
POLICIES and PRACTICES                    

                                                DUTIES OF THE COMMODORE

1. Preside at all Annual General Meetings, Special General Meetings and Board Meetings of the Club.

2. Enforce the Constitution, Procedural By-Laws and Policies & Practices of the Club.

3. Act as an ex-officio member of all committees.

4. Attend all Club functions (with entrance fees waived) during his or her year in office. If he or she cannot attend a function, an appointed designate will attend as the Club representative.

                                           DUTIES OF THE VICE COMMODORE

1. The Vice Commodore will officiate in the absence of the Commodore and will assist that Officer in the discharge of his or her duties.

2. Act as an ex-officio member of all committees.

3. Maintain the Constitution, Procedural By-Laws, and Policy & Practices, Summary of Amendments & Record of Amendments, keeping them current in a paper format as the only true and accurate documents to be referred to by the Board in conducting the business of the Club.
                                            DUTIES OF THE REAR COMMODORE

1. Assist the Commodore and Vice Commodore in the discharge of their duties.

2. Be responsible for membership, handling of applications, interviewing new potential members, and sending out Annual Dues Statements (immediately following the AGM).

3. Annual dues are payable by Jan.1 each year.

4. Maintain membership lists both current and past.

5. Review Honorary Annual memberships with the Board each year.

6. Publish names of new members in Bulletin.

7. Notify Bulletin Director of any address changes.
8. Make available at the Club a current membership list to all members by May 31.

9. Order new membership cards in October.

10. Ensure door combination is changed Feb 1 and notify members who have renewed their memberships of such change.

11. Remove all names from members draw drum on Feb 1 and replace only those names of members who have paid their current dues.
                                                   DUTIES OF THE FLEET CAPTAIN SAIL

1. As Safety Officer of the Club, respond to inquiries from sailing boat members regarding what equipment is required when underway or other advice, as appropriate, regarding the responsibilities of commanding a sailing vessel.

2. Attend monthly Board meetings.

3. Write articles for Club bulletins and web page.

4. Attend or appoint a designate to attend meetings of EYC, and any other organizational meeting of interest.  Obtain relevant reports from PHRF representatives/meetings.

5. Appoint an Official Scorer.

6. Print racing books for skipper’s meeting in mid/late March to early April.  Hand out racing books with race schedule, collect racing fees and organize race committee duties.

7. Organize a couple of race measurement nights with the PHRF handicappers.

8. Send race schedule to the Bulletin Editor and Web page administrator for publication.

9. Make sure race marks are maintained (anchor lines replaced as required, etc.)  Put marks into place before the first race of the season and remove after the last race in the fall.  Periodically check race marks during the racing season to ensure there has been no significant movement.

10. Get Race Committee equipment ready, purchase supplies as needed and check before each race to ensure all is in order.

11. Have protest forms available behind the bar.

12. Organize Protest Committee (as required) with 3 people from divisions other than that from which the protest originated.

13. Send race results to newspapers and radio for publication and airing.

14. Purchase Rules books from OSA to sell at the bar.

15. Submit fee invoices from OSA, CYA, EYC, PHRF etc. to the Club Treasurer for payment.

16. Contact Race Committee before each race to make sure they are ready.

17. Liaise with Trenton and Picton Fleet Captains regarding races, particularly Warm-up Race, Katie Gray and Burrows Regatta.

18. Liaise with Chairs of any regattas.

19. Lead sail fleet in  Sail Past.  Be aware of the correct protocol regarding flags etc. and direct the fleet accordingly.

20. Organize burgers and any other social events desired for racers.

21. Organize Cups and Flags.  Make sure trophies are returned to the Club, polished and engraved.  Order flags and arrange to have them silk-screened as required.

22. Post race results as soon as possible after each race.
23. Act as liaison contact between BQYC and The Canadian Power and Sail Squadron.
                                               DUTIES OF THE FLEET CAPTAIN POWER

1. As Safety Officer of the Club, respond to inquiries from power boat members regarding what safety equipment is required when underway or other advice, as appropriate, regarding the responsibilities of commanding a power vessel.

