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Dear John Teuwen,
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Thank you for completing the Quality Club Toolkit Assessment on behalf of

Wombourne Kayak Club.

This report will show how you rated in each section, as well as providing you and us
at British Canoeing with a record of how you are currently doing and what you
intend to implement in order to improve as a club.

The report will show you how you scored overall as well as in each individual
section and subsection. Ideally you should be achieving over 80% overall in order

to be considered for Quality Club accreditation.

79.

Assessment

Your club’s overall score was
79%

This means that your club has a
medium rating overall. You are
obviously doing good work in a
lot of areas, but still have room
for improvement.

The report will help highlight the
areas in which can improve and
provide links to resources that will
help you in each area.
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The Quality Club Toolkit Assessment Questionnaire was divided into five sections.

You can see below how you score for each one of them:

Affiliation 91%

Governance 80%

Safety 86%

Safeguarding 85%

Equality, Diversity & Inclusion 63%

0% 25% 50% 75% 100%

The assessment as well as sections and subsections are also colour coded so that
you can see at a glance how you currently rate in each one of them:

. High — Your club is performing well in this section

Medium — Your club could be performing better in this section

. Low — Your club is not performing very well in this section
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A brief description of each section is included below next to your scores. Further
recommendations in each section and resources will be detailed for each section.

Affiliation — measures the extent to which the club

9% provides information as requested at the point of

affiliation and ensures that this information is uploaded
and updated regularly on the Club Portal.

Affiliation
Governance — measures the processes, practices, and
rules by which those in charge of the club are governing
80% it. The governance of a club underpins its sustained
development. It is the foundations with which to build a
strong and resilient club able to withstand challenges and
Governance adapt to changes in its environment.
86% Safety — measures the systems and processes that your
club has in place to ensure that activities are delivered
safely for all club activity.
Safety
Safeguarding — measures the systems and processes
85%

that your club has in place to ensure that your members
and volunteers are protected whilst involved in club

activities.
Safeguarding

Equality, Diversity and Inclusion— measures how well
you know your club members as well as your local
community and how well you provide for the different
groups of people you engage with and how good a job of

reaching out to the different groups in your area.

63%

Equality, Diversity &
Inclusion
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Affiliation

Club Portal

Ideal recommendations for this section:

Your club should maintain accurate membership records on the Club Portal in the following categories:

Address (This should be the main address that you paddle from. We use this to advertise your
club on the Go Paddling website)

- Telephone number (This is so we can contact you quickly on the right number if required)

- Email address (This goes on the Go Paddling website so that we can promote your club and
link people to you efficiently)

- Website address (This goes on the Go Paddling website so that we can promote your club
and link people to you efficiently)

- Employer Reference Number (This is a regulatory requirement for our insurers, they need to
hold your Employers Reference Number (ERN) for any policy providing Employers Liability
cover.

- Club Description (This goes on the Go Paddling website so that we can promote your club)

- Key Club Committee Members (This is so that we can communicate with the right people at
your club to keep them updated. It is particularly important that email addresses are in place
for these roles and kept updated for key committee members as failure to do so can result in
a breakdown in communication with British Canoeing)

- British Canoeing ‘On the Water’ members at your club (So that we know who is linked to
your club)

- British Canoeing ‘Club Associate’ members at your club (so that we know the number of
individuals seeking additional insurance cover for the purpose of club activities)

A system should be in place at your club to ensure that any changes are noted on the portal as soon
as possible

Constitution

Ideal recommendations for this section:

Your club constitution should ideally include the following categories:
- Name of Club
- Aims and Objectives

- Membership

- Sports Equity
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- Committee

- Finances

- Annual General Meetings and Extraordinary General Meetings

- Amendments to the constitution

- Discipline and appeals

- Dissolution

- Declaration

It should be signed by the Club Chair and at least one other member of the committee.

Measures should be in place to check on an annual that the constitution is still current and reflects
the running of your club.

Club Committee

Ideal recommendations for this section:

Your club should have registered the details of the club's Chair, Secretary, Safety Officer and
Welfare Officer(s) on the Club Portal.

Records of the recruitment and appointment should exist for each role and details of the section of
club they represent are recorded. Election results from AGM and minutes confirming these
appointments are available.

Committee members should be listed within the club's documents, on the club's website and
displayed at the club's facility.

Safety Framework

Ideal recommendations for this section:

Risk Assessments should have been completed for the following and should be reviewed regularly
(every 6 months) or after any accident, incident or near miss:

- Generic club risk assessment

- Site specific (e.g. club site, other site used for club activity and indoor and outdoor training facilities,
including swimming pools and gyms).

- Activity specific (e.g. white water, sea canoeing, etc).
- Dynamic risk assessments.
- Club trips/tours.

The club should be able to evidence that risk assessments have been carried out for all club activity
and these should have been signed by the club's Health and Safety Officer and dated Risk
assessments should be freely available and uploaded onto club's website.

There should be a process in place to ensure coaches/activity leaders carry out dynamic risk
assessments prior to any activity, recording any new risks or changes to prior risks.
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As communicated to clubs in September 2021, part of our continued Club Support is that we are
currently sampling all affiliated Club Risk Assessments. Either at their first affiliation or as a randomly
selected process over the next four years.

Sampling is not a process of approving a risk assessment, but a supportive and guidance
mechanism to enable continuous improvement and to evaluate if there is any support needed and
any learning outcomes and best practice can be shared within the club community and through the
clubhouse. The results of the sampling will be communicated with you and recorded on your club
portal.

If your club’s Risk Assessments have not been sampled yet, then we will do so as part of the Quality
Club process.

Safeguarding
Ideal recommendations for this section:

Evidence that Safeguarding training/refresher training has been undertaken should be in place, e.g.
certification or confirmation of attendance.

Confirmation of course attendance should have been uploaded to the club portal.

Respective children and adults safeguarding policy documents in the name of the club should be in
place which have been signed by club committee members and dated.

Evidence of annual policy reviews, e.g. meeting minutes, dates of review recorded in policy documents
or document review log should be available.

Key Recommendation Resources

British Canoeing Club Affiliation

Club Matters Governance

91% Club Matters Good Governhance

British Canoeing Clubhouse

Affiliation

Your club is currently doing a good job with regard to
conforming to Affiliation requirements and updating the Club
Portal, but there may still be some areas for improvement
you may wish to consider. Use the links if required to help
you improve where necessary.

Club Portal 89% JustGo Club Portal and User Guide

Well done. It looks like you are doing a good job of keeping
the Club Portal updated on a regular basis as required.
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Constitution 100%

It looks like you have a suitable Constitution in place. You
might want to check that that it covers all areas that best
practice recommend though. Use the links to help you with
this process if necessary.

British Canoeing Constitution Template

Club Matters Constitution Guidance

Committee 100%

Well done! It looks like you have all the main Officers for
your committee in place.

British Canoeing Role Descriptions

Club Matters Getting the Right Structure

Role Descriptors

Club Matters Skills Matrix Template

Safety Framework 67%

It looks like you could improve in some areas with regard to
the Safety Framework for your club affiliation requirements.
Use the links to help you with this. Further Safety
requirements are also covered in more detail later in the
report.

Club Matters Health and Safety Information

British Canoeing Paddlesafer Guidance

British Canoeing Paddlesafer Away Trips

British Canoeing Risk Assessment Elearning

British Canoeing Risk Assessment Templates

Safeguarding 100%

Well done. It looks like you are doing a good job with regard
to the Safeguarding requirements for your club affiliation.
Further Safeguarding requirements are also covered in
more detail later in the report.

