board of Directors what was used so that it can be maintained or replaced.   

Dress Code
The club’s dress code is as follow:
[Insert dress code if applicable]

Code of Conduct & Ethics

All club members (from all membership categories) are expected to adhere, as a condition of membership, to the following Code of Conduct and Ethics. Violation of the Code may lead to termination of membership without reimbursement in whole or in part. 

Members have a responsibility to:
1. Practice good sportsmanship at all times, 
2. Treat other members, coaches, competitors, race officials, volunteers, and spectators with respect and courtesy,
3. Members will adhere to the Club Policies, including Posted Rules, or accept penalties, that the Board of Directors deem appropriate, 
4. Be responsible for their own safety and the safety of others,
5. Obey regulations and instructions from club coaches and race officials,
6. Refrain from the use of abusive language,
7. Refrain from the harassment of any individual or engaging in any unwelcome visual, verbal, or physical conduct; (please refer to club’s Harassment Policy)
8. If harassment by others is observed, take appropriate intervening action by notifying the coach and/or club executive. (Please refer to the club’s Harassment Policy)
9. Consistently display high personal standards and project a favourable image of the sport and of the club.
10. Pay membership dues on a timely basis, 
Coaches and Instructors have a responsibility to:
1. Ensure the safety of all rowers/sailors and fellow coaches/instructors.
2. At no time become intimately and/or sexually involved with a student or athletes with whom they are coaching/instructing. This includes requests for sexual favours, or threats of reprisal for the rejection of such requests.
3. Respect the dignity of students and athletes. Verbal or physical behaviours that constitute harassment or abuse are not acceptable.
4. Never allow the use of drugs or other banned substances.
5. Never provide under age athletes or students with alcohol or tobacco products.
6. Abstain from drinking alcoholic beverages or using banned substances when working with under age athletes or students.
7. Treat everyone fairly within the context of their activity, regardless of gender, place of origin, race, physical or mental disabilities, sexual orientation, religion, political beliefs, or economic status.
8. Direct comments of criticism at the performance rather than at the athlete.
9. Respect the skill level of athletes and students by:
a. Ensuring that the activity being undertaken is suitable for the age, experience, ability.
b. Educating athletes/students in their responsibility to contribute to a safe rowing/sailing environment.
c. Treat rowers/sailors and officials with respect and actively encourage athletes to do the same.
d. Encourage all rowers/sailors to demonstrate their own code of conduct.
e. Refrain from public criticism of Race Officers, Judges, Umpires and all other volunteers.
Coaches and instructors will:
· Encourage good sportsmanship from rowers/sailors, fellow coaches, officials and parents at every training session, race and regatta by exhibiting positive support for everyone involved.
· Place the emotional and physical wellbeing of rowers/sailors ahead of personal desires to win.
· Treat each rower/sailor as an individual, remembering the large range of emotion and physical development for the same age group.
· Do their best to provide a safe training and racing environment for all rowers/sailors.
· Never argue with or complain about an official’s calls or decisions.
· Do their best to organize training sessions that are FUN and challenging for all of all rowers/sailors.
· Teach the rowers/sailors the Rules of Rowing/Sailing.
· Keep informed of sound principles of coaching and child development being aware there is always more to learn.
Athletes have the responsibility to:
1. Work towards the attainment of their full potential in the sport of rowing/sailing and respect fellow rowers/sailors, volunteers (parents, race officials, etc.), club staff, ROWONTARIO/Ontario Sailing, Rowing Canada Aviron/Sail Canada staff and coaches.
2. Be gracious in victory and defeat. 
3. Be cooperative, sportsmanlike and always remain a team player as actions on and off the water reflect not only on me but my rowing/sailing club and association as well.
4. Regard the Racing Rules as a form of agreement. 
5. Respect all clubs, public areas, accommodation facilities, as well as other people’s property as their own. Full payment will be required for any willful destruction.
6. Act in a reasonable and acceptable manner; unacceptable behaviour includes but is not limited to: unsportsmanlike conduct, willful damage to property, actions that would cause the Athlete to loose eligibility to compete in Olympic Games, or Major Games or in competitions sanctioned by ROWONTARIO/Ontario Sailing or Rowing Canada Aviron/Sail Canada.
7. Avoid the use of alcohol at any time if underage while participating, training or competing in rowing/sailing regattas, camps and functions. For those of age should drink responsibly at all times, remembering that they are role models and representatives of their club, ROWONTARIO/Ontario Sailing and Rowing Canada Aviron/Sail Canada.
8. Avoid the use of banned substances in contravention to the rules of FISA/ISAF, IOC, the Canadian Anti-Doping Program (CADP), Ministry Health Promotion, Quest for Gold and Sport Canada policy and submit, without prior warning, to unannounced doping-control tests in addition to other prior-notice tests, and submit at other times to doping-control testing when requested by ROWONTARIO/Ontario Sailing, Rowing Canada Aviron/Sail Canada, Sport Canada, the Canadian Centre for Ethics in Sport (CCES) or other authorities designated to do so.
9. Avoid possession of anabolic drugs and substances illegal under Canadian laws, and shall neither supply such drugs directly or indirectly to others, nor encourage or condone their use by knowingly adding in any effort to avoid detection of the use of banned substances or banned performance-enhancing practices.
10. Enjoy the sport!
Athletes will: 
11. Encourage good sportsmanship from fellow rowers/sailors, coaches, officials and parents at every training session, race and regatta by demonstrating good sportsmanship.
12. Remember that sports participation is an opportunity to learn and have FUN not just to please my parents or coach.
13. Be on time for every training session, race and regatta as possible and will notify coaches in advance if they cannot.
14. Do their very best to listen and learn from coaches.
15. Try to do their best at every training session, race and regatta, working hard to improve skills and to help the team/club.
16. Never argue with or complain about an official’s call or decision.
17. Control their temper and resist the temptation to retaliate if they feel I’ve been wronged.
18. Treat coaches, other rowers/sailors, officials, volunteers and spectators with respect regardless of race, gender, creed or abilities and will expect to be treated accordingly.
19. Adhere to the rules of rowing/sailing.
Parents of athletes and members have a responsibility to:

1. Respect the concept that children row/sail because they enjoy it and not because their parents, coaches or others want them to.
2. Respect and cooperate with teammates, coaches, opponents, officials and other parents and treat all athletes as we would like to be treated.
3. Display self-control, courtesy and good manners at all times when representing the team, Club Name and ROWONTARIO/Ontario Sailing.
4. Respect that winning isn’t everything – that having fun, improving skills, making friends and doing one’s best are important to everyone.
5. Respect the reasonable requests of the coaches and officials and recognize that failure to show such respect, including being late for or disrupting training or a regatta, may result in an athlete or parent being asked, at the sole discretion of an Club Name or ROWONTARIO/Ontario Sailing coach or official, to leave the site for the remainder of the training session or regatta.
6. There will be no verbally or physically threaten, intimidate or abuse in any manner a rower/sailor, coach or official.
7. Respect the disciplinary decisions made by the coach or we will follow the proper course of action and appeals available to us should we disagree with any of these decisions.
Parents of athletes and members will:
· Encourage good sportsmanship from rowers/sailors, coaches, officials and other parents at every training session, race and regatta by exhibiting positive support for everyone involved.
· Not place burden on children to win races. The purpose of youth sports is to develop physical, mental and social skills.
· Never argue with or complain about an official’s call or decision.
· Support efforts to remove verbal and physical abuse from youth sports activities.
· Refrain from being a sideline coach or official. Attend training sessions, races and regattas to provide positive support for all players on all teams.
· Support efforts to provide an environment for athletes that is free from drugs, tobacco and alcohol and refrain from their use at all youth rowing/sailing events.
· Remember that the sport is for the rowers/sailors and not for the parents.
· Encourage all others to treat ALL racers, coaches, officials, volunteers and spectators with respect regardless of race, gender, creed or ability.
Breach of Code of Conduct & Ethics:
At Club Name events the jury organized for the event shall have the primary responsibility for investigating an alleged breach of the Club Name’s Code of Conduct. The jury organized for the event, shall call a hearing, or take whatever measures necessary to investigate the complaint and to determine whether the allegations have basis in fact. The jury may take whatever disciplinary actions it seems appropriate including giving the coach/instructor a reprimand, and suspending the individual from part of or the entire event where the breach occurred. Any discipline actions taken by the jury shall be reported to the Club Name’s Board of Directors with a recommendation of whether further action should be considered by the Board of Directors.
Outside of events, the Board of Directors shall have the primary responsibility for investigating an alleged breach of the Club Name’s Code of Conduct and take the appropriate actions. 
If it is decided that individuals are not adhering to the above guidelines, the following actions may be pursued:
a. Termination of club membership with either partial or no reimbursement of membership fees.
b. Termination of individual’s participation in the given event.
c. Removal of the individual’s right to compete in future related events.
d. Withdrawal of funding for future ROWONTARIO/Ontario Sailing or Rowing Canada Aviron/Sail Canada or Club Name events/teams.
e. Giving the individual a reprimand.
f. Expulsion of the individual from the site of the event.
g. Recommending to the Club Name’s Board of Directors that the individual shall not be considered for a position with the club or a period from three (3) months to four (4) years.
The Board’s decision is final, and the definition of “cause” shall be at the Board’s sole discretion. The Board will allow the charged member to present a written appeal of a membership decision in person with a representative, should the member so choose, and the Board shall consider such appeals in strict confidence.  The Board may, at its discretion, issue a Letter of Warning to the offending member, identifying the offending behaviour and any penalties required.