2. Organize Power Regattas and competitions.

3. Develop a small-engine powerboat handling program if there is sufficient interest.

4. Organize boat maintenance seminars as required.

5. Act as liaison contact between BQYC and The Canadian Power and Sail Squadron.

                                                DUTIES OF THE TREASURER

1. Make bank deposits as required.

2. Pay all accounts payable within 30 days.

3. Prepare semi monthly and bi-weekly hourly pay cheques for all staff, and maintain payroll records.

4. Leave signed cheques for liquor and beer purchases with bar staff as required.

5. Prepare bank reconciliation/monthly financial statement for presentation to the Board at each regularly scheduled Board meeting.

6. At yearend (fiscal year ends Sept. 30) prepare accruals, list accounts payable and receivable, and prepare journal entries for Auditors.  Deliver all accounting records to Auditor, and meet with them as required.

7. Recommend an Auditor to the Board, who shall then be proposed to the members at the AGM.

8. Prepare and coordinate, with individual Board members, an Annual Budget, for Board presentation and approval.

9. Submit payroll information to Accountants for use in the preparation of T4 slips.

10. Prepare Record of Employment forms for each employee as required.

11. Maintain a separate fund consisting of Initiation fees plus accumulated interest.  Invest funds in accordance with the Constitution.  Taxes incurred by this fund are to be paid from the fund.

12. Maintain a separate bank account for the Chris Waller Bursary Fund.

13. Maintain insurance policies of the Club.

14. Invest cash not required for current operations in short-term deposits.

15. Pay annual lease charge to the City of Belleville by Oct. 15.
                                                 DUTIES OF THE SECRETARY

1. Keep a record of all matters transacted at AGMs,   SGMs  and at all Board meetings.   Post unapproved Board Minutes on Club bulletin Board  within 14 days of  Board meetings.
2. Execute documents as may be instructed by the Board.

3. Maintain a file of correspondence and records in the office.

4. Collect and distribute all mail to Board members as required.

5. Maintain file of Club documents, leases, insurance policies, etc.
6. Order stationery and office supplies as required.

7. Send out reciprocal cards to reciprocal Yacht Clubs. Maintain an up to date mailing list of same.  Publish a list of reciprocal Clubs in the Bulletin.
8. Be in charge of and responsible for the Club Seal, the safety deposit-box key, and the Ship’s Office.                                               
                                               DUTIES OF THE  BAR DIRECTOR                                                  
1. Oversee the running of the Bar in accordance with LLBO rules and regulations.

2. Propose for Board approval salary, hours of work, and duties of  bar staff.

3. Propose for Board approval any and all price changes.

4. Only members in good standing are eligible for credit privileges in accordance with the Constitution. Propose for Board approval a credit limit.

5. Bar accounts are to be paid in full within 30 days.  Overdue accounts are subject to interest charges, and all privileges are suspended with overdue accounts. Effective August 1st 2010 accounts not paid within 30 days will be charged 2% interest plus 2% more for 60 days plus an additional 2% for 90 days.

6. Enforce all regulations set by the Board re: Bar accounts.

7. Responsible for monthly invoicing and contact of delinquent accounts.

8. Keep weekly record of hours of Bar personnel.

9. Hire extra Bar tenders when needed.

10. Liaise with House and Entertainment Chairs re: upcoming functions and requirements of Bar staff.

11. Recommend and maintain proper security procedures of the Bar.

12. Maintain Bar equipment.

13. Ensure Bar is closed during AGMs, SGMs, and LIFT IN/LIFT OUT.

14. Coordinate Club rentals.

                                              DUTIES OF THE SAILING INSTRUCTION DIRECTOR                                                                                           
1. The prime objective is to teach safe sailing as outlined by the CSA/OSA.

Annual Courses

2. Junior Course     (Age 10 and up) held in July and August, Monday to Friday, each session is 2 or 4 weeks long, with total instruction time from 9 - 4 daily or any other format as approved by the Board.

3. Adult Course  (Age 17 and up) held in July and August, 2 nights per week, with each session is 2 or 4 weeks long, with an instruction time of 3 to 4 hours per night, or any other format as approved by the Board.

Administration

4. Propose Junior and Adult fee schedule for Board approval.

5. Propose refund policy to the Board if required.

6. Develop job description for Instructors.

7. Recommend wage rates of Instructors for Board approval.

8. Advertise, interview, and recommend for Board approval the hiring of staff.

9. Arrange for the Instructors to attend CYA/OSA upgrading courses. Their Registration fees (up to an accumulative annual limit of $400 total) shall be reimbursed upon successful completion of these courses.