British Canoeing Safeguarding Policies,

Guidance and Templates

Your suggested improvements

Finding someone to volunteer and | The Committee.
support secretary & H&S, welfare
roles as part of the club's
contingency in the long-term to

replace John Teuwen.

To be carried out by

To be completed by

Difficult to establish, certainly a
long-term ambition.

Note - You may wish to review these actions based on the recommendation and resources
listed above.
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Governance

Values, Vision and Aims

Ideal recommendations for this section:

Your club should have clear Vision, Aims and Objectives in order to clarify the reason for your club's
existence and to help prospective club members know if the club is right for them and help with the
future development of the club. Having these outlined within your club’s governing document(s) will
help confirm the club’s commitment to your Vision, Aims and Objectives. Your club’s Vision, Aims and
Objectives should be visible on your club's website, social media platforms and at club’s your facility.

Your club's development plan should identify the Vision, Aims and Objectives of the club and the
actions that you will be taking moving forward in order to achieve these. Evidence that the vision, aims
and objectives are clearly documented and visible on club's website will help to embed these principles
at the club.

Having them available in the club handbook/code of conduct or at the facility are other great ways of
reinforcing them in the club culture and communicating them during the induction process/documents
will also help in this area.lt is important that club Committee members are able to clearly identify the
future direction of the club and this is aligned to the club's offer. Including Vision, Aims and Objectives
within committee meetings/ AGMs will help keep the club moving in the right direction.

Key Recommendation Resources

Club Matters — Values and Culture

Webinar Case Study - Devizes Canoe Club

60% Website Case study - Devizes Canoe Club

Values, Vision & Aims

It's great that you have your Vision,
Aims and Objectives in place, but
you could be doing more to share
them and incorporate them into the
development and running of your
club. Use the supporting links to
help you with this process.
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Your suggested improvements To be carried out by To be completed by

Embed into current practices to The Committee. Continuous on-going process.
create a culture , which
encourages personal
development and responsibility in
a non-judgemental approach. |

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Club Structure

Ideal recommendations for this section:

When asked, members of your committee should be able to clearly identify what the clubs current
structure is and why they have adopted this. Including:

- Identifying the advantages and disadvantages of their current legal structure.

- Identifying if their current structure is right for the club at present and for any planned development
of the club.

Discussions should be documented as part of minutes of committee meetings, including why other
legal structures were not appropriate and key factors that would trigger a change in status.

Ideally your club should have identified risks and mitigating actions on a risk register. The risk
register should be agreed and dated by the committee.

Your club should also keep a record of any evidence of attendance at any training/ CPD relating to
the club's structure.Your club structure may involve certain requirements and responsibilities which
need to be understood and acted upon.

The club should keep records of any amendments to governing document or annual returns that
have been reported to relevant bodies as required (e.g. HMRC or Charities Commission).

Key Recommendation Resources

Club Matters Good Governance

Charity Commission

Government Guidance
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100%

Club Structure

Well done. Your club is currently doing a
good job with regard to your Club
Structure, but there may be some areas for
improvement you may wish to consider in
order to protect the interests of your club
and committee. Use the supporting links to
help you with this process if necessary.

Your suggested improvements To be carried out by To be completed by
None N/A N/A

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Club Committee

Ideal recommendations for this section:

Committee roles should be split across different committee members (one committee member does
not take on multiple different roles).

Names and addresses of at least three unrelated, non-cohabiting committee members should be
provided by the club.

A statement should be included within club's governing document noting a minimum requirement of
3 non-cohabiting, unrelated committee members.

Committee members should be listed within club documents, club's website or displayed at club’s
facility.

The club should provide clear role descriptions for all committee roles which outlines their role,
responsibilities and required skills. Committee members understand their roles and responsibilities
and a process is in place to ensure understanding.

Role descriptions should be in place for each committee position and ideally signed and agreed by
all role holders.

Terms of reference should be developed for main club committee and any sub committees

Ideally skills audits should be carried out on existing committee members and recruitment processes
used to fill skills gaps.
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Ideally applicants for committee posts should evidence skills in their applications and the selection
process should be skills
based.

The club should be able to evidence that both formal and informal CPD training is undertaken by
club committee members where appropriate.

A committee induction pack should exist and include all relevant information required to enable them
to fulfil their role.

The club should have a clear succession plan in place for all roles.

Handover periods should be in place. e.g. shadowing of existing post-holder or minutes where
handover was discussed and documented

Records of the recruitment and appointment should exist for each role and details of the section of
club they represent should be recorded. Election results from AGM and minutes confirming these
appointments should be available.

Committee members should be listed within the club's documents, club's website or displayed at the
club's facility.

Committee members’ roles, contact details and images should be detailed on club's website at the
club's facility and/or within club documents.

The club should be able to evidence the introduction of the club committee to new members.

There should be reference to quorum for decision making within governing document (e.g.
constitution).

Decision making records e.g. meeting minutes should be agreed by committee members.

Meeting agendas/schedule should be available to all members and the club's workforce (e.qg.
displayed at club facility or uploaded onto club's website).

Meeting minutes should be made available (e.g. emailed to club members and the clubs workforce
or uploaded to clubs website).

The club's governing documents should state that the AGM should be held annually.

The process for nominating committee members should be outlined in governing documents and
made clear to all members. Process for electing committee members should be communicated to all
members prior to the AGMSs.

Governing documents should state that committee members should not serve a period longer than 8
years and set out how members are currently elected.

The club should keep a conflicts of interest register and declarations of interest forms.

Examples should be documented of where conflicts of interest have been recognised and the
process followed to ensure this was managed effectively (e.g. meeting minutes).

Evidence of consultation processes should be available e.g. suggestion boxes / feedback forms /
club surveys etc.
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Key Recommendation Resources

British Canoeing Role Descriptions

Club Matters Getting the Right Structure Role Descriptors

76% Club Matters Volunteer Development

Club Matters Keeping Volunteers

Club Matters Good Governance

Committee
Club Matters Skills Matrix Template

It's great that you have a suitable Club Matters Effective Meetings
committee in place, but you could be doing

more to ensure that you have everything in
place to protect the interests of your club Club Matters Dealing with Difficult Meetings
and running of your committee. Use the

supporting links to help you with ensuring
that you have this in place. Club Matters Club Experience

Club Matters Minutes Template

Club Matters Conflicts of Interest

CPSU Guidance on consultation with younger members

Your suggested improvements To be carried out by To be completed by

Identifying members with a skills The Committee Difficult to establish
set to meet the future needs, that
is prepared to volunteer.

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Finances

Ideal recommendations for this section:

Your club should be able to evidence standard agenda items or meeting minutes evidencing
reporting of club finances.

Your club should be able to evidence budget sheets that align with the club's development plan.
For larger clubs your accounts may need to be signed by an audited accountant.

Your club minutes from the AGM should evidence that they have reported on the club's accounts.

Your accounts should be accessible to all via the club's website or made available upon request.
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If appropriate you should be able to evidence any national insurance, pension and tax administration
associated with paid staff if employed.

If appropriate the distinction between volunteers and paid staff should be clearly understood.
You should have a dual authorisation function set up on bank account.
Your club should ideally have a reserves/savings account and a reserves policy is in place.

You should ideally have a sinking fund which exists to cover the replacement/upgrade of facilities
and equipment.

You should be able to evidence how the club generates income from a diverse range of sources.