At Other Events and Coaching/Instructing Situations:
The primary responsibility for investigating an alleged breach of the Club Name’s Coach/Instructor Code of Conduct lies with the coach/instructor’s employer. The employer shall call a hearing or take whatever measures necessary to investigate the complaint and to determine whether all allegations have basis in fact.
Within sixty (60) days of receiving a copy of the written complaint concerning a breach of the Club Name’s Coach/Instructor Code of Conduct the Club Name must conduct a thorough investigation and provide their findings in writing to the coach/instructor in question.
The club would also have to report their findings in writing to their provincial sport organization ROWONTARIO/Ontario Sailing indicating the disciplinary actions it took. This may include a warning, a suspension from employment, or dismissal. The club may, in its report, recommend that ROWONTARIO/Ontario Sailing take further disciplinary action against the coach/instructor. ROWONTARIO/Ontario Sailing may conduct an investigation and when appropriate take further action. Such action may include prohibition from coaching/instructing at ROWONTARIO/Ontario Sailing sponsored events or de-certification of the coach’s/instruction’s rowing/sailing credentials.
Appeals Procedure:
To appeal a disciplinary decision, individuals should apply in writing to the Club Name’s Board of Directors within thirty (30) days of the decision. A committee formed of members from both the Board of Directors and the general membership shall hear all appeals.
Facilities and Equipment

Equipment Policy
The club owned equipment and facilities are in place to allow for members and students to engage in sailing/rowing. In this effect, all club-owned equipment and facilities users must maintain as best as possible an image of professionalism, responsibility and cleanliness with all equipment and facilities they use.
Club equipment must be operated solely by staff, coaches, instructors, officials, and any members given permission by the Board of Directors or designated individual.  User and operators assume the duty of obeying all water laws, maintaining equipment properly at all times.  In addition to safely operating the equipment, it is the responsibility of all users to report any misuse or abuse of the facilities and/or equipment to the Board of Director’s or a designated individual. 
Any breach of company policy and procedure will result in personal liability by the individual who made the breach. 
Boat House/ Club House Rules

[Include standard operating procedures for use of the club house or boat house. E.g. who is responsible for opening & closing, turning lights off, cleaning, training hours, etc.]

Use of Club-Owned Rowing Shells / Sailboats
The following boats are owned by the club and may be used by members.  All personnel using these boats must adhere to the Club’s Equipment Policy outlined in the Policy Section of this manual.  All users must take extra caution and care while using the boats, and make sure to report any damages or concerns about the boats to the appropriate person. 
[Insert list of club-owned boats for member use and the appropriate person to contact if there are any concerns]
[Include standard operating procedures to use club boats. When should the boats be cleaned? What should the boats look like when stored? ]
	STANDARD OPERATING PROCEDURES - ROWING SHELLS/SAILBOATS:

	Pre-Use
	

	During Use
	

	Post-Use
	

	Please refer to the Equipment Policy in the Policy section of this manual.



Use of Club-Owned Coach Boats
The club owns x safety boats to be used by instructors, coaches, race officials and safety officers.  All personnel using these boats must adhere to the Club’s Equipment Policy outlined in the Policy Section of this manual. 
	STANDARD OPERATING PROCEDURES - COACH BOATS:

	Training
	a) Possess a Pleasure Craft Operator’s Card, 
b) Take a boat safety course, and
c) Receive an orientation to the boats from the ________, including information about local hazards.


	Pre-Use
	a) Wear a Canadian Coast Guard or Transport Canada approved Personal Floatation Device (PFD),
b) Attach the engine kill cord (emergency stop lanyard) to their PFD or body,
c) Ensure all applicable safety equipment is on board (PFDs for everyone on board, paddle, bailer, whistle, fire extinguisher, 15 m buoyant heaving line),
d) Check for sufficient fuel levels, 
e) Open vents in the gas tank if using a portable tank,
f) All cargo is evenly distributed and secured. 

	During Use
	a) There is no smoking or drinking in the boats,
b) Do not let debris accumulate in the boat,
c) Do not operate the vessel with ear phones listening to music,
d) Do not operate the vessel while using a cell phone.  If necessary, safely stop the boat before placing or receiving a call.
e) Vessels licensed to Ontario Sailing are to be operated only for business purposes and are to be occupied by the appropriate employees only.
f) No night operation is allowed unless the vessel is equipped with proper navigational lights
g) Do not operate the vessel while under the influence alcohol, drugs, or lack of sleep,
h) Operate according to weather conditions
i) Obey all speed limits


	Post-Use
	a) Ensure the boat is secured properly
b) Remove the kill cord (emergency stop lanyard) and store safely away from the boats
c) Close any vents in the gas cans
d) Clean out debris and any extra equipment that needs to be taken out,
e) Report  any  mechanical  or  suspected  mechanical problems to appropriate personnel.

	Please refer to the Safe Re-Fueling and Fuel Storage Policies in the Policy Section of the manual.



Use of Club-Owned Equipment 
The equipment listed below is owned by the club and is available for member use.  All personnel using this equipment must adhere to the Club’s Equipment Policy outlined in the Policy Section of this manual.  To ensure member and environment safety, users must follow the appropriate protocols when using this equipment and make sure to report any damages or concerns to the appropriate person. 
[Include SOPs for crane/lift operating, pump-out procedures, or any maintenance equipment used by club members] 
	STANDARD OPERATING PROCEDURES - Mast Crane

	Pre-Use
	Insert operating and safety protocols

	During Use
	Insert operating and safety protocols

	Post-Use
	Insert operating and safety protocols



	STANDARD OPERATING PROCEDURES - Boat Crane

	Pre-Use
	Insert operating and safety protocols

	During Use
	Insert operating and safety protocols

	Post-Use
	Insert operating and safety protocols



Environmental Awareness
As a watersport club, tied closely to Mother Nature and our surrounding environmental conditions, we must do our part in operating as an environmentally aware club.  There are many ways in which everyone can contribute to being an environmentally friendly club. 
· Participate in annual Property Clean Up events, 
· Switch from 2-stroke engines to 4-stroke engines, 
· Do not unnecessarily idle engines, 
· Turn off all lights when not in use, 
· Dispose of garbage and recycling in their proper containers, 
· Ensure the use of environmentally friendly paint and products,
· [insert any further environmental club specific practices]
Safe Fuel Handling
As a rule, all personnel handling fuel for their personal boats, club owned boats, and general use must follow the guidelines below:
	STANDARD OPERATING PROCEDURES - Fuel Handling

	Storage
	a) Gasoline must be stored in an approved container or tank in a well ventilated area like an outdoor shed. Do not store in glass or unapproved containers.
b) Keep it in a detached garage or shed and away from heat sources.
c) The club approved storage location is: [Insert storage location] 
d) Never leave a container of gasoline in direct sunlight or in the trunk of a car.

