
Hexham Canoe Club

Checklist for organisers of paddling events for outside organisations
Introduction

As a Top Community Club, it is part of our mission to deliver one-off taster sessions and short courses for other community organisations, such as schools, youth groups and others. There are particular issues involved in planning these events, many of which are concerned with clear communication within HCC and with the partner organisation. 

The purposes of this checklist are to provide prompts for the event organiser and a note of the event for Club records. The HCC member who is organizing the event should complete the information on this form as the event planning proceeds and should hand it to the Club secretary within a month of the event.

Please remember that the Coach in charge of the event makes the final decisions over whether it goes ahead or what risk management measures need to be put in place (including not allowing some people to paddle).

Before the event

HCC organiser:

Partner organisation: 



Contact person:

Nature of event:




Proposed Date/time:

Likely numbers and ages:

	
	Done (()
	Date

	Agreed by HCC Committee


	
	

	Partner contact made aware of parental consent requirements?


	
	

	Partner contact made aware of pre-event safety briefing (including clothing requirements and the coach in charge’s right to cancel the event)


	
	

	Partner contact made aware of the cost of the event 


	
	

	Partner contact asked for information about participants with special needs?


	
	


During the event

Name of coach in charge:

Names of other coaches and helpers:

Numbers of participants:

Risk assessment completed (keep a copy with this form)

After the event

	
	Please ( or (

	Any untoward incidents to report?

If yes keep a copy of the incident report with this form


	

	Payment collected? 


	

	Date payment passed to Club Treasurer 
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