Key Recommendation Resources

Club Matters Finances

Club Matters Budgeting Templates

78% Club Matters Managing Money Guidance

Club Matters Online Banking Guide

Sport England Sustainable Clubs Site

Finances :
Club Matters Tax and Sports Clubs Guidance

It's great that you have a suitable systems | HMRC Tax Status Check Tool
in place in place to help manage your

club’s finances, but you could be doing
more to ensure that you have everything in | Sport England Funding Information
place to protect the interests of your club
and running of your committee. Use the

supporting links to help with this process. Club Matters Funding Guidance (online module)

Club Matters Generating Income Guidance

Club Matters Funding Information

Your suggested improvements To be carried out by To be completed by

None N/A

N/A

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Operational Compliance

Ideal recommendations for this section:

Your club should be appropriately insured.
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Copies of relevant insurance documents should be available. Insurance certificates should be on
display at your club facility if you have one. Relevantinsurance should be in place for club events/trips.
Relevant insurance should be in place for club events/trips. Evidence of licenses if appropriate should
be displayed at your club facility.

Key Recommendation Resources

British Canoeing Insurance Information

Club Matters Insurance Guidance

100% Club Matters Insurance Top Tips

HMRC Club Premises Certificate

HMRC Licensing Information

Operational Compliance

Well done. Your club is currently doing a
good job with regard to the management of
your club’s operational compliance but
there may still be some areas for
improvement you may wish to consider in
order to protect the interests of your club
and the running of your committee. Use the
supporting links if necessary to help you
with ensuring that you have suitable
measures in place.

Your suggested improvements To be carried out by To be completed by

Share Telford Canoe Club Jointly On-going.
Facilities as a result of having an
additional membership.

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Policy Documents

Ideal recommendations for this section:

Your club should be able to demonstrate how you collect membership data, e.g. membership form.

You should be able to evidence how the club collects information on the club's volunteers, e.g. coach's
registration form.
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A register should be kept of who has agreed to code of conducts (appropriate to their position within
the club) and signed declarations regarding the risk of activities.

The full club's committee should have inputted into the development of the development plan with
consultation of all members. It should be regularly reviewed and sets out the vision of the club, aims
and objectives and actions to ensure these are achieved.

The development plan should be freely available and uploaded onto the club's website.

Evidence that progress against the development plan should be in place (e.g. minutes from committee
meetings or amended versions of the development plan are dated).

Details/formal documentation of disciplinary procedure should be in place and should be contained
within the club’s governing documents.

Your club should be able to evidence that a dispute and appeals process is in place.

Evidence of how this is communicated to members, the workforce, parents/carers, e.g. on club's
website, available at club's facility, email communications or induction information.

All club documents should be dated with review date shown.
The club keeps a schedule of review dates and nominate club committee members to review them.

A process should be in place to review key documents annually prior to AGM so that any
updates/changes can be discussed and agreed.

Key Recommendation Resources

British Canoeing Club Affiliation Documents

British Canoeing Standard Operating Procedures

87% British Canoeing Code of Conduct template

British Canoeing Code of Conduct for Parents and Carers

British Canoeing Junior Code of Conduct

Policy Document
olicy Documents British Canoeing Coaches Code of Conduct

Well done. Your club is currently doing a British Canoeing Code of Conduct for the Coaching Workforce
good job with regard to your Policy Elearning

Documents and sharing them with your
club members, but there may still be some | Club Matters Code of Conduct Information
areas for improvement you may wish to
consider in order to protect the interests of | CPSU Example Codes of Conduct
your club and the running of your )
committee. Use the supporting links to help | SRAGDPR Toolkit

g?;cévith ensuring that you have these in British Canoeing GDPR Toolkit

British Canoeing Data Protection

CPSU Information on Data Protection

British Canoeing Paddle sport consent and medical form

Club Matters planning your future
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https://thecpsu.org.uk/resource-library/policies/sample-codes-of-conduct-for-parents-children-and-staff/
https://www.sportandrecreation.org.uk/pages/gdpr-clubs
https://www.britishcanoeing.org.uk/guidance-resources/gdpr-toolkit
https://www.britishcanoeing.org.uk/about/privacy-centre
https://thecpsu.org.uk/resource-library/best-practice/guidance-on-child-protection-records-retention-and-storage/
https://www.britishcanoeing.org.uk/uploads/documents/T4-Paddlesport-Consent-Form-22.03.21.pdf
https://www.sportenglandclubmatters.com/planning-for-your-future/
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British Canoeing Disputes and Appeals

Your suggested improvements

Data Protection policy highlighted
on email communication?

To be carried out by

The Committee to discuss how.

To be completed by

To be confirmed.

Note - You may wish to review these actions based on the recommendation and resources
listed above.



http://www.britishcanoeing.org.uk
https://www.britishcanoeing.org.uk/about/governance/policies-procedures
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Safety

Policies

Ideal recommendations for this section:

Your club should be able to evidence that a Health and Safety policy is in place and reviewed annually.
Dates of review should be recorded on the Health and Safety Policy document(s).

Evidence that your club's Health and Safety policy should be easily available, e.g. policy on club's
website, inclusion in induction pack or displayed within your club's facility.

Yourclub should have a statement/policy about their duty of care for those playing and visiting the club.

A risk acknowledgement statement should be in place with evidence of requiring member
consent/acceptance of risk (e.g. tick box and signature on member's application form).

The club should be able to evidence any training/information provided regarding safety and
emergencies.

The club should have details/documentation associated with safety briefings carried out prior to
activities.

Your club should be able to evidence that they have utilised the ‘Paddlesafer’ guidance through use
of checklists, promotion of best practice to members and the club's volunteers.

Subscription to British Canoeing Safety Alerts/Newsletter and procedures to follow recommended
guidance should be in place.

Key Recommendation Resources

British Canoeing Policies and Procedures

British Canoeing Clubhouse

British Canoeing Paddlesport Consent Form

British Canoeing Club Safety Plan Checklist

Policies Club Matters Health and Safety Information
Well done. Your club is currently doing a Health and Safety Executive
good job with regard to your Safety Policy
Documents and sharing them with your British Canoeing Paddlesafer Guidance

club members, but there may still be some
areas for improvement you may wish to
consider in order to protect the interests of
your club and the running of your
committee. Use the supporting links to help
you with ensuring that you have these in
place.



http://www.britishcanoeing.org.uk
https://www.britishcanoeing.org.uk/guidance-resources/clubs/club-affiliation
https://clubhouse.britishcanoeing.org.uk/templates-and-guidance/
https://www.britishcanoeing.org.uk/guidance-resources/safeguarding/policies-guidance-and-templates
https://clubhouse.britishcanoeing.org.uk/templates-and-guidance/
https://www.sportenglandclubmatters.com/governance/policies-and-procedures/
https://www.hse.gov.uk/entertainment/leisure/amateur-sports-club.htm
https://clubhouse.britishcanoeing.org.uk/paddlersafer/
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Your suggested improvements To be carried out by To be completed by

Continuous On going review, Committee Meeting The Committee.
adjusting when necessary.

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Risk Management

Ideal recommendations for this section:

Your risk assessments should identify key areas for consideration around the club's duty of care, e.g.
not letting U18s wait for parents outside unsupervised.

Suitable procedures should be in place within your Health and Safety policy.

Health and safety policy/risk assessment documentation should be in place evidencing requirement
to wear safety equipment as appropriate.

There should be a process in place to ensure coaches/activity leaders carry out dynamic risk
assessments prior to any activity, recording any new risks or changes to prior risks. Evidence exists
to verify that these are conducted for all activities.

You should have sufficient measures and additional risk assessments in place for the running of
events.