10. Liaise with administrators of Chris Waller Bursary Fund.

11. Design and distribute and administer all course application forms. To be available by May 15.

12. Order and receive all course material (books, certificates, etc.)

13. All fees to be payable to BQYC, and fees to be turned over to the Treasurer for bank deposit.

14. Instructors may receive 50% of or up to a maximum of $400.00 for registration fees for certified courses which upgrade their qualifications on approval of the Sailing School Director.

Course Guidelines

15. SAFETY APPROVED LIFE JACKETS ARE TO BE WORN ON THE WATER AT ALL TIMES.

16. First lesson will include swim with and without Life Jacket.

17. NO STUDENT IS PERMITTED TO SAIL IN WINDS BEYOND THEIR COMPETENCE.

18. Any problem student is to be reported to the Director immediately.

19. All students are responsible for their own gear.

20. Sailing Room shall be kept tidy at all times (garbage, gear, etc.)

21. Instructors to give Director progress reports on all students as required.

22. Instructors to report any damage to boats or equipment to the Director immediately.

23. Examinations are to be held at the end of each Course, results to be given to students and the Director.

Instructional Boats

24. Evaluate condition of all boats prior to beginning of course.

25. Arrange for repairs as necessary.

26. Maintain all Club boats throughout the year.

27. Ensure all Club boats and equipment are properly secured and stowed daily.

28. Set up gasoline charge account at local marinas. Ensure that boat gas tanks are kept full at all times.




Use of Club Boats and Trailers                  

               
29. Club sail boats, power boats and/or trailers are available to Sailing School participants for racing regattas on week-ends or outside normal session hours if the boats and equipment are returned to the Club so as not to disrupt or delay the normal Sailing School sessions and

A. if they are full voting members (or child or grand-child of a voting member) or

B. if they pay a charter fee, sign a charter agreement and submit a $200.00 damage deposit.


Charter fees: 
Sail boats
$25.00 per day per person





Trailer

$25.00 per day





Coach boat 
$25.00 per day (Only with a BQYC instructor)
Payment of Club Instructors for Coaching
30. Club instructors are not paid to coach at sailing regattas unless the cost is covered by the participants or the event is attended by sufficient Sailing School attendees (6 or more) and/or members to justify the expense.

                                                         DUTIES OF THE GROUNDS DIRECTOR
1. Maintain Grounds (lawn, flower beds, hedges, parking lot, snow removal, wood for fireplace, flag poles, gin pole, etc.

2. Responsible for hiring Dock Boy and or Grounds keeper.

3. Responsible for Lift-In and Lift-Out and storage of boats for winter.

4. Appoint a Lift Committee.

5. Send out tenders for cranes and reserve same.

6. Propose for Board approval Lift and storage fee structure.

7. Arrange for Lift-In and Lift-Out registration nights.  Only voting members are eligible for winter storage. Collect fees.

8. Arrange for liability insurance for days of Lift.

9. Arrange work crews. Post and inform skippers of what work party they are assigned to (cradles, slings, time keeper safety boat, etc).

10. Draw up grounds plan of where boats are to be stored.

11. Cradles are to be positioned no sooner than ONE WEEK before Lift-Out, and MUST be removed no later than ONE WEEK after Lift-In.

12. Lift-In usually Saturday closest to May 1.

13. Lift-Out usually Saturday following Thanksgiving.

14. Propose for Board approval dinghy summer storage fee.

15. Only Club Members are allowed to use the Gin Pole.  All persons using Gin Pole must sign waiver form

unless supervised by the Grounds Director or his designate.

16.  Shall insure no member store any item on Club leased property without permission of the Grounds Director.

17. Organize a clean up day, usually the Saturday following lift in, consisting of all Club Members.
Any Member that has a boat on the property for winter storage that is not available on that day must arrange with the Grounds Director for an alternate day of work or be subject to a $25.00 surcharge.
         18.   Keep a log of all maintenance performed   on the Club Gin Pole, this log to be kept at all times in the club and available.
                                             DUTIES OF THE HOUSE DIRECTOR
1. Appoint a House Committee.

2. Maintain House equipment, general maintenance, electrical, and plumbing.

3. Maintain fire extinguishers, furnaces, and fuel, safety lighting, pest control contracts.

4. Responsible for re-keying all locks if required, distribute and maintain a record of all house keys.

5. Arrange for cleaning of Club, and liaise with Club custodian.

6. Maintain a file of all House related warranties, contracts, etc.
                                              DUTIES OF THE ENTERTAINMENT DIRECTOR
1. Organize Parties, Special Events, coordinate Club rentals with Bar.