	When filling
	a) Do not smoke. 
b) Make sure engine is turned off.
c) In larger boats turn off auxiliary sources of ignition such as heaters, pilot lights and cooking units prior to refueling.
d) Portable containers must be placed on the ground and the nozzle must stay in contact with the container when filling to prevent buildup and discharge of static electricity.
e) Never siphon gasoline by mouth.
f) Fill containers no more than 95% full to allow for expansion.
g) Tighten both the fill cap and the vent cap on the container after filling.

	In Use
	a) Use gasoline as a motor fuel only.
b) Never use gasoline as solvent or cleaner.
c) Never use gasoline to start a fire or pour it on a fire that is already lit. The fire can rush back up the stream and ignite the container in your hand.
d) Never try to extinguish a gasoline fire with water. It will only spread the fire. Use a BC Class fire extinguisher.
e) Wait for lawnmowers, chain saws or any machinery to cool before refueling them.
f) Never use gasoline indoors.


	Caution
	Never pour gasoline on the ground, in a sewer or drain, or into a lake or river. Not only does it contaminate the environment, it may cause a fire or explosion. Unwanted gasoline must be taken to a hazardous waste disposal centre.




Health & Safety & Additional Policies
Health & Safety Policy
Club Name is committed to continuously improving the Health and Safety of its employees and the environment. Recognizing that Health and Safety is a shared responsibility between management and workers, the achievement of this Policy requires the full cooperation of everyone in the workplace.  
Club Name will meet and, where possible, exceed the letter and intent of all applicable Legislation. This will be accomplished by providing and maintaining a safe and healthy work environment and by providing education and regular training to perform daily activities of operation, safely.  
All Supervisors have the responsibility for ensuring that employees are trained in approved work procedures to obtain optimal performance without incidents and injury and to ensure that employees follow safe work methods and all related regulations.  
All employees and contractors are required to support the Occupational Health and Safety Program and make sure that Health and Safety is a part of their daily routine by following safe work methods and relevant regulations.  
Safety, customer service, sales and outside contractors must receive equal priority. No job shall be considered so important that time cannot be taken to do it safely.  
All employees will be held accountable for implementing this Policy and Program. Neglect of one’s health and safety duties will not be tolerated nor shall it be sacrificed for expediency.  

Accessibility Standards for Customer Service 
as required by the 
Accessibility for Ontarians with Disabilities Act (AODA 2005)
The following policy, practices and procedures have been established by Club Name to govern the provision of its services in accordance with the Accessibility for Ontarians with Disabilities Act, 2005 and Regulation 429/07, “Accessibility Standards for Customer Service.” 
1. Our mission 
The mission of Club Name is to ensure that its policies, practices and procedures for the provision of its services are consistent with the principles outlined in the Accessibility Standards for Customer Service to effectively provide services to people with disabilities. 
2. Our commitment 
In fulfilling our mission, Club Name strives at all times to provide its goods and services in a way that respects the dignity and independence of people with disabilities. We are also committed to giving people with disabilities the same opportunity to access our goods and services and allowing them to benefit from the same services, in the same place and in a similar way as other customers. 
3. Providing goods and services to people with disabilities 
Club Name is committed to excellence in serving all customers including people with disabilities and we will carry out our functions and responsibilities in the following areas: 
3.1 Communication 
When communicating with a person with a disability, Club Name will communicate in a manner that takes into account the person’s disability. 
3.2 Telephone services 
Club Name is committed to providing fully accessible telephone service to our customers. We will train club representatives to communicate with customers over the telephone in clear and plain language and to speak clearly and slowly. We will offer to communicate with customers by email, if telephone communication is not suitable to their communication needs or is not available. 
3.3 Assistive devices 
Club Name recognizes that some individuals with disabilities use assistive devices in order to access our services. We will permit these individuals to use their assistive devices to obtain, use or benefit from our services. Should an individual with a disability be unable to access our services through the use of their own personal assistive device, Club Name will determine if service is inaccessible, based upon the individual requirements, assess service delivery and potential service options to meet the needs of the individual. As our building is not accessible to all, we will make arrangements to meet at a barrier free facility with customers as required.
3.4 Billing 
Club Name is committed to providing accessible invoices to all of our customers. For this reason, invoices will be provided in the following formats upon request: hard copy, large print or by email. Club Name will answer any questions customers may have about the content of the invoice in person, by telephone or email. 
4. Service Animals 
Club Name recognizes that some individuals with disabilities may require the use of guide dogs or other service animals in order to access services. Persons with disabilities who are accompanied by a guide dog or other service animal will be permitted to enter the parts of our premises that are common areas and to keep the animal with them, unless the animal is otherwise excluded by law from the premises. If the animal is legally excluded from some parts of the premises, Club Name will provide alternative measures to enable the person to obtain, use or benefit from its services. 
4.1 Support Persons 
Club Name further recognizes that some individuals with disabilities rely on support persons for assistance while accessing services. A person with a disability who is accompanied by a support person will be allowed to enter Club Name’s premises together with the support person and will not be prevented from having access to the support person while on our premises at no additional cost. 
5. Notice of Temporary Disruption 
Club Name will provide customers with notice in the event of a planned or unexpected disruption in the facilities or services usually used by people with disabilities. This notice will include information about the reason for the disruption, its anticipated duration, and a description of alternative facilities or services, if available. The notice will normally be posted on the premises, where appropriate in the circumstances.
6. Staff Training 
Club Name will provide training to applicable club representatives about the provision of services to persons with disabilities and all those who are involved in the development and approvals of customer service policies, practices and procedures. Applicable club representatives will be trained on policies, practices and procedures that affect the way services are provided to people with disabilities. Club representatives will also be trained on an ongoing basis when changes are made to these policies, practices and procedures. New club representatives will be trained upon the completion of a three month probationary period. 
Training will include the following: 
· The purposes of the Accessibility for Ontarians with Disabilities Act, 2005 and the requirements of the customer service standard.
· How to interact and communicate with people with various types of disabilities.
· How to interact with people with disabilities who use an assistive device or require the assistance of a service animal or a support person.
· What to do if a person with a disability is having difficulty in accessing Club Name services. 
· Club Name’s policies, practices and procedures relating to the customer service standard. 
7. Feedback Process 
The ultimate goal of Club Name is to meet and surpass customer expectations while serving persons with disabilities. Comments on our services regarding how well those expectations are being met are welcome and appreciated. 
Feedback regarding the way Club Name provides goods and services to people with disabilities can be made by email, verbally, or in writing. All feedback will be made to: 
Club Name
Club Street Address
City, Ontario, Postal Code
By Phone:
By Fax:
By Email:
Complaints will be addressed according to complaint policy already established in our company’s complaint management procedures. 
8. Modifications to this or other policies 
We are committed to developing customer service policies that respect and promote the dignity and independence of people with disabilities. Therefore, no changes will be made to this policy before considering the impact on people with disabilities. Any policy of Cub Name that does not respect and promote the dignity and independence of people with disabilities will be modified or removed. 
9. Questions about this policy 
This policy exists to achieve service excellence to customers with disabilities. If anyone has a question about the policy, or if the purpose of a policy is not understood, an explanation should be provided by, or referred to the President/Commodore of Club Name.
10. Copies of this Policy 
Club Name recognizes that persons with disabilities use methods other than the standard print to access information. If Club Name is required to give a copy of this policy to a person with a disability, we will provide the policy, or the information contained in the policy, in a format that takes account the person’s disability. Alternatively, Cub Name and the person with a disability may agree on an alternate format for the document or information.

