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Duty.   

	Your Role   

	As duty officer you should make sure members are aware of their responsibilities, and give information to any visitors.  It is vital there is a duty officer on each club night.  

The duty officer is not expected to know everything about paddling and the club.  If someone asks you a question, and you are not sure: Ask another member – there are usually other experienced people around who are happy to help.  If not – people can contact a member of the committee – either in person or via the website. 

	What is in the duty box?   

	· Members signing in book.
· Visitors signing in book.
· Information leaflet for potential new members.
· Committee details.
	· Useful Numbers.
· Membership list.
· Spray deck test details.
· Accident /Incident forms.



	What you need to do: 

	· Arrive at 6.30 on Mondays, or 7pm on Thursdays.  

· Collect duty box from equipment cupboard – the person unlocking the club has keys.

· Ensure people sign on and off the water.

· Spot check members against membership list. 

· Ensure people paddling wear a BA and footwear

· Ensure new/inexperienced members stay in sight of the club

· Suggest people paddling out of sight do not paddle alone, and at the very least stay in sight of others.

· Members can bring visitors to the club.  Each visitor needs to sign the visitor’s book and pay £5.  After their first visit they would be expected to join.

· Tell a committee member/key holder about any money in the box. If you forget on the night–e-mail them as soon as you can.  We don’t want to leave money on site.  

	How Can People Join? 

	People can no longer turn up and join.  Do not accept forms or membership fees.  

People can in one of 4 ways:  (see information leaflet)
1. At a New Members Night.  Dates on leaflet. (no need to book) 

2. After Introduction to White Water Courses.

3. After a Taster Session.  (£10 booked via website)

4. Introduced by an existing member.(see information leaflet for more info)

	Who can wear a spray deck?  

	To wear a spray deck, people need to have done a spray deck test or demonstrate to you they are competent to use one.  A spray deck test can be done in the canal or at a pool session.  Details are in the folder. 

	Who are key holders?  

	Christine Dove
07985 462 415 / or 020 7974 4061
Claire Taylor 

07768 752 635

Dave Pennington
020 7466 4000 

Please call them if the club has not been unlocked at the start of a session

	What to do in the case of Accidents or Incidents? 

	· The first aid box is in the top equipment cupboard.
· Either record this yourself on the forms, or ensure those involved do.  

· Send an e-mail to the safety officer to advice them to look in the book. Safety@regents.co.uk    
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