2. Keep a record sheet on each function - attendance, receipts, expenses, profit/loss.

3. Arrange for Friday night dinners.

4. Arrange members draw and 50/50 on Friday nights.

5. Arrange for summer restaurant if applicable.

6. Inform Bulletin Director ASAP of all Club functions and details.

                                                DUTIES OF THE   BULLETIN DIRECTOR
1. Publish a Bulletin   six times per year.
2. Format of Bulletin at the discretion of Board.

3. Advise   Board members of submission date for Bulletin items.

4. Publish the names of the Chair and members of each committee in the newsletter immediately following the formation of each committee.  (Nov. 2000)


GENERAL CLUB POLICIES

1. The Bay of Quinte Yacht Club is a “smoke and tobacco free” establishment within it’s buildings on the club property.


2. Board decisions remain in effect from year to year, until changed by the current Board.

3. Policies subject to annual change and requiring Board action:

· Wages

· Honorarium (Treasurer - $200 per month).

· Bar accounts/limits

· Membership limits

4. Board meetings shall be held monthly (sec. 12.4 in BQYC Constitution). Special Meetings of the Board (sec. 12.5)

5. Expenses by the Sailing School director exceeding $500.00 and other Board members exceeding $300.00/month MUST HAVE BOARD APPROVAL.

6. Board meetings are open to all members of the Club.

7. All new members joining BQYC shall receive current Constitution.

8. Fee structure to be published annually.

9. The size of the boats lifted and or stored on the Club leased land shall be at the discretion of the lift committee.

10. Bar charge accounts not to exceed $400.00. Once the account reaches $400.00, the Member will no longer have charging privileges until the account is paid in full.

11. No pets are to be allowed in the Clubhouse.

12. That wherever it is a requirement of the Constitution and By-Laws, the Procedural By-Laws manual, or the Policies and Practices Manual that a Director or Flag Officer appoint a committee (including ad hoc committees), the Director or Flag Officer will act as Chair of that committee.  

13. Members have the use of the south side of the Club dock when available on a first come – first served basis.  A member may use the dock free for up to a total of three (3) nights during the boating season.  The rental rate after the free nights is $10.00 per night.  Long term dockage is to a maximum of two weeks during the periods from Lift-in to the Friday of May 24th weekend and from Labour Day Tuesday to Lift-out.

14. The commodore of the current year is entitled to spend up to a total of $400.00 for a Blazer.

15. BQYC will provide rental facilities to non-profit groups, at cost, for community events, subject to the discretion of the House Director.

16. Email messages sent to BQYC members from news@bqyc.org be limited to communication of messages from Board members re information relating to their portfolio and/or notifications from the Board as a whole. All other messages require approval by a majority of Board members before sending.
        17. The Sailing Program Director is responsible for the maintenance and care of the coach boat.
APPROVED FEE SCHEDULE


Annual Dues for the next membership year are subject to a 5% discount if paid before Dec. 31 of the next Membership year. The dues due date is January 31. 


















         Base Membership Annual Fee…………………………………$425.00 Plus $55.25 for HST=$480.25
         Boating Membership Annual Fee……………………………   $550.00 Plus $71.50 for HST=$621.50
 Junior Membership Annual   Fee……………………………    $125.00 Plus $16.25 for HST=$141.25      Initiation Fee…………………………………………………   $100.00 Plus $13.00 for HST=$113.00




MEMBERSHIP OPTIONS



                            TABLE 1 (a)  BASIC MEMBERSHIP…[ note for the year 2012 this classification shall be referred to as SOCIAL MEMBERSHIP]-- Voting Member…..Use of Bar….. Social Events…..Invite Guests…..Members Draw….. Club Rentals Discounts….. Sailing School Discounts…..Club Director….. Adult Sailing Classes…..Use of Club Boats (subject to a fee). 