Emergency Action Plan
All personnel should be aware of the club’s Emergency Action Plan (EAP).  The club’s EAP is located [insert location] for easy reference. 
Important Addresses
Club Address: 
· [Insert Club Address]
· [Insert Club Phone Number]
Nearest Emergency Hospital: 
· [Insert Address]
· [Insert Phone Number]
[Include directions or Google Map to from club to nearest hospital/emergency clinic]
Additional Telephone Numbers:
	All Emergencies
	9-1-1

	Coast Guard
	

	Learn to Sail/Row Director: Name
	

	Head Coach: Name
	


** Coast Guard can be contacted on VHF radio channel 16
Important Locations
	Emergency Meeting Place
	

	First Aid Box & Manual 
	

	Ice
	

	Participant Medical Profiles/ Emergency Contact Information
	

	Telephone
	



Violence and Harassment Policy

Policy Statement
It is the policy of Club Name to provide a work and sporting environment where the dignity of the individual is respected and free from harassment and fear of harassment including sexual harassment.
Club Name recognizes that:
a) Every employee and member is entitled to a climate free of harassment including sexual harassment; and
b) Harassment or fear of harassment, including sexual harassment, can compromise the integrity of the employment and sporting relationships and endanger personal well-being and performance.
Harassment, as defined by Human Rights legislation, is a course of action, vexatious comment or conduct that is known or ought to reasonably be known to be unwelcome.
A person who has the authority to prevent or discourage harassment of any kind may be considered responsible for failing to exercise his/her authority to do so, and consequently be subject to such disciplinary actions as may be deemed appropriate by Club Name.
Club Name will make every effort to ensure that no employee or member is subjected to harassment including, sexual harassment.
Club Name will take such disciplinary action as it deems appropriate against any person under its discretion who subjects any employee or member to sexual harassment.
Application
This policy applies to all employees as well as all directors, officers, volunteers, coaches, officials, judges and members of Club Name. It applies to harassment which may occur during the course of all Club Name business, activities and events.
Definition
Harassment includes any comments or conduct consisting of words or actions that disparage or cause humiliation to a person in relation to race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, age, sex, record of offenses, marital status, family status or disability.
Sexual harassment is any conduct, comment, gesture or contact of a sexual nature:
a) That is likely to cause offense or humiliation to any person; or
b) That might, on reasonable grounds, be perceived by that employee or member as placing a condition of a sexual nature on employment, or on any opportunity for training or promotion.
Types of behaviour which constitute harassment include, but are not limited to:
a) Unwelcome remarks, jokes, innuendoes or taunting of a sexual nature about a person’s body, attire, age, marital status, and/or which cause awkwardness or embarrassment, endanger a person’s safety or negatively affect performance;
b) Unwelcome or intimidating invitations or requests with sexual overtones whether indirect or explicit;
c) Leering or other gestures;
d) Unwelcome physical contact such as touching, patting or pinching;
e) Unwelcome display of objects or pictures of a sexual nature, and/or offensive or ought to be known to be offensive;
f) Sexual advances, request for sexual favours, or other verbal or physical conduct of a sexual nature;
g) Written or verbal abuse or threats thereof;
h) Physical or sexual assault;
i) Submission to or rejection of such conduct is used as the basis for decisions affecting employment, promotion, or movement within the organization/team; and/or
j) Such conduct has the purpose or effect of humiliating an individual or substantially interfering with the work or sporting performance or in creating an intimidating, hostile or offensive environment.
Confidentiality
Club Name recognizes that it can be extremely difficult to come forward with a complaint of harassment and that it can also be devastating to be wrongly convicted of harassment. Club Name recognizes the interests of both the complainant and the respondent in keeping the matter confidential.
Club Name will not disclose the name of the harassed person or the circumstances related to the situation to any person except where disclosure is necessary for the purpose of investigating the harassment and/or taking disciplinary action.
Roles and Responsibilities
The ultimate responsibility for dealing with a harassment case rests with the Board of Directors. Since any sexual harassment situation would constitute a highly sensitive subject matter, employees or members have the choice of seeking council from their supervisor, coach, or the President/Commodore.
The Board of Directors and President/Commodore will:
a) Inform any person under its direction of Club Name’s Harassment Policy;
b) Provide clarification of what constitutes sexual harassment behaviour;
c) Inform any person under its direction of procedures for handling harassment complaints;
d) Initiate action without waiting for an individual complaint when harassment behaviour is known to be taking place. To do otherwise will constitute misconduct on their part; and
e) Upon receipt of a formal harassment complaint the Director and/or President/Commodore inform the alleged harasser and complainant in writing as to what action or investigation is to take place and inform the harasser and complainant of the outcome of any action or investigation in writing.
Complaint Procedure
1. A person who experiences harassment is encouraged to make it known to the harasser that the behaviour is unwelcome, offensive and contrary to this policy.
2. If confronting the harasser is not possible, or if after confronting the harasser the harassment continues, the complainant should request a meeting with the next high authority or official.
3. Once contacted by the complainant the role of the official is to serve in a neutral unbiased capacity in receiving complaints and assisting their informal resolution. If the official considers that he or she is unable to act in this capacity, the complainant shall be referred to another official.
4. There are three possible outcomes to this meeting of complainant and official:
a. It may be determined that the conduct does not constitute harassment as defined in this policy, in which case the matter will be closed.
b. The complainant may decide to pursue an informal resolution of the complaint, in which case the official will assist the two parties to negotiate an acceptable resolution of the complaint; or
c. The complainant may decide to lay a formal written complaint. The written complaint must be submitted with the original signature of the complainant. No electronically produced complaint will be accepted. All documented complaints will be treated as highly confidential to protect all parties involved. The official shall receive the written complaint; provide a copy to the respondent, who shall be given an opportunity to respond in writing.
5. Once the respondent’s statement is received, the official shall provide copies of both written statements to the President/Commodore of Club Name (or to another Director of the Board if the President/Commodore is involved in the complaint). Within seven (7) days of receiving the written statements, the President/Commodore shall appoint three (3) members of Club Name to serve as the Panel. This Panel shall consist of at least one (1) woman and at least one (1) man, and shall include one (1) individual who is knowledgeable and familiar with harassment issues.
Hearing
1. As soon as possible, but in any event within 14 days of being appointed, the Panel shall convene a hearing The hearing shall be governed by such procedures as the Panel may decide, provided that:
a. The complainant and respondent shall be given 10 days written notices of the day, time and place of the hearing;
b. Members of the Panel shall select from among themselves a Chairperson;
c. A quorum shall be all three (3) Panel members;
d. Decisions shall be by majority vote. If a majority vote decision is not possible, the vote of the Chairperson shall be the decision of the Panel;
e. Both parties shall be present at the hearing to give evidence and to answer questions of the other party and of the Panel. If the complainant does not appear, the matter shall be dismissed. If the respondent does not appear, the hearing shall proceed.
f. The complainant and respondent may be accompanied by a representative or advisor. Should the complainant and/or respondent choose to have legal counsel, they shall be responsible for any costs incurred.
2. As soon as possible but in any event within 14 days of the hearing, the Panel shall present its findings in a report to the President/Commodore with a copy provided to both the complainant and respondent. This report shall contain:
a. A summary of all the relevant facts;
b. A determination as to whether the acts complained of constitute harassment as defined in this policy;
c. If the acts constitute harassment, recommend disciplinary action against the respondent and recommend measures to remedy or mitigate the harm or loss suffered by the complainant.
3. If the Panel determines that the allegations of harassment are false, vexatious, retaliatory or frivolous, their report shall recommend disciplinary action against the complainant.
Discipline
When recommending appropriate disciplinary actions, the Panel shall consider factors such as:
· The nature and severity of the harassment
· Whether the harassment involved any physical contact
· Whether the harassment was an isolated incident or part of an ongoing pattern
· The nature of the relationship between the complainant and harasser
· The age of the complainant
· Whether the harasser had been involved in previous harassment incidents
· Whether the harasser admitted responsibility and expressed a willingness to change
· Whether the harasser retaliated against the complainant
In recommending disciplinary sanctions, the Panel may consider the following options, singly or in combination, depending on the nature and severity of the harassment:
· Verbal apology
· Written apology
· Letter of reprimand from the organization
· A fine or levy
· Referral to counselling
· Removal of certain privileges of membership or employment
· Demotion or pay cut
· Termination of employment or contract
· Expulsion from membership
Appeals
1. Both the complainant and respondent shall have the right to appeal the decision and recommendations of the Panel. A notice of intention to appeal, along with grounds for the appeal, must be provided within 14 days of the complainant or respondent receiving the Panel’s report. It must be sent to the person identified in the internal dispute resolution process as defined below.
2. Permissible grounds for an appeal are:
a. The Panel did not follow the procedures paid out in this policy;
b. Members of the Panel were influenced by bias; or
c. The Panel reached a decision which was grossly unfair or unreasonable.
3. Internal Dispute Resolution Process
a. When appealing a decision, the complainant or respondent also has an obligation to recognize the structure, responsibilities and authorities of the different communities within Club Name. As well, Club Name committees must understand that their actions may be reviewed and changed by a higher authority.
b. Settlement of these disputes should be reached through an appeal procedure that conforms to the principles of fairness justice and due process.
c. The appeal must be provided to the next highest authority. The head of that authority shall either convene a meeting of his or her committee or a sub-committee of three or more members. The person whose decision is being appealed shall not be a member of the reviewing panel. It is expected that an appeal should be decided within 30 days of receiving the written basis of the appeal.

