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Fairfield Canoe Club Policies and Procedures  

These policies and procedures have been produced by the Board to support the formal FCC 
Co-op Ltd rules. 

They are designed to assist in the smooth and efficient day-to-day operation of the club.  

They have also been designed to provide members with guidance in the use of the club 
facilities so that all members have a fair and equal opportunity to enjoy their membership at 
the club. 

Policy 1 Neighbours  

The club is located in a relatively quiet residential street and it is expected that members 
will respect the quality of living of all neighbours. 

Care should be taken to minimise noise and to abide by standard Council street parking 
regulations (i.e. leave clear access to driveways and garages). 

The Esplanade and Alphington Streets in particular have young children living in them – 
ensure that members and guests take extra care when driving. 

Should any disagreement, problem or issue arise with neighbours, the members should 
report this immediately to the Board. 

Policy 2 Environment and sustainability policy 

The Board recognises its responsibility to consider the environment and sustainability in all 
club activities. To this end the Board will take into consideration the environment in the 
following areas: 

• Energy use at the club house, specifically electricity and gas usage 
• Water use at the club house 
• Management of waste materials generated at the club house – as far as possible 

single use plastics will not be used 
• Procurement of materials for maintenance and capital works projects 
• Selection of equipment and facilities for use at the club house 

Particular attention will be given to the prevention of negative impacts on the Yarra River at 
the clubhouse. 
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Policy 3 Club building 

3.1 Keys and Fobs 

All financial members will be issued with a key or fob to access the front door, side gate and 
boat storage areas. Keys will be changed annually, usually in late June or as notified by the 
Board. All the locks at the club will be changed on the same day as new keys are provided.  
At the start of the new financial year, fobs of members who have not yet renewed will be 
de-activated until that member has renewed. 

Keys and fobs are not transferable to any other person. 

Keys or fobs operate all door and gate locks including boatshed doors as well as padlocks for 
external boat storage. 

A $25 fee, or an amount as determined by the Board, will be charged for replacement of lost 
keys/fobs, or for keys not returned each year, or fobs not returned on departure from the 
club. 

3.2 Main area of Clubhouse  

The amenities level of the clubhouse is for socialising, changing and meetings. Items such as 
bikes, paddles or other personal items should be stored downstairs or removed from the 
clubhouse at the end of each day. 

3.3 Downstairs in Clubhouse  

The lower level is for the storage of boats, paddles and paddling accessories. It is expected 
that all privately owned equipment will be clearly labelled with the member’s name and 
stored in the appropriate location. Storage of items such as car racks and other accessories 
can only be stored in the Club with the written approval of the Board. 

3.4 Maintaining a clean clubhouse  

The amenities floor of the clubhouse is currently cleaned on a weekly basis by a professional 
cleaning service. However all members and their guests are expected to leave the clubhouse 
clean after they have used it. Cleaning equipment and materials are stored under the 
stairwell for this purpose. Particular attention should be given to the kitchen area with all 
cups, plates and cutlery washed, dried and put away in the appropriate cupboard after each 
use. 
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Policy 4 Management of Boats at Fairfield Canoe Club 

4.1 Marking of Equipment  

To assist in the management of boats and equipment at the Club, it is expected that: 
• Your name is visible inside the (front) cockpit of your boat. 
• Your name is visible on each seat belonging to your boat. 
• Your name is on your lifejacket, spray deck and boat cover. 
• Your name is on your paddle(s). 

4.2 Club Boats and Paddles 

Club boats and paddles are for use by club members and their guests when launching from 
the clubhouse and should be returned to the clubhouse within the same day. Club boats and 
paddles should not be removed from the club without prior written authorisation from the 
Board (see also Policy 4.4 – Use of club boats away from the club). 
 
Participants in beginner’s courses have priority use of club beginner boats, paddles and 
PFDs. Club members participating in official races or club training sessions have priority use 
of club boats, paddles and PFDs before non-participating club members and their guests. 

4.2.1 Before using club boats 
• Complete the boat registration form inside the doors of the intermediate or 

beginners fleet area 
• Check that the boat is fitted with positive buoyancy in the front and back of the boat. 
• Check that seats and foot-bars are secured in the boat. 
• Check that the boat you are using is a club boat. 
• Check that the boat is not damaged.  
• Check when the boat is on the ground that it is not resting on its rudder. 

4.2.2 When using a club boat 
• To prevent damage, only get into the boat when it is on the water. 
• Check the rudder is free to move and not jammed in the landing. 
• Avoid contact with other boats. 