            TABLE 1 (b)   BOATING MEMBERSHIP… Voting Member…..Use of Bar…..Social Events…..Invite Guests…..Members Draw…..Club Rental Discounts…..Sailing School Discounts…..Club Director…..Adult Sailing Classes…..Use of Club Boats…..PLUS…..Club Racing and Regattas…..Club Cruises…..All Club Boating Events…..Use of Gin Pole…..Flag Officer…..Reciprocal dockage/use…..Dry Sailing…..Dingy Storage…..Docking (2)…..Lift in/Lift out ( 3 )…..Winter Storage (1 )…..Mast Storage.
                                                                                                           ( 1 )If space is available in order to store or be on a waiting list for storage the member must have a Boating Membership              .                                                                                                                                                    ( 2 ) 2 nights annually at Club Dock if available.






           ( 3 ) Lift in/ lift out  & Storage options does not include the cost of crane rental and storage fees.                                  >All Past Commodores of the Bay of Quinte Yacht Club ( sixty years of age or older ) who served the Club as a Commodore prior to December 1, 2000 will receive annual Basic Membership, but are responsible for payment of  the Boating Membership  option.








  >There is no Initiation fee for Junior Membership.






              >Children and grandchildren of Bay of Quinte Yacht Club members, under the age of 25yrs or other persons   under the age of 25yrs who are sponsored by two members of the community or by a member who holds a Basic or Boating Membership may apply for Junior Membership.
                                        










 


















                                                   
                                                                                                                                       -                                WINTER STORAGE

*These prices are subject to change each year

· $10.00 per foot plus GST

· $50.00 deposit (GST included) on Crane time for Lift out and the same for Lift in.

· Price for pressure bottom wash to be set each year.

· $25.00 for not participating on cleanup day.

· $190.00 plus GST to lift in a non-member’s boat from the Club’s property.

· *Boat owners must be present while their boats are connected to BQYC hydro.

LIFT IN / OUT FEES

· A member hauling or launching a boat as part of the Club’s annual lift  who does not, on or before the established registration dates, pay or make arrangements for payment of lift fees with the lift committee member responsible for collecting such fees, will be subject to a penalty of $50.00 in addition to the payment of the usual fees.

· In addition to the penalty noted above, the member’s boat may, at the discretion of the lift committee, be relocated to a different boat storage position in the current or future year, or placed at the bottom of a waiting list for storage if the Club’s property cannot accommodate all storage requests.

DINGHY SUMMER STORAGE

· Dinghies that are summer stored on Club property must be registered. The registration form will also

Include’ a liability release for the Club.  Storage will be limited to Club members only.  The storage fee will be $75.00 for members holding a Boating Membership and $150.00 for members holding a Basic Membership for the season beginning 2 weeks after lift-in and ending 2 weeks before lift-out. These fees do not apply to a member holding a Junior Membership who may store their dinghy for the season at no charge.
SUMMER CRADLE STORAGE RENTAL

· $40 for folding cradles.

· $40 for fixed cradles.

· Cradle storage is for Club Members only (subject to the approval of the Grounds Chairman).

· Following Lift-In, all boat cradles are to be moved into the designated storage area or removed from the club property within 7 days of Lift-In. Failure by a member to do this will result in an additional charge of  $25 (*over and above the normal fees).

WINTER CRADLE STORAGE RENTAL

· Winter storage rates are the same as for the summer months.

INTEREST RATE

· Over due accounts are subject to a 2% charge per month on outstanding balances.

BAR PRICES

· Prices are posted at the Bar.

.
 CLUB RENTAL

  >     Fees available by calling the Club Steward

SAILING SCHOOL

(
Introduction
2 week session


Non-members 
$350.00 + GST = $367.50 








Members
$275.00 + GST = $288.75

(
White Sail (1/2/3)     Additional 2 week sessions
Non-members 
$360.00 + GST = $378.00 








Members
$325.00 + GST = $341.25

(
Intermediate (Bronze 4)
Each 2 week session
Non-members
$370.00 + GST = $388.50








Members
$330.00 + GST = $346.50

(
Performance 
Each 2 week session

Non-members
$380.00 + GST = $399.00  


(Bronze 5/Silver/Gold)

    

Members
$340.00 + GST = $357.00 

NOTE: No GST for children 13 years and younger.

(
Adult Learn to Sail


 
Non-members
$275.00 + GST = $288.75






Members
$220.00 + GST = $231.00


Only voting members as defined in the Constitution (sec. 7.1) shall be entitled to the member discount.

ADVERTISING

(
There is a $50.00 fee for advertising in the Club Bulletin for one year.
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