Injury/Incident Investigation
Purpose 
Every injury/incident shall be investigated to determine loss and/or loss potential since, the severity of the actual loss in each event is often a matter of a slight difference in circumstances. The involvement of Management and the Safety Committee/Safety Representative offers assurance that the investigation is not a fault finding exercise. This Policy will outline Club Name’s Incident Investigation protocols.   
Definitions
· Critical Injuries as defined from the Occupational Health and Safety Act:
· Places life in jeopardy;
· Produces unconsciousness;
· Results in substantial loss of blood;
· Involves the fracture of a leg or arm but not a finger or toe; 
· Involves the amputation of a leg, arm, hand or foot but not a finger or toe;
· Consists of burns to a major portion of the body; or 
· Causes the loss of sight in an eye. 
· Fatality - An injury resulting in loss of life.
· Incident - means an incident that arises out of and occurs in the course of employment in an industry to with the Workplace Safety and Insurance Act applies and includes:
· a willful and intentional act, not being the act of the Employee who suffers the incident;
· a chance event occasioned by a physical or natural cause;
· disablement; and 
·  a disabling or potentially disabling condition caused by an occupational disease.
· Lost Time - A work related injury that results in the injured Employee missing scheduled time from work resulting in a loss of wages. 
· Occupational Disease - Occurs where an Employee suffers from an occupational disease and is thereby disabled from earning full wages at the work at which the Employee was employed, or the death of an Employee caused by an occupational disease and the disease is due to the nature of any employment in which the Employee was employed, whether under one or more employments.
· Property Damage - An event where contact is made between two objects resulting in alteration of one or both objects. 
· Fire - An event where undesired combustion occurs.
· Environmental Releases - An incidental discharge of a physical, biological or chemical substance into the worksite and/or community.
· Near Miss - An event that under different circumstances could have resulted in physical harm to an individual or damage to the environment, equipment, property and/or material. 
What is an investigation?
· An activity undertaken in the workplace to determine how an injury, near miss, or property damage occurred and to determine the root cause so that a reoccurrence can be prevented.  
Who performs the inspection?
· Qualified persons such as:
· Manager 
· Supervisors 
· Safety Committee Members
· Safety Representatives 
· Safety Coordinators
Why perform?
· A requirement of law.
· To prevent a reoccurrence.
· To identify controls needed to prevent further injury. 
Where is it performed?
· In the workplace were the injury or incident has occurred.
When are investigations performed?
In the event of a fatality or critical injury, the Manager or Supervisor of the area where the incident occurred will immediately:
· Report the incident to the Ministry of Labour.
· Secure the scene so that the scene cannot be disturbed.
· Investigate with the either:
· The Employee representative and Management representative of the Joint Health and Safety Committee.
· Health and Safety Representative. 
All other Investigations are to be completed and reported to as outlined in the table below.
	Type of Incident
	Investigation Time Frame
	Review

	Near Miss
	Investigation completed and Report submitted to the Manager within 48 hours.
	Report at next Safety Meeting.

	Fire
	First Aid Treatment Record reviewed by Safety Committee Monthly.
	Report at next Safety Meeting.

	Health Care/Medical Aid (No Loss Time)
	Investigation completed and Report submitted to the Manager within 48 hours.
	Report at next Safety Meeting.

	Health Care/Medical Aid (Loss Time)
	Investigation completed and Report submitted to the Manager within 48 hours.
	Report at next Safety Meeting.

	Fatality
	Immediate with MOL.
	Throughout Investigation Process

	Critical Injury
	Immediate with MOL.
	Throughout Investigation Process

	Occupational Disease
	Investigation completed and Report submitted to the Manager within 48 hours.
	Report at next Safety Meeting.

	Property/Merchandise Damage Exceeding $1000.00
	Investigation completed and Report submitted to the Manager within 48 hours.
	Report at next Safety Meeting.

	Property/Merchandise Damage less than $1000.00
	Investigation completed and Report submitted to the Manager within 48 hours.
	Report at next Safety Meeting.

	Fire
	Investigation completed and Report submitted to the Manager within 48 hours.
	Report at next Safety Meeting.

	Environmental Release
	Investigation completed and Report submitted to the Manager within 48 hours.
	Report at next Safety Meeting.