4.2.3 After using a club boat 
• Empty the boat of water. 
• Wipe down the outside and inside of the boat 
• Return the boat to its designated rack. 
• Return club paddles and lifejackets to their appropriate storage area. 
• Report any damage or loss on the club boat damage report form located beside the 

boat registration form inside the doors of the intermediate or beginners fleet area. 
Place the damage report in the red box upstairs in the amenities area. 
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4.3 Club K4’s 

• Before using these boats, members must have an experienced K4 paddler to assist 
them in preparing and using the boat. 

• Any damage must be reported to the Board as well as being entered in the boat 
register. 

4.4 Use of Club Boats Away From the Club 

Club boats, other than beginners’ boats, are able to be used for Paddle Victoria sanctioned 
races (see Procedure 4.5 for the process of booking a Club boat). All other use of club boats, 
other than on the stretch of the Yarra River from Darebin Creek to Dight’s Falls, is at the 
discretion of the Board. Prior written authorisation from a Board member must be obtained 
before the boat is taken from the clubhouse. 

Anyone borrowing a Club boat must, once written authorisation from a Board member has 
been received, complete and sign the FCC Boat Loan Liability Acceptance Form. The form 
should be placed in the red box upstairs in the amenities area. 

4.5 Booking a Club Boat For a Paddle Victoria Race 

A club boat can be reserved for the next race by following these steps: 

(a) Register your intention to race a club boat 
• Up to two weeks before a race, place your name and desired boat number on the 

whiteboard for the race. 
• Please indicate if you need help transporting the boat. If sufficient people need help 

the trailer will go. If not, we will endeavour to arrange alternative transport with the 
help of others who have additional space on their cars. 

• Check to make sure the boat is not damaged.  

Note: adding the boat details to the poster does not guarantee use of boat for the 
race. Wherever possible boats will be assigned on a first come first served 
basis, however after discussion with you, the final decision rests with the 
Race Director 

Note: Beginner boats which may be used in coaching courses should only be taken 
to races after confirming that these boats are not needed in FCC coaching courses at 
the time.  In other words: FCC coaching courses have priority.   

• If you decide not to use the boat for the race, you must remove your name from the 
whiteboard ASAP so someone else can use it if they want to. 

(b) Loading boats 
• Check whiteboard to make sure the trailer will be towed to the race and for loading 

times. 
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Note: Trailer may not be towed to all races, especially if few require 
boat transport. 

• If a time is not specified on the whiteboard, the trailer will be loaded from 12noon 
on the Saturday before a race. 

• Boats can be loaded on private cars (note on whiteboard) but must be adequately 
supported and secured with use of kayak cradles.  

• Sign your boat out downstairs at the sign out bench 

(c) On return to Club 
• FCC boats must be returned to the club on race day or on the day after if an 

overnight trip. 
• Meet the trailer at clubhouse and assist with unloading. 
• A cost, determined at the discretion of the Technical Director, may be applicable for 

transportation on the club trailer to help cover petrol and other costs. 
• Wash boat and return to correct rack and sign your boat in downstairs at the sign 

out bench.  

(d) Report damage 
• All damage and problems with the boat should be reported on the damage forms 

available downstairs at the sign out desk.  

4.6 Use of Private Boats and Equipment 

Use of another member’s boat or equipment is forbidden unless you have the owner’s 
permission each and every time you use it. 

4.7 Club Trailer 

• Members are encouraged to utilise the club trailer. 
• Written permission must be obtained from the Board prior to use. 
• Check all lights are working correctly before using the trailer on the road. 
• Check each tyre, including the spare, before use. 
• Please advise the Board of any damage to the trailer 

4.8 Allocation of Boat Racks 

Racks will be allocated by the Racking Coordinator who is authorised by the Board to apply 
the rules and procedures on the following basis: 

(a) The allocation of private racking space for members will be at the discretion of the 
Board and will primarily depend on availability of racking space. 

(b) The Board will endeavour to provide one rack for each member on levels one to five. 
Additional allocation of racks at these levels will be at the discretion of the Board. 
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There is a maximum of two allocated racks per club member at the club 
(one low and one high). 

(c) Rack space dimensions are designed for K and TK, C and TC boats and the polo shed 
is designed for polo boats. Oversize craft (by either length, width, height or weight) 
cannot be accommodated.  

(d) Double racking is only permitted with written permission from the Racking 
coordinator, may be rescinded at any time and may incur an extra fee.  Double 
racked boats require the owner to provide and use straps to ensure that the outside 
boat does not fall.  

(e) Cost of boat storage: The first allocated rack per member is free, and the 2nd 
$100.00 or at a rate as determined by the Board.   

(f) Labelling of racks:  
(i) Members are allocated a specific rack for each boat stored. 
(ii) Each rack is identified by a distinct number and a list of all rack allocations 

will be posted at the club. Members are to ensure their boat only occupies 
the rack allocated to them. 