Key Recommendation Resources

British Canoeing Risk Assessment Elearning

British Canoeing Risk Assessment Templates

75%

Risk Management

It's great that you have a number of
suitable Risk Management processes and
procedures in place, but it looks like you
could be doing more to ensure that you
have everything in place to protect your
members and to protect the interests of
your club committee. Use the supporting
links to help you with ensuring that you
have these in place.



http://www.britishcanoeing.org.uk
https://shop.sarola.co.uk/shop/risk-management-and-risk-assessment/
https://www.britishcanoeing.org.uk/guidance-resources/clubs/club-affiliation

John Teuwen
Wombourne Kayak Club

Quality Club

Your suggested improvements To be carried out by To be completed by

Introduce Paddle Safer The Coach Coordinator August 2023.
Programme to beginners or
members whom have not
achieved WWSR.

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Equipment
Ideal recommendations for this section:

Documentation should be in place evidencing safety audits of equipment and any actions taken (e.g.
included within Standard Operating Procedures).

Your club should have Equipment Checklists in place which are checked at least annually.

Reference to checking first aid kit/equipment should be made within the club's Standard Operating
Procedures. This should include timescales for checking contents.

First aid contents checklists should be completed which identify any contents that needs to be
replaced. Checklists should be dated to ensure checks are carried out regularly.

Key Recommendation Resources

British Canoeing Equipment Management and
Safety eLearning

A British Canoeing Boat Racking Policy
50%

British Canoeing Club Trailer Advice

Equipment

It looks like you may need to review the systems and
procedures you have in place regarding the provision
and maintenance of Equipment at your club, it looks
like you could be doing more to ensure that you have
everything in place and shared with your members in
order to protect the interests of your club and the
running of your committee. Use the supporting links to
help you with ensuring that you have these in place.



http://www.britishcanoeing.org.uk
https://www.britishcanoeing.org.uk/news/2021/new-equipment-management-and-safety-elearning
https://www.britishcanoeing.org.uk/news/2021/new-equipment-management-and-safety-elearning
https://clubhouse.britishcanoeing.org.uk/templates-and-guidance/
https://clubhouse.britishcanoeing.org.uk/templates-and-guidance/
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Your suggested improvements To be carried out by To be completed by

Coaches, Leaders carry their own | Coaches, Leaders, Equipment Continuous on-going.
1st Aid, group safety equipment. Officer.
Boats are monitored by
Equipment officer.

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Volunteers

Ideal recommendations for this section:

You should have a role description for your Safety Officer ideally signed.
Your Safety Officer should have evidence of attendance at British Canoeing Event Safety training.

Contact details for First Aiders and Safety Officer should be easily available, e.g. contact details on
club noticeboards, posters in key areas and on club's website.

Documentation should be available evidencing Safety Officer and nominated First Aiders’ training
and certification.

Documented evidence of Coaches and Leaders meeting minimum training standards should be
available (e.g. certificates).

Qualifications for volunteers should be uploaded to British Canoeing’s Club Portal.

Systems should be in place to check that Coaches and Leaders first aid qualifications remain in
date.

Your club should be able to evidence that they have utilised the ‘Paddlesafer’ guidance through use
of checklists, promotion of best practice to members and the club's volunteers.

Key Recommendation Resources

British Canoeing Health and Safety Officer Role Description

Event Safety Management



http://www.britishcanoeing.org.uk
https://www.britishcanoeing.org.uk/uploads/documents/Event-Management-Health-and-Safety-Officer-Role-and-Responsibilities.pdf
https://www.britishcanoeing.org.uk/guidance-resources/safety-1/event-safety-management
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British Canoeing Paddlesafer Guidance

86%

Volunteers

Well done. It looks like you are doing a
good job with regard to ensuring that your
Volunteers are operating and being
deployed to ensure the safety of your
members. There may still be some areas in
which you could improve. Use the links if
necessary to help you with these
improvements.

Your suggested improvements To be carried out by To be completed by

Relevant training, E. G WWSR. The Committee On-going

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Reporting
Ideal recommendations for this section:

Your club should be able to evidence where accident and incident reports are stored, e.g. online filing
system or locked documents.

Documentation should exist which outlines the process to report accidents and incidents to British
Canoeing (e.g. Standard Operating Procedures) and all relevant individuals understand and follow this.

Key Recommendation Resources

British Canoeing Reporting Accidents and
Incidents

100%

Reporting



http://www.britishcanoeing.org.uk
https://clubhouse.britishcanoeing.org.uk/paddlersafer/
https://www.britishcanoeing.org.uk/guidance-resources/safety-1/incident-reporting
https://www.britishcanoeing.org.uk/guidance-resources/safety-1/incident-reporting

John Teuwen
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Well done. It looks like you are doing a good job with regard
to ensuring that your Reporting processes are in place and
working effectively. There may still be some areas in which
you could improve. Use the links if necessary to help you
with these improvements.

Shared discussion The Committee On-going.

Note - You may wish to review these actions based on the recommendation and resources
listed above.



http://www.britishcanoeing.org.uk
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Safeguarding

Safeguarding Policy
Ideal recommendations for this section:

Respective children and adults safeguarding policy documents in the name of the club should have
been signed by club committee members and dated.

Your club should have evidence of annual policy reviews, e.g. meeting minutes, dates of review are
recorded in policy documents or document review log is kept.

The club should be able to evidence how safeguarding polices have been communicated to all club
members effectively, e.g. membership induction pack, email with polices attached, fact sheet or similar
for junior members (e.g. picture of fact sheet available on club noticeboard).

The club should ensure that policies are made available publicly, e.g. website link or copy of policy
documents at club facility including club noticeboard or club rooms with documents accessible.

Key Recommendation Resources
British Canoeing Safeguarding Policies, Templates and
Guidance

CPSU Self-Assessment Toolkit (Policy)

Ann Craft Trust Advice on Writing and Implementing Adult
Safeguarding Policy

Safeguarding Policy Ann Craft Trust Policy and Procedures Template

Well done. It looks like you are currently Ann Craft Trust Differences Between Children and Adults

doing a good job with regard to the ) ] ]
Safeguarding Policy at your club, but there DCMS Helping Keep your Child safe in sport

may still be some areas for improvement HMGov Sharing Safeguarding Information Guidance
you may wish to consider in order to

protect your club members as well as your | Club Matters Safequarding Information

committee members and volunteers. Use . . .
L . . British Canoeing Code of Conduct for the Coaching Workforce
the supporting links if required to help you

with ensuring that you have these in place.

Your suggested improvements To be carried out by To be completed by
Parents/Guardians are informed The Committee, Coaches, Continuous on-going process.
that they are individually Leaders.

responsible during pool sessions
or club night activities when
changing. However, they are
required to participate in river
trips.



http://www.britishcanoeing.org.uk
https://www.britishcanoeing.org.uk/guidance-resources/safeguarding/policies-guidance-and-templates
https://www.britishcanoeing.org.uk/guidance-resources/safeguarding/policies-guidance-and-templates
https://thecpsu.org.uk/self-assessment-tool/?state=1#policy
https://www.anncrafttrust.org/resources/tips-safeguarding-adults-policy-procedure/
https://www.anncrafttrust.org/resources/tips-safeguarding-adults-policy-procedure/
https://www.anncrafttrust.org/resources/safeguarding-adults-policy-procedures-templates/
https://www.anncrafttrust.org/resources/why-have-different-policies-and-procedures-for-safeguarding-children-and-adults/
https://www.britishcanoeing.org.uk/uploads/documents/Child-Protection-Leaflet-for-Parents.pdf
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.sportenglandclubmatters.com/welfare-safeguarding/managing-welfare-and-safeguarding/
https://www.britishcanoeingawarding.org.uk/resource/british-canoeing-code-of-conduct-for-coaching-workforce/
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Note - You may wish to review these actions based on the recommendation and resources
listed above.