How is an investigation performed?
1. Respond
· Report to scene of injury or illness.
· Prevent or minimize risk of further injuries or property damage.
· Provide emergency care and medical aid for the injured person.
· Secure, barricade or isolate the scene as appropriate (critical injury, chemical spill, etc.).
· In the event of a critical injury/fatality the scene must be cordoned off and undisturbed, contact the Ministry of Labour. The scene may not be released until the MOL investigation is completed.
· Collect any perishable evidence.
· Determine the extent of the damage to equipment, material, building, or environment.
· Restore operating functions, to extent possible.
2. Collect the Information
· Interview Employees involved. 
· Interview witnesses.
· Make observations, of the scene.
· Take pictures of possible. If not, draw a diagram of the scene.
· Take measures as required
· Consult with outside experts if application (suppliers, equipment designers, etc.).
3. Analyze the Information
· Identify the primary and secondary hazardous conditions and or practices.
· Identify the primary and secondary usage actions.
· Identify the primary and secondary cause of the injury or illness.
4. Write the Report
· Use the Injury/Illness Investigation Report form to identify the primary and secondary causes.
· Make recommendations to Management that will be effective in preventing a similar injury or illness.
· Send the report to the appropriate people.
· If the Employee requires medical attention or misses work a written notification must be provided to the Safety Committee or Safety Representative within four (4) days.
5. Follow-up on the Actions
· Employer is required to respond to written recommendations from the Safety Committee or Safety Representative within 21 days.
· Evaluate the effectiveness of the remedial actions.
· Include in the minutes of the Safety Committee Meeting in order to communicate recommendations to the Employer.
· Post the minutes with recommendations on the Safety Bulletin Board.
When will the investigation report be reviewed?
· At each of the Safety Committee meetings a review will be done of any and all investigations complete since the last meeting.
· The purpose of the review is to determine if any additional investigation needs and to ensure that the quality of the investigations meet the standards. 
How are employees advised of the results of the investigation?
· Minutes of the Safety Committee.
· Management holding staff meetings with employees.
· Through postings on the Health and Safety Board. 
· Future Safety Talks designed to address the findings of the investigation. 
Training
All Managers, Supervisors, Safety Coordinators, Safety Committee Members and Safety Representatives shall complete the Incident Investigation training module. 
All Managers, Supervisors, Safety Coordinators, Safety Committee Members and Safety Representatives shall complete the training as per their assigned training profile.
Concussion/Safe Return to Play Policy
1. If during a practice (on or off the water), training, regatta, camp or clinic an athlete sustains a direct or indirect force to the head and subsequently exhibits signs, symptoms and/or functional changes consistent with a concussion. He/she is to be immediately removed from play and immediate medical assessment received. Coaches are never to make a determination in the field on their own. (Please note this is not age dependent, all athletes, coaches, officials and volunteers must be treated in the same fashion). 
2. Following their removal from play, any person suspected to have sustained a concussion is to be assessed by a medical doctor, preferably an emergency physician, to determine the extent of the athlete’s injury and to rule out further pathology. The physician may make recommendations in addition to those described in the 2008 Zurich Guidelines and the Club Name policy, and these are to be discussed with the individual that was injured (and guardian for those under 18).  
3. Individuals diagnosed with a concussion should rest until they are symptom-free and should then begin a step-wise symptom-limited program with stages of progression, only after they are without symptoms for a 24 hour period. Those steps include: 
 Step 1: No Activity, only complete rest. 
 Step 2: Light aerobic exercise. 
 Step 3: Sport-specific exercise. 
 Step 4: Begin drills without body contact. 
 Step 5: Begin drills with body contact. 
 Step 6: Return to play. 
 (Six step process attached to this document as recommended by Think First Canada) 
 There should be a minimum 24 hours for each stage involved and the athlete should return to the rest stage should symptoms recur. 
 MEDICAL CLEARANCE IS REQUIRED BEFORE ATHLETE RETURNS TO PLAY 
 
Club Name supports Think First Canada and the set-up of an online training protocol for coaches, volunteers, athletes and parents to educate them on Concussion education.

Continuous Improvement
Purpose
The Management of Club Name is committed to initiating and improving the Occupational Health and Safety Program through review, creation and implementation of an ongoing and comprehensive Health and Safety Program within our workplace.  
In using the Club Name Health & Safety Program, all workplace parties will work together to ensure a continuous evaluation and ongoing improvements in our Health and Safety Program.  
What is a Continuous Improvement Plan?
· A plan created on an annual basis to make improvements to our Health and Safety Program.
· A commitment to a culture of safety excellence by the Employer and the Management of the workplace.
· A plan developed to reduce the frequency and severity of incidents within your workplace.
· Establishes goals for the year including timelines.
· Assigns responsibility to achieve the goals as established. 
Who is involved in the development of the Plan?
· The following person(s) participate in the development and review of the plan:
· Employer
· Manager 
· Supervisor
· Safety Coordinator
· Club Name will approve the plan and support the plan through allocating needed resources in people, time and money.  
How is the plan developed?
· The Continuous Improvement Program is created based upon the data and reports collected throughout the year from internal or outside firm reports, and the annual inspection of the workplace by the Employer.
· Annually, the Employer reviews our Health and Safety program.
· The report provides the following:
· A review of  the following documents is done:
· Accident Reports and Investigations.
· Monthly Workplace Inspections.
· Hazard Reports.
· Safety Recommendations.
· Government Inspections
· This review will look for:
· Trends
· Incident and injury root causes
· Weakness in the implementation of the program
· Opportunities for improvement
· Frequency and severity of incidents
How can employees help?
· Employees are encouraged to provide written suggestions for improvement to the Safety Coordinator. 


Right and Responsibility to Refuse Unsafe Work
No employees are required to do any work, which puts him/her or any other employee or person in a situation where they might be injured. 
IMPORTANT: You have the right to refuse to perform a job that you believe to be unsafe.  If you have made the decision to refuse to do work that might be dangerous, two steps must be taken. 
You must notify your supervisor of this company immediately and explain the circumstances of the refusal.  This company and a representative from the contracting organization must investigate the situation and take the necessary actions to eliminate or control the danger.


Privacy Policy
For not-for-profit organizations in Ontario, the privacy of personal information is governed by the Personal Information Protection and Electronic Documents Act (PIPEDA). This Policy is based on the standards required by PIPEDA as interpreted by the Club
Definitions
1. The following terms have these meanings in this Policy:
· “Commercial Activity” – any particular transaction, act or conduct that is of a commercial character.
· “Club” – INSERT NAME OF CLUB
· “Personal Information” – any information about an individual that relates to the person’s personal characteristics including, but not limited to: gender, age, income, home address, home phone number, ethnic background, family status, health history, and health conditions
· “Stakeholder” – Individuals employed by, or engaged in activities on behalf of, Club including: coaches, staff members, contract personnel, volunteers, managers, administrators, committee members, and directors and officers of the Organization
· “Member” - All categories of membership defined in the Club’s Constitution and Bylaws as well as all individuals employed by, or engaged in activities with, the Club including, but not limited to, athletes, coaches, convenors, officials, volunteers, managers, administrators, committee members, and directors and officers of the Club.
Purpose
2. The Club recognizes Stakeholder and Members’ right to privacy with respect to their Personal Information. This Policy describes the way that the Club collects, uses, safeguards, discloses, and disposes of Personal Information.
Application of this Policy
3. This Policy applies to all Stakeholders and Members in connection with personal information that is collected, used or disclosed during Club activity.
4. Except as provided in PIPEDA, the Club’s Board of Directors will have the authority to interpret any provision of this Policy that is contradictory, ambiguous, or unclear.
Obligations
5. The Club is obligated to follow and abide by PIPEDA in all matters involving the collection, use, and disclosure of Personal Information.
6. In addition to fulfilling the legal obligations required by PIPEDA, Club Stakeholders will not:
a. Publish, communicate, divulge, or disclose to any unauthorized person, firm, corporation, or third party any Personal Information without the express written consent of the Member,
b. Knowingly place themselves in a position where they are under obligation to any organization to disclose Personal Information
c. In the performance of their official duties, disclose Personal Information to family members, friends, colleagues, or organizations in which their family members, friends, or colleagues have an interest
d. Derive personal benefit from Personal Information that they have acquired during the course of fulfilling their duties with the Club
e. Accept any gift or favour that could be construed as being given in anticipation of, or in recognition for, the disclosure of Personal Information
Accountability
7. The Privacy Officer is responsible for the implementation of this policy and monitoring information collection and data security, and ensuring that all staff receives appropriate training on privacy issues and their responsibilities. The Privacy Officer also handles personal information access requests and complaints. The Privacy Officer may be contacted at the following address:
8. Duties - The Privacy Officer will:
a. Implement procedures to protect personal information
b. Establish procedures to receive and respond to complaints and inquiries
c. Record all persons having access to personal information
d. Ensure any third party providers abide by this policy
e. Train and communicate to staff information about Club’s privacy policies and practices.
Identifying Purposes
9. The Club may collect Personal Information from Members and prospective Members for purposes that include, but are not limited to:
Communications
a. Sending communications in the form of e-news or a newsletter with content related to Club programs, events, fundraising, activities, discipline, appeals, and other pertinent information
b. Publishing articles, media relations and postings on the Club website, displays or posters
c. Award nominations, biographies, and media relations
d. Communication within and between Stakeholders and  Members
e. Discipline results and long term suspension list
f. Checking residency status
        Registration, Database Entry and Monitoring
g. Registration of programs, events and activities
h. Database entry at the Coaching Association of Canada and to determine level of coaching certification coaching qualifications and coach selection.
i. Database entry to determine level of officiating certification and qualifications
j. Determination of eligibility, age group and appropriate level of play/competition
k. Player Registration, outfitting uniforms, and various components of athlete and team selection
l. Technical monitoring, officials training, educational purposes, sport promotion, and media publications
       Sales, Promotions and Merchandising
m. Purchasing equipment, coaching manuals, resources and other products
n. Promotion and sale of merchandise
      General
o. Travel arrangement and administration
p. Implementation of the Club screening program
q. Medical emergency, emergency contacts or reports relating to medical or emergency issues
r. Determination of membership demographics and program wants and needs
s. Managing insurance claims and insurance investigations
t. Video recording and photography for personal use, and not commercial gain, by spectators, parents and friends
u. Video recording and photography for promotional use, marketing and advertising by the Club
v. Payroll, honorariums, company insurance and health plans