(iii) Members are not permitted to lend their rack to another member. If a rack is 
available, even temporarily, this should first be offered to members on the 
waiting list. 

(iv) Any changes to rack allocations must be approved by the Board. 
(v) In line with the procedures above, any member who already has a rack will 

lose their rack if they have not renewed their membership by 1st September 
of each year. 

4.9 Waiting List 

(a) Only current financial members of FCC can enter their names on the waiting list. 
School members are not entitled to place their names on the waiting list. 

(b) New requests for racks for boats other than K or TK kayaks or C or TC canoes or 
canoe polo boats (eg. sea kayaks, surf skis, recreational canoes) will not be granted 
as they cannot be efficiently accommodated as per item 4.8(c).  

(c) Any member on the waiting list who is un-financial at 1st September will be removed 
from the waiting list. 

(d) Members on the waiting list will be advised when a rack is available. Once notified of 
an available rack the member will have 30 days to fill the rack or provide evidence 
that a boat has been ordered. Should the rack not be filled within the given time, or 
evidence not provided that a boat has been ordered, the member will lose the rack 
and their name will go to the bottom of the waiting list. 
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(e) Dependant members may have their name on the waiting list, but will 
not receive a rack until  
(i) becoming a full adult member, or 
(ii) becoming a junior member, or 
(iii) if the dependent’s relevant full member does not have their own rack. 
 School members are not eligible to have a rack allocated to them. 

(f) Members may gain usage of a rack earlier than expected with special consideration 
from the Board due to extreme circumstances (e.g. extensive paddling with a 
paddling squad and no or limited ability to transport their boat). 

4.10 Removal of Non-Active Members Boats From Clubhouse or Retention of Non-
Active Members Boats as Club Boats 

(a) As the Club has limited boat storage facilities, members who have not renewed their 
membership by 1st September will lose their rack allocation. This is to enable active 
paddlers to be given priority over those using the clubhouse for storage of their 
boats. The club has a good range of boats in the beginners and intermediate fleets, 
which are available to those who do not have racks or who only paddle occasionally. 

(b) The Board shall endeavour to notify in writing non-active members whose boats 
remain stored at the Club after 1st September. The member will be asked to remove 
their boat immediately from the club. Should the member renew after 1st 
September they may place their name at the bottom of the waiting list. 

(c) After 30th September should a non-active member’s boat remain at the club it will 
either be sold by the Board with proceeds from the sale of the boat/s to become the 
property of the Club, or be retained by the Club to be used as club boats for active 
members. 

Policy 5 Use and Storage of Motor Boats and Outboard Motors 

All motorboats and outboard motors must be taken out of the river following each use, with 
the boats secured to the wooden outdoor rack and the outboard motors to be stored in the 
lower level of the Club. 
 
Motorboats and outboard motors are for safety and coaching use only and may only be 
driven by members holding a current motor boat licence, provided to the Technical Director 
via the Coach Accreditation form.   
 
Fuel for motor boats shall be provided by the coach using the motor boat unless the use is 
for club purposes. 
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Motor boats shall be reserved/booked for use ahead of time via booking system set up and 
maintained by the Technical Director or Coaching Coordinator. 

Policy 6 Club Committees 

Club Committees have been established so that club members can actively participate in the 
running and development of the club.  Each committee reports through a Board of 
Management member. 

Current Committees are: 
• Technical 
• Communications 
• Social 
• Club Boat Maintenance and Racking 
• Club Maintenance and Capital Works 
• History 

 
For further information refer to the Club governance statement. 

Policy 7 Club Delegates 

7.1 Elections 

Club delegates for PV Council and for PV Committees can be elected at the Annual General 
Meeting by nomination and seconding from the floor.  If there is more than one nomination 
a show of hands of the majority of the shareholders present at the AGM will determine the 
delegate elected. 

7.2 Role of Club Delegates 

The role of the Club delegate is to reflect the views and represent the interests of the 
Fairfield Canoe Club Co-Operative Ltd at PV Meetings of Council or the Committees of 
Canoeing for which they are a delegate.  Delegates should be briefed by the FCC Board of 
Management prior to attending PV meetings and should report back to the board in writing 
any issues raised. 

7.3 Reporting to the Board 

The delegates are required to report to the Board at least quarterly and are to refer debates 
and decisions to the Board. 



12 
 

Fairfield Canoe Club Co-operative Ltd  Policies and Procedures 
  Updated June 2021 

Policy 8 Payment Procedures 

8.1 Electronic Bill Payment 

The following procedures for electronic bill payment are outlined to provide policy guidance 
for Rule 64, Accounts (refer Rules of FCC). 
 
All drawings on the FCC bank account “must be signed by any 2 or more directors”.   

• Electronic payments follow bank procedures ensuring electronic authorisation is 