Safeguarding Procedures

Ideal recommendations for this section:

Risk assessment of the club's activities should identify potential safeguarding issues/situations that
may arise and appropriate mitigating actions.

The Club's safeguarding procedures document should cover all safeguarding obligations including:
- Bullying at the club.

- Cyber bullying linked to the club's social media presence.

- Whistle Blowing.

- Appropriate supervision of juniors.

- How to transport juniors.

- Collection of juniors.

- Collection and storage of player profile and medical consent forms.

- Use of photography and filming equipment.

- How to use images of juniors.

- Being in changing rooms with juniors.

- Safe and appropriate use of social networking to communicate.

- Disciplining juniors/adults who are considered to be at risk and handling challenging behaviour.
- Use of mobile phones.

- Overnight stays.

- Other relevant situations.

Evidence regular workforce safeguarding training should be in place.

Induction packs should include information on safeguarding processes.

Clear reporting channels should have been identified by the club and documented.

There should be evidence of the club communicating safeguarding procedures to all those at the
club, e.g. on website, via membership sign ups, inductions, etc.

Contact details of club welfare officer/s and relevant bodies should be easily accessible including
British Canoeing Safeguarding Lead, Local Authority Lead and NSPCC .



http://www.britishcanoeing.org.uk

John Teuwen
Wombourne Kayak Club

PBRITISH
(¥ CANOEING
Quality Club

There should be a formal complaints and appeals process in place (separate documentation or

included within club's governing document).

Key Recommendation

91%

Safeguarding Procedures

Well done. It looks like you are currently
doing a good job with regard to the
Safeguarding Procedures at your club, but
there may still be some areas for
improvement you may wish to consider in
order to protect your club members as well
as your committee members and
volunteers. Use the supporting links if
required to help you with ensuring that you
have these in place.

Resources

British Canoeing Safeguarding Policies, Templates and
Guidance

Ann Craft Trust Policy and Procedures Template

CPSU Self-Assessment Tool

CPSU Putting Safequards in Place

Club Matters Safeguarding Page

CPSU Reporting Procedure

British Canoeing Safeguarding Contacts

CPSU Overview of Relevant Safeguarding Leads

Ann Craft Trust Photography Advice

CPSU Photography Advice

CPSU Online Safety Guidance

HMGov Sharing Safeguarding Information Guidance

British Canoeing Disputes and Appeals

Your suggested improvements

To be carried out by

To be completed by

None

The Committee

On-going

Note - You may wish to review these actions based on the recommendation and resources

listed above.

Recruitment and Deployment

Ideal recommendations for this section:

The club should be able to evidence completed self-declaration forms.

Risk assessment documentation associated with recruitment should be in place

DBS checks should be carried out as appropriate

Evidence that a register is kept recording dates of DBS checks should be in place.



http://www.britishcanoeing.org.uk
https://www.britishcanoeing.org.uk/guidance-resources/safeguarding/policies-guidance-and-templates
https://www.britishcanoeing.org.uk/guidance-resources/safeguarding/policies-guidance-and-templates
https://www.anncrafttrust.org/resources/safeguarding-adults-policy-procedures-templates/
https://thecpsu.org.uk/self-assessment-tool/
https://thecpsu.org.uk/help-advice/putting-safeguards-in-place/
https://www.sportenglandclubmatters.com/welfare-safeguarding/
https://thecpsu.org.uk/media/319549/safeguarding-reporting-procedure-flowcharts-watermarked.pdf
https://www.britishcanoeing.org.uk/guidance-resources/safeguarding/safeguarding-contacts
https://thecpsu.org.uk/help-advice/putting-safeguards-in-place/#heading-top
https://www.anncrafttrust.org/resources/photography-guidance-for-adults/
https://thecpsu.org.uk/help-advice/topics/photography/
https://thecpsu.org.uk/help-advice/topics/online-safety/
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.britishcanoeing.org.uk/about/governance/policies-procedures
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A standard agenda item in meetings to flag expiry dates of DBS checks and qualifications should be
in place

Evidence that safeguarding training/refresher training has been undertaken should be in place, e.g.
certification or confirmation of attendance.

The club should be able to evidence that they track when online refresher training is due. Could
include spreadsheet with expiry date of training and qualifications.

Safeguarding procedure information should be included in induction packs, internal commes, etc.

The club should be able to evidence support for additional training, e.g. booking
information/confirmation showing subsidy from club.

The club should keep records of additional training/qualifications or attendance at sessions.

The club should be able to evidence that Safeguarding considerations are covered in induction
process and/or induction documentation.

The club should identify specific safeguarding responsibilities for different roles within the club.

Copies of references should be kept by the club for all active workforce members.

Key Recommendation Resources

British Canoeing DBS FAQ's

British Canoeing DBS Checks Guidance

67% HM Gov Info on DBS Checks for Volunteers

British Canoeing Safequarding Training
Requirements

Recruitment and Deployment British Canoeing Child Protection Training

UK Coaching Safeguarding and Protecting Children

It's great that you have a number of good Recruitment
and Deployment measures in place, but you could be | Ann Craft Trust Safe Recruitment Guidance
doing more to ensure that you have everything in
place to protect your club members, committee

members and volunteers. Use the supporting links to | CPSU Self-Assessment Toolkit (Prevention)
help you with ensuring that you have these in place.

CPSU Safe Recruitment Guidance

British Canoeing Safer Recruitment of Volunteers
Palicy

British Canoeing Recruitment of Individuals
working with Children

British Canoeing Self-Declaration Form

CPSU Self-Declaration Form Information and
Template

British Canoeing Volunteer Induction Form

NSPCC Child Protection in Sport Training

British Canoeing Safequarding Training Overview



http://www.britishcanoeing.org.uk
https://www.britishcanoeing.org.uk/uploads/documents/G17-DBS-Frequently-Asked-Questions-270716.pdf
https://www.britishcanoeing.org.uk/uploads/documents/G26-Disclosure-and-Barring-Service-DBS-Guidance.pdf
https://www.gov.uk/government/publications/disclosure-application-process-for-volunteers/disclosure-application-process-for-volunteers
https://www.britishcanoeing.org.uk/uploads/documents/G21-Safeguarding-Training-Requirements-July-21.pdf
https://www.britishcanoeing.org.uk/uploads/documents/G21-Safeguarding-Training-Requirements-July-21.pdf
https://www.britishcanoeing.org.uk/uploads/documents/240620-G14-Equivalent-Child-Protection-Training-Sep-2020.pdf
https://www.ukcoaching.org/courses/workshops/safeguarding-protecting-children
https://www.anncrafttrust.org/resources/safe-recruitment-process/
https://thecpsu.org.uk/help-advice/topics/safer-recruitment/
https://thecpsu.org.uk/self-assessment-tool/?state=1#prevention
https://www.britishcanoeing.org.uk/uploads/documents/P7-British-Canoeing-Safer-Recruitment-of-Volunteers-Policy-January-2023.pdf
https://www.britishcanoeing.org.uk/uploads/documents/P7-British-Canoeing-Safer-Recruitment-of-Volunteers-Policy-January-2023.pdf
https://www.britishcanoeing.org.uk/uploads/documents/G15-Recruitment-and-Selection-of-Individuals-Working-with-Children-270716.pdf
https://www.britishcanoeing.org.uk/uploads/documents/G15-Recruitment-and-Selection-of-Individuals-Working-with-Children-270716.pdf
https://www.britishcanoeing.org.uk/uploads/documents/G7-Self-Declaration-Form-Apr21.pdf
https://thecpsu.org.uk/resource-library/forms/self-declaration-form/
https://thecpsu.org.uk/resource-library/forms/self-declaration-form/
https://www.britishcanoeing.org.uk/uploads/documents/G8-Guidance-for-clubs-and-centres-Interim-Suspension-of-Individuals-Pending-an-Investigation-Apr21.pdf
https://learning.nspcc.org.uk/training/introductory/child-protection-in-sport-online-course/
https://www.britishcanoeing.org.uk/guidance-resources/safeguarding/safeguarding-training
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Your suggested improvements To be carried out by To be completed by

Induction The Committee Not sure.