10. The Club’s Stakeholders may collect Personal Information from Members and prospective Members for other purposes, provided that documented consent specifying the use of the Personal Information is obtained from the Members or prospective Members.
Consent
11. By providing Personal Information to the Club, Members are implying their consent to the use of that Personal Information for the purposes identified in the Identifying Purposes section of this Policy.
12. At the time of the collection of Personal Information and prior to the use or disclose of the Personal Information, the Club will obtain consent from Members by lawful means. The Club may collect Personal Information without consent when it is reasonable to do so and permitted by law.
13. In determining whether to obtain written or implied consent, the Club will take into account the sensitivity of the Personal Information, as well the Members’ reasonable expectations. Members may consent to the collection and specified use of Personal Information in the following ways:
a. Completing and/or signing an application form
b. Checking a check box, or selecting an option (such as ‘Yes’ or ‘I agree’)
c. Providing written consent either physically or electronically
d. Consenting orally in person
e. Consenting orally over the phone
14. The Club will not, as a condition of providing a product or service, require Members to consent to the use, collection, or disclosure of Personal Information beyond what is required to fulfill the specified purpose of the product or service.
15. A Member may withdraw consent in writing, at any time, subject to legal or contractual restrictions. The Club will inform the Member of the implications of withdrawing consent.
16. The Club will not obtain consent from Members who are minors, seriously ill, or mentally incapacitated. Consent from these individuals will be obtained from a parent, legal guardian, or a person having power of attorney.
17. The Club is not required to obtain consent for the collection of Personal Information, and may use Personal Information without the Member’s knowledge or consent, only if:
a. It is clearly in the Member’s interests and the opportunity for obtaining consent is not available in a timely way
b. Knowledge and consent would compromise the availability or accuracy of the Personal Information and collection is required to investigate a breach of an agreement or a contravention of a federal or provincial law
c. An emergency threatens a Member’s life, health, or security 
d. The information is publicly available as specified in PIPEDA
18. The Club is also not required to obtain consent for the collection of Personal Information if the information is for journalistic, artistic, or literary purposes.
19. The Club may disclose Personal Information without the Member’s knowledge or consent only:
a. To a lawyer representing the Club
b. To collect a debt that the Member owes to the Club
c. To comply with a subpoena, a warrant, or an order made by a court or other body with appropriate jurisdiction
d. To a government institution that has requested the information and identified its lawful authority, if that government institution indicates that disclosure is for one of the following purposes: enforcing or carrying out an investigation, gathering intelligence relating to any federal, provincial, or foreign law, national security or the conduct of international affairs, or administering any federal or provincial law
e. To an investigative body named in PIPEDA or a government institution, if the Club believes the Personal Information concerns a breach of an agreement, contravenes a federal, provincial, or foreign law, or if Club suspects the Personal Information relates to national security or the conduct of international affairs
f. To an investigative body for purposes related to the investigation of a breach of an agreement or a contravention of a federal or provincial law
g. In an emergency threatening an Member’s life, health, or security (the Club will inform the Member of the disclosure)
h. To an archival institution
i. 20 years after the individual's death or 100 years after the record was created
j. If it is publicly available as specified in PIPEDA
k. If otherwise required by law
Accuracy, Retention, and Openness
20. In order to minimize the possibility that inappropriate Personal Information may be used to make a decision about a Member, Personal Information will be accurate, complete, and as up-to-date as is necessary for the purposes for which it will be used.
21. Personal Information will be retained as long as reasonably necessary to enable participation in Club programs, events, and activities, and in order to maintain historical records as may be required by law or by governing organizations.
22. The Club’s Stakeholders will be made aware of the importance of maintaining the confidentiality of Personal Information.
23. Personal Information will be protected against loss or theft, unauthorized access, disclosure, copying, use, or modification by security safeguards appropriate to the sensitivity of the Personal Information.
24. Personal Information that has been used to make a decision about a Member will be maintained for a minimum of one year in order to allow the individual the opportunity to access the Personal Information after the decision has been made.
25. The Club will make the following information available to Members:
a. This Privacy Policy
b. Any additional documentation that further explains the Club’s Privacy Policy
c. The name or title, and the address, of the person who is accountable for the Club’s Privacy Policy
d. The means of gaining access to Personal Information held by the Club
e. A description of the type of Personal Information held by the Club, including a general account of its use
f. Identification of any third parties to which Personal Information is made available
Access
26. Upon written request, and with assistance from the Club after confirming the Member’s identity, Members may be informed of the existence, use, and disclosure of their Personal Information and will be given access to that Personal Information. Members are also entitled to be informed of the source of the Personal Information, and provided with an account of third parties to which the Personal Information has been disclosed.
27. Unless there are reasonable grounds to extend the time limit, requested Personal Information will be disclosed to the Member, at no cost to the Member, within thirty (30) days of receipt of the written request.
28. Members may be denied access to their Personal Information if the information:
a. Is prohibitively costly to provide
b. Contains references to other individuals
c. Cannot be disclosed for legal, security, or commercial proprietary purposes
d. Is subject to solicitor-client privilege or litigation privilege 
29. If the Club refuses a request for Personal Information, it shall inform the Member the reasons for the refusal and identify the associated provisions of PIPEDA that support the refusal.
Compliance Challenges
30. Members are able to challenge the Club for its compliance with this Policy.
31. Upon receipt of a complaint, the Club will:
a. Record the date the complaint is received
b. Notify the Privacy Officer who will serve in a neutral, unbiased capacity to resolve the complaint;
c. Acknowledge receipt of the complaint by way of telephone conversation and clarify the nature of the complaint within seven (7) days of receipt of the complaint
d. Appoint an investigator using the Club’s personnel or an independent investigator, who will have the skills necessary to conduct a fair and impartial investigation and will have unfettered access to all file and personnel
e. Upon completion of the investigation and within thirty (30) days of receipt of the complaint, the investigator will submit a written report to the Club
f. Notify the complainant the outcome of the investigation and any relevant steps taken to rectify the complaint, including any amendments to policies and procedures
32. .The Club will not dismiss, suspend, demote, discipline, harass, or otherwise disadvantage any Club Member or Stakeholder who:
a. Challenges the Club for its compliance with this Policy
b. Refuses to contravene this Policy or PIPEDA
c. Takes precautions not to contravene this Policy or PIPEDA; even though said precautions may be in opposition to the regular duties performed by the Member