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Welfare Officer

Ideal recommendations for this section:

Evidence of appointment of Club Welfare Officers, e.g. contact details or profile of officers should be
listed on club's website.

Minutes from AGM or committee meeting should confirm Welfare Officer appointments.

A job description and person specification for both Welfare Officer and Deputy Welfare Officer should
be in place.

Role descriptions should ideally be signed and acknowledged by role holder.

Evidence that safeguarding training/refresher training has been undertaken, e.g. certification or
confirmation of attendance should be uploaded to the Club Portal

The Welfare Officer and Deputy Welfare Officer's names and contact details should be clearly
available on the club's website, at the club's facility, within key club documents or communicated to
all.

Key Recommendation Resources

British Canoeing Welfare Officer Job Description

Club Matters Welfare Officer Role Outline

83% British Canoeing Safequarding Training Requirements

British Canoeing Child Protection Training

UK Coaching Safeguarding and Protecting Children

Welfare Officer y ) . .
British Canoeing Safequarding Policies, Templates and

Guidance

Well done. It looks like you are currently
doing a good job with regard to the Welfare | cpsy Time to Listen Training
Officer provision at your club, but there
may still be some areas for improvement
you may wish to consider in order to
support your Welfare Officers and protect
your club members as well as your



http://www.britishcanoeing.org.uk
https://www.britishcanoeing.org.uk/uploads/documents/T5-Club-Welfare-Officer-Job-Description-22.03.21.pdf
https://www.sportenglandclubmatters.com/welfare-safeguarding/managing-welfare-and-safeguarding/welfare-officer-role-descriptor/
https://www.britishcanoeing.org.uk/uploads/documents/G21-Safeguarding-Training-Requirements-July-21.pdf
https://www.britishcanoeing.org.uk/uploads/documents/240620-G14-Equivalent-Child-Protection-Training-Sep-2020.pdf
https://www.ukcoaching.org/courses/workshops/safeguarding-protecting-children
https://www.britishcanoeing.org.uk/guidance-resources/safeguarding/policies-guidance-and-templates
https://www.britishcanoeing.org.uk/guidance-resources/safeguarding/policies-guidance-and-templates
https://thecpsu.org.uk/training-events/specialist-safeguarding-training#club-welfare-officer-training
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committee members and volunteers. Use
the supporting links if required to help you
with ensuring that you have these in place.

Your suggested improvements To be carried out by To be completed by

Plan for a Deputy Welfare Officer | The Committee Difficult to implement.

Note - You may wish to review these actions based on the recommendation and resources
listed above.



http://www.britishcanoeing.org.uk
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Equality, Diversion and Inclusion

Good Governance

Ideal recommendations this section:

Yourclub should have an Equality Policy and Anti-Bullying Policies in place. You can adopt the wording
from British Canoeing's policies.

Your policies should be shared with all members through registration documents and as a basic
requirement of becoming a member of the club. This commitment should also be embedded in codes
of conduct for members.

Having the policies available on your website and social media means that they are easily available
and let’s potential members of the club know about your commitment as well.

Ideally your Anti-Bullying policy should also incorporate sections on inappropriate language and
harassment.

Language can be used to discriminate against or exclude a person or group of people, whether
knowingly or unknowingly.

- A Bullying and Harassment Policy should clearly outline that explicitly discriminatory or inappropriate
language (for example, homophobic, racist or xenophobic comments) should be listed as inappropriate.

- Using 'banter' as an excuse for inappropriate behaviour is not acceptable. Repeated discriminatory
language aimed at a particular person or group of people, that makes inappropriate comments or jokes
at the expenses of someone's identity, or used as an excuse to justify inappropriate or discriminatory
language or comments, falls under bullying and harassment.

Inclusion can be communicated in a range of ways:
- Included in the "About" section or website introduction for the club
- Ensure the constitution is made readily available to all members of the club

- Used in social media posts or website/blog posts by the club e.g. "We are a friendly, welcoming club
who are committed to inclusion”

Volunteers who represent a range of backgrounds, experiences and who represent a range of
identities can be a very visual aid to the clubs efforts in equality, diversity and inclusion.

- Are club volunteers listed with photographs/headshots on the website, social media pages or other
club content?

- Do coaches, leaders and deliverers at the club also have a range of backgrounds, experiences and
identities?

If the club's volunteer body does not have a range of representation in these groups, this should be
something the club looks to address across the membership as a whole.



http://www.britishcanoeing.org.uk
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Where there is an opportunity to have representation of this kind as part of the core volunteer body, or
the committee of the club, this should be implemented to ensure that members from under-
represented groups.

- If the club has some recognised gaps in this space, then implementing approaches to improve the
diversity of volunteers should be discussed.

Key Recommendation Resources

British Canoeing Equality, Diversion & Inclusion
British Canoeing Equality Policy

British Canoeing EDI Resources

Sport England Club Matters - Recruiting Volunteers

Good Governance Anti-Bullying Alliance - What is Banter

British Canoeing Anti-Bullying Policy

Well done. It looks like you are doing a
good job regarding EDI Governance
measures in place at your club. In the
interest of both your individual club
members and your club committee and
volunteers there may still be some areas
you could improve on. Use the supporting
links if necessary to help you with ensuring
that you have these in place.

Your suggested improvements To be carried out by To be completed by
To encourage more members to The Committee On-going.
volunteer.

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Understanding Your Club

Ideal recommendations this section:

Use of an up-to-date equality monitoring form is important to accurately collect monitoring data on
the diversity of your club.



http://www.britishcanoeing.org.uk
https://www.britishcanoeing.org.uk/about/equality-diversity-and-inclusion
https://www.britishcanoeing.org.uk/uploads/documents/British-Canoeing-Equality-Policy-December-2022-1.pdf
https://www.britishcanoeing.org.uk/about/equality-diversity-and-inclusion#resources
https://www.sportenglandclubmatters.com/volunteer-development/recruiting-volunteers/
https://anti-bullyingalliance.org.uk/tools-information/all-about-bullying/what-bullying/banter
https://www.britishcanoeing.org.uk/uploads/documents/P3-British-Canoeing-Anti-Bullying-Policy-160316.pdf
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Understanding the breakdown of your membership and seeing where there is a lack of diversity
should then inform efforts to engage with these groups, or make changes to activities or delivery to
attract these groups.

Understanding the motivations of your members to paddle means that the club can ensure its offer is
suitable for the range of members it has currently, and can provide the pathway for anyone to seek
opportunities, such as competition, volunteering, coaching or leading.

Clubs can work on establishing this in a variety of ways, but all involve speaking with those currently
at the club. They could be surveyed each year, or have a question or option to fill in on a registration
form, for example.

The needs of paddlers can be wide and varied. They can be accessibility-related, safety-related, or
identity-related. Working with members to ensure their needs are met during club activities, whether
in a training/paddling, competition or social context, and making reasonable adjustments to
accommodate those needs can have a significant impact on how welcomed and included members
feel.

An easy way to foster this conversation is through an induction process, where new members have
an opportunity to discuss their needs and any required adjustments.

Spending time understanding the experience of under-represented groups can mean the club is
better informed, especially if the club has members from these communities. It can support the
creation of activity that is more accessible and inclusive to more people.

Clubs can do this by having one-on-one discussions, or surveying the wider club.

Clubs should not use a single person or group as the only source of information when looking to
improve the clubs offer. They can only provide their own perspective, and instead the aim should be
to work collaboratively to make changes which benefit everyone.

Just as safeguarding and safety training is essential for volunteers, equality, diversity and inclusion
should also be a priority, to ensure all club volunteers understand the impacts of these themes on
their club activity.

British Canoeing now has a free eLearning module available, titled Introduction to Equality, Diversity
and Inclusion, released in 2021

Many external providers, such as UK Coaching, provide high-quality and up-to-date information, not
just for coaches, but awareness and information for other volunteers

Equality, diversity and inclusion should form part of the upskilling agenda for all volunteers,
regardless of role.

Having a representative volunteer workforce can help to encourage others to pursue similar roles,
provides diverse role models, and showcases paddling as an activity for all.

Supporting volunteers to understand what opportunities are available and how they can get involved
through clear communication with a guiding hand is important.

Rewarding, recognising and engaging with volunteers is key to ensuring you retain volunteers from
any background or experience.

Consider the types of social events the club runs, and whether they may prevent people from
attending:

- Socials which take place in pubs or bars, or involve alcohol, may be inaccessible

- Ensure activities and venues are physically accessible or adaptable so that everyone can attend
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- Consider the means of communicating about social events and activities outside of normal club
delivery e.g. does everyone have access to social media, or is email communication more
appropriate?

Carefully considering social components of the club means everyone can access the full range of
activities.

Key Recommendation Resources

Sport England Club Matters - Engaging with Current Members

Sport England Club Matters - Understanding your Members

64% Sport England Club Matters - Understanding your Volunteers

British Canoeing Awarding Body - Introduction to Equality,
Diversity and Inclusion

Understanding Your Club UK Coaching - Inclusion Resources

It looks like you are currently doing a good
job with regard to understanding your club
members, but there may still be some
areas for improvement you may wish to
consider in order to improve things for both
your current membership and prospective
new members. Use the supporting links to
help you with ensuring that you have these
in place.

Your suggested improvements To be carried out by To be completed by

Create a WhatsApp chat survey. The Committee To discuss

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Understanding Your Local Community

Ideal recommendations this section:

Understanding the demographics of your local area is helpful to understand whether your club is
attracting and engaging with the local community, and help to identify ways in which you can better
engage with these groups.

Taking the time to understand which groups or communities from your local area aren't represented
in the club, and the barriers those groups might be experiencing through insight and resources
created by organisations such as Sport England can help you to create a club offer which addresses
some of those barriers, and creates a more attractive offer to a wider range of people.



http://www.britishcanoeing.org.uk
https://www.sportenglandclubmatters.com/participant-development/engaging-with-current-members/
https://www.sportenglandclubmatters.com/planning-for-your-future/understanding-your-members/
https://www.sportenglandclubmatters.com/volunteer-development/understanding-your-volunteers/
https://www.britishcanoeingawarding.org.uk/resource/introduction-to-equality-diversity-and-inclusion/
https://www.britishcanoeingawarding.org.uk/resource/introduction-to-equality-diversity-and-inclusion/
https://www.ukcoaching.org/resources/topics/guides/what-is-inclusion-your-comprehensive-guide-to-beco
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Having a representative volunteer workforce can help to encourage others to pursue similar roles,
provides diverse role models, and showcases paddling as an activity for all.

There is also an opportunity for the club to learn about the experience of people accessing paddling
who come from diverse or under-represented backgrounds, or to understand how to create better
network links to those communities.

Clubs should not use a single person or group as the only source of information when looking to
improve the clubs offer. They can only provide their own perspective, and instead the aim should be
to work collaboratively to make changes which benefit everyone.

Rewarding, recognising and engaging with volunteers is key to ensuring you retain volunteers from
any background or experience.

Reaching out to established networks to engage with them and advertise the opportunities the club
has to offer can be very effective in reaching communities the club may otherwise struggle to engage
with. Each locality will be different, and dependent on the services and communities which exist
around the club, but identifying some key opportunities is a start.

If the club delivers any targeted outreach (e.g. family sessions, women and girls sessions, disability
inclusive sessions), consider focussing on matching this provision to the types of services and
networks the club reaches out to in the first instance.

When advertising or posting about the club, on any channel, think about the images, videos and
shots you use:

- Do the images show the range of members and paddlers who participate at your club?

- Do they showcase the range of activities you deliver as a club?

- Do they show smiling faces and welcoming group shots?

- Do you have photos of social activities the club undertakes?

Considering these things can ensure you're enticing a wide range of potential participants.

- Ensure these sessions are widely advertised and that the club provides clear information about
these using whichever platforms it uses to advertise. Think about the groups touched on in
"Understanding your Community" - how is this information reaching them? Is it through networks
they have access to?

- Working with the groups you're looking to engage with to build sessions and offers that are
attractive to specific groups will help to ensure you're able to create activities that are suitable, and
don't create additional barriers or miss existing ones

- Consider how you link these targeted sessions with other opportunities the club provides, not just
for paddling with the club, but for opportunities such as volunteering, coaching or committee
positions.

Creating links with external groups can attract members as well as volunteers with the club, and
have long-term benefit to the clubs sustainability. Use national organisation search engines to seek
out opportunities for outreach.

Key Recommendation Resources

Sport England - Local Area Insights

Sport England Club Matters - Reaching Different
Audiences

Sport England Club Matters - Marketing Resources

Active Partnerships - Find your Active Partnership
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https://www.sportengland.org/know-your-audience/data/local-area-insights
https://www.sportenglandclubmatters.com/participant-development/reaching-different-audiences/
https://www.sportenglandclubmatters.com/participant-development/reaching-different-audiences/
https://www.sportenglandclubmatters.com/planning-for-your-future/marketing-inside-and-out/
https://www.activepartnerships.org/active-partnerships
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have these in place.

Understanding Your Local Community

In the interest of both current and prospective
members of your club, you should have a better
understanding of your local community. Use the
supporting links to help you with ensuring that you

Belong Network - Power of Sport

Sport England Club Matters - Recruiting Volunteers

Sport England - Demographic Knowledge

Your suggested improvements

To be carried out by To be completed by

We do not have a club facility, but
local School Community Pool.
However, we use a local river
some distance from the pool
location, which is a rural and not
related to this community.

N/A

N/A.

Note - You may wish to review these actions based on the recommendation and resources

listed above.

Making Paddling Accessible

Ideal recommendations this section:

A club’s website and social media channels pose a great opportunity for them to reach a wider range
of people and advertise what they do. However, you should consider whether how you use these

platforms makes paddling accessible.

Make sure information on the joining process is made clear and easy to navigate for potential

members. For example:

- Do they need to speak to someone before attending, or can they come down any time? Is it clear
who this person is and how they get in touch?

- Do they need to bring a craft, or can they borrow one for the purposes of the session?

- Are there changing facilities, or should they come water ready?

- What time and place should they meet the session leader?



http://www.britishcanoeing.org.uk
https://www.belongnetwork.co.uk/toolkits/power-of-sport-toolkit/
https://www.sportenglandclubmatters.com/volunteer-development/recruiting-volunteers/
https://www.sportengland.org/know-your-audience/demographic-knowledge
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Make sure these questions, and any others a prospective member might have, can be answered,
using a variety of platforms. This ensures that anyone has the ability to come and attend your
session.