Conflict of Interest Policy
Introduction
Staff and volunteers of the Club Name are expected to adhere to the highest standards of personal and professional competence, integrity and impartiality.  The following are general standards of which staff and volunteers will adhere to.
Financial Interest
A Volunteer staff member will be considered to have potential conflict of interest where he or she, or a member of his or her immediate family (including mother, father, brother, sister, child, husband, wife, common-law spouse) has a direct or indirect financial interest in a matter involving the Club Name, and where the he/she could influence, or appear to be able to influence, any decision on that matter by the Club Name.
An indirect financial interest includes funding or program matters affecting the employer of a member of the Board, or a member of their family, as defined above. A potential conflict exists where he/she could directly influence a decision made in course of discharging his/her duties, and also where he/she could indirectly influence a decision through exerting personal influence over the decision-maker(s).
Interests In Common
A conflict of interest does not exist if the interest is one that is shared in common and generally to the same degree: by many other members of the Club Name membership; or schools, camps; or, by virtually all members of the Board.
Family and Personal Interest
If a potential conflict exists because of a Staff or Volunteer's personal or family interest in a matter, the Staff or Volunteer shall advise the Board or appropriate committee at the first convenient opportunity, and it shall be recorded [In the case of a staff member, her/she notify his/her supervisor in a similar manner]. In the case of significant conflict, the person should outline the nature and extent of the conflict in a letter filed with the President/Commodore, but he/she shall still make a conflict declaration.
Abuse of Position
Volunteers or staff shall not use their position with the Club Name, nor their connection to the Club Name, for personal benefit. In particular, no procedure or system shall be altered or manipulated to provide an advantage for volunteers, staff, family, colleagues or Membership Club, School or Camp to which he/she is a member. Similarly, no personal benefit is to be taken from the use of confidential information. 
Selling to Club Name
Volunteers and Staff and their firms or agencies are not precluded from selling goods, materials or services to the Club Name, provided this activity is consistent with generally accepted competitive commercial practices. Any such arrangements shall meet the test of being available on an equal basis to others, and the amount of payment or compensation shall be appropriate to the circumstances, and below or equal to the cost of such services in the market.
Volunteers and Staff may accept directorship or other volunteer responsibilities with other organizations. This extends to other Clubs, Schools, Camps on the basis that: (a) such responsibilities are disclosed to the President/Commodore (in the case of staff to the Executive Director) and the Board (and both shall maintain a record thereof); and, (b) they shall exempt themselves from all discussions and decisions concerning the relevant Club, School or Camp.
Impartiality
Staff and Board members should recognize that they are seen to exert influence on Club Name funding and fund raising decisions and practices, and to have positions where impartiality and trust is required. When a Board member or Staff member wishes to exercise he/her rights as a citizen to comment upon a decision by the Club Name or some community or governmental body, their intentions and appropriate measures to protect the integrity and reputation of the Club Name shall be discussed first with the Board to President or Staff to Executive Director.  
Declarations on Conflict of Interest
In addition to the foregoing provisions of this section, where a Volunteer of Staff perceives that he/she may have a conflict of interest, as defined above, the following procedure shall apply:
1. As early as possible in the next meeting of the Board or Committee, the person shall indicate the general nature of the potential conflict of interest and the declaration/ comment shall be recorded in the minutes, along with an indication that they refrain from further discussion and voting on the matter. It is the responsibility of the member to declare a possible conflict of interest. Members of the Board or Committee may ask if there is a possible conflict.
2. The person shall not participate in any way in the discussion or debate on any matter in which he/she declares potential conflict of interest, nor shall he/she shall discuss the matter with staff or follow-up on its execution by staff, nor shall he/she send any correspondence on the matter to the Board or Committee, except in relation to the declaration of the conflict,
3. If the matter under discussion takes place during a confidential or in camera meeting of the Board, in addition to the provisions in sub-clauses (1) and (2), he/she shall leave the room during the discussion and voting, and shall be recorded as having done so; and,
4. The withdrawal or absence of a member for purposes of a declaration of potential conflict of interest does not cause the loss of quorum, provided that at least three members of the Board have not made a conflict or interest declaration on the matter.
Insider Information
All Volunteers and Staff are required to refrain from the use or transmission of any confidential or privileged information while serving with the Club Name, and following termination of their relationship with the Club Name. 
Gifts and Benefits
In order to preserve the image and integrity of the Club Name, business gifts for personal use should be avoided; however, the Club Name recognizes that moderate hospitality is an accepted courtesy of a business relationship or marketing efforts. Recipients of allowable gifts or benefits should not permit themselves to reach the position whereby they might be, or might be deemed by others to have been, influenced in making a business decision as a consequence of accepting such hospitality. The frequency and scale of any hospitality accepted should not be greater than the Club Name would allow a Board or staff member to claim as a routine business expense.  
Where any gift is accepted, the acceptance must constitute a benefit to the Club Name, or be of nominal value and publicly acknowledged. Where a gift cannot realistically be refused, or where its acceptance may be seen to be an example of normal business courtesy, the option exists for the Volunteer or Staff to redirect the gift to a Partner Organization/Club, School or Camp of the Club Name. This policy does not apply to any gifts or benefits received in connection with speaking engagements on behalf of the Club Name, or in connection with Volunteer or Staff participation in fund raising activities of their own club or employer, nor to participation in association activities.   
Purchasing Procedures
In order to preserve a neutral purchasing policy, Club Name Volunteers or Staff should not be able to benefit from the purchasing system of either the Club Name or any of its members. An exception may be allowed where it is deemed to be in the general interests of Club Name to maximize its purchasing volume.  
Hiring of Relatives
The policy of the Club Name shall be that no Policy Volunteer or Staff shall participate in any fashion in the hiring, promotion, disciplining or termination of a family member, as an employee of the Club Name.
In general, the fact that a person is related to an employee or to a Board member, shall operate neither to prejudice, nor to raise the person's prospects of being hired, promoted, disciplined or dismissed. In all cases, merit, qualifications, experience, equity and budgetary provision shall be the governing considerations for hiring and promotion.  
Enforcement
It is the responsibility of every Volunteer and Staff Member to be aware of the Code and his/her obligations under the Code, and to the best of his/her ability to ensure that all other Policy Volunteers and Staff are similarly aware. Where any Policy Volunteer or Staff has reason to believe that another Policy Volunteer or Staff is committing a serious breach of this Code, he/she may approach the President/Commodore, (in the case of Staff to the Executive Director) or another officer of the Board, in confidence. However, the responsibility to ensure that all persons observe this Code is under the sole jurisdiction of the Board, and shall be dealt with by the Board as a whole. The members of the Board of Directors shall use the Code as a guide to their actions and failure to do so may form the basis for removal from the Board.
Severability
The provisions of this code of Conduct are severable and if any provision, section or word is held invalid or illegal, such invalidity or illegality shall not affect or impair any of the remaining provisions, section or words.

Communications Policy
Regulations
1. This communication policy is developed to support the strategic direction of Club Name. It will be reviewed and approved by the Board of Directors. 
a.  The official spokespeople for Club Name are: 
(i) Commodore/President 
(ii)  Insert Title
b.  Any one of the official spokespeople for the organization may delegate in writing a media response to any member of staff, the Board of Directors, or a celebrity spokesperson.  Any individual who has not been delegated to communicate with the media must not do so but must instead defer queries in accordance with this policy. 
c.  Upon appointment to his/her position, each official spokesperson will be provided with media training, if in the judgment of the Executive Director, it is warranted. 
d. In the case that one or more celebrity spokespeople are delegated, they shall be provided with a briefing session on the communication objectives, target audiences and main messages of the organization. 
e. Individuals who are recruited and delegated for public speaking opportunities will be provided with copies of the communication policy as well as a briefing session on the communication objectives, target audiences and main messages of the organization. The organization may also provide speeches and presentation material.
f. All communication with the media, membership, government and the general public about Club Name will be handled by the Commodore/President, Official Spokesperson # 2, or designated alternate spokesperson. 
Trademarks and copyrights are the property of Club Name.  Trademarks and copyrights use is governed by the Board of Directors of Club Name and they may not be used under any circumstances without express written permission. 
 PURPOSES 
The purpose of this Statement of Policy and Procedure is to outline protocols for communication planning and public relations activities. 
SCOPES 
This policy applies to the Board of Directors, Volunteers, and staff of Club Name.
RESPONSIBILITIES 
It is the responsibility of staff to generate corporate communication plans that furthers the strategic and operational objectives of Club Name. 