Many people will use your website or other channels to work out if they can physically attend your
sessions, or if they feel you have facilities to support them to participate. Consider:

- Venue accessibility: child/family parking; disabled or blue badge parking spaces; hearing loops for
indoor facilities; ramps to all areas of a facility

- Changing facilities: private cubicles or changing facilities; whether a facilities have gendered or
non-gendered facilities; accessible changing facilities (e.g. with red cords, toilets and so on)

This information is vital for individuals to work out whether their accessibility needs are met, and
should be shared clearly. If using an indoor or built facility, there may be information shared on their
website of the accessibility support available. Ensure this is included if so.

Clubs may operate multiple sessions which accommodate for a range of experiences and
opportunities, or may have a focus on more participation or grassroots, or have a more competitive
focus. Clubs should clearly outline these, so that prospective members have an understanding of
whether they can access an activity or opportunity.

A significant barrier to participating in paddling is cost - not just of sessions, but of other associated
costs too:

- Have you included clear and concise information on how much it costs to participate at the club or
session, and how payments can be made?

- Do you offer a variety of ways to pay, such as pay-per-session, monthly or quarterly payments? If
you do, ensure this is made clear in the club information. If you don't currently, is this something you
could consider in order to attract a wider range of people?

- Make sure you share any costs for parking, access to facilities or costs for hire too - anything that
might be over and above the cost of the session alone.

Supporting the costs of accessing the club can be an excellent way to make paddling more
accessible to a wider range of people, and a Hardship Fund or financial support can take many
forms:

- A pot that is used on request to support the costs of members on request, which can be sourced
from grant funding or any profit accrued by the club

- Subsidies on the cost of the session
- Providing loaned or reduced costs on craft or equipment such as buoyancy aids

Speaking with members to understand which costs would be most impactful to cover can give an
indication of where Hardship Funding may be best directed.

Ensure that there is a way for people to contact the club and make enquiries. This can be a generic
email inbox (e.g. info@thiscanoeclub.co.uk) so that you don't need to change the information each
time someone takes over this role, a submission form integrated into the website, or use of social
media inboxes.

An induction process does not need to be complicated, but should give a new member(s) a
comprehensive welcome to the club. Think about:
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- Having designated members of the club available to complete an induction during their first
session. It can be very confusing and disheartening to turn up to a new session and join a club
where no one is there to welcome and introduce you

- Talking to the new member about anything they might need support with from the club. This could
be wide and varied, so having this conversation early on is important so you know that you're able to
support that member to participate

- Introduce the new member to a group of similar paddlers in the club/session, or buddy up with
them for the session as part of their induction.

- If the club has conducted an adequate induction, or spent time understanding the individual's
needs, they should be aware of their requirements - ensure an open line of communication with new
members or participants

- Considering some common barriers to a wide range of circumstances will ensure the club is
prepared to be flexible. This can include variety in sizing of equipment, the range of craft available,
the type of kit participants are able to wear and so on.

Sharing information about training can help prospective members or participants feel more confident
that the volunteers and deliverers at the club can support them and meet their needs.

- Dedicate space on websites and social media platforms to make the CPD and qualifications of
volunteers and coaches clear, and how this can benefit members

Key Recommendation Resources

Sport England Club Matters - Exploring Your Online Presence

CIMPSA Digital Hub Resource

90% Activity Alliance - Access for All

Sport England - Accessible Facilities

Activity Alliance - Inclusive Communications Guide

Making Paddling Accessible Sport England - Funding Opportunities

Well done. It looks like you are Funding4Sport - Funding Opportunities
currently doing a good job with
regard to making paddling
accessible at your club, but there
may still be some areas for
improvement you may wish to
consider in order to improve things
for both your current membership
and prospective new members. Use
the supporting links if required to
help you with ensuring that you
have these in place.

Sport England - Demographic Knowledge



http://www.britishcanoeing.org.uk
https://www.sportenglandclubmatters.com/planning-for-your-future/marketing-inside-and-out/exploring-your-online-presence/
https://digital.cimspa.co.uk/
https://www.activityalliance.org.uk/how-we-help/resources/66-access-for-all-opening-doors
https://www.sportengland.org/how-we-can-help/facilities-and-planning/design-and-cost-guidance/accessible-facilities
https://www.activityalliance.org.uk/how-we-help/resources/60-inclusive-communications-guide
https://www.sportengland.org/how-we-can-help/our-funds
https://www.funding4sport.co.uk/
https://www.sportengland.org/know-your-audience/demographic-knowledge
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Your suggested improvements To be carried out by To be completed by

Understanding how to deliver a Coaches August 2023.
one day programme, which meets
the needs of the awarding body
and patrticipants.

Note - You may wish to review these actions based on the recommendation and resources
listed above.

Tackling Discrimination

Ideal recommendations this section:

Ensure that all members are aware of Codes of Conduct and either sign a copy, or are aware that
their membership to the club requires them to adhere to it.

- Include codes of conducts in inductions or introductions to new members
- Share updated versions with all members when you review and update them

Ensure that the process that the club uses to enable reporting is simple, easily understood and
confidential.

Ensure that the club is equipped to manage any issues that arise from someone submitting a report
(e.g. victimisation of the person who has reported)

Ensure that your Anti-Bullying policy outlines the steps that are required to report an incident of
discrimination, bullying or harassment to British Canoeing.

Ensure the Anti-Bullying policy outlines clear consequences if members to do not adhere to it.

While the club must ensure they have appropriate processes in place for members to report
instances of harassment, bullying and discrimination, members may also need support to identify
this behaviour in the first place

Members may not feel confident in challenging or reporting instances of this behaviour when it
happens, so providing multiple, clear, confidential methods of reporting

Derogatory, discriminatory and exclusionary language and actions should be taken seriously by the
club, and if found to be against the expectations set out in either the Anti-Bullying Policy or the code
of conduct for members, then the consequences outlined in those documents should be followed,
and it made clear to others in the club that these behaviours are not acceptable in paddling or
elsewhere.

- Cases can also be reported to British Canoeing to be investigated and to support the club to
resolve incidents of this type of behaviour or actions
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Key Recommendation Resources

British Canoeing - Policies, Guidance and Templates

British Canoeing - Reporting a Concern

56% Signposting to additional support organisations

Tackling Discrimination

It's great that it looks like you have a
number of good measures in place to help
with Tackling Discrimination, but you could
be doing more to ensure that you have
everything in place to protect your club
members, committee members and
volunteers. Use the supporting links to help
you with ensuring that you have these in
place.

Your suggested improvements To be carried out by To be completed by

None The Committee When required.

Note - You may wish to review these actions based on the recommendation and resources
listed above.
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If you have scored 80% or more in your overall assessment then you may be in a position to
achieve Quality Club accreditation.

There are still just a couple of small steps to get you signed off though. Contact us to
discuss your progress and to take you through the final sign off process at:

Quality Club progress meeting

If you are still in the process of improving your overall score then you just need to return to
the Toolkit Assessment on aregular basis in order to update it as you introduce changes at
your club as part of the improvement process.

If you would like to discuss your progress at any stage you can also use the above link to set
up a meeting.

If you need help with any club related matters then the Club Support Team are also available
to help. You can set up a meeting with any of the team using the following links:

Meeting with James Hinves

Meeting with Russ Smith

Meeting with Phil Scowcroft

You can also email the team at:

clubs@britishcanoeing.org.uk

BRITISH
CANOEING
Quality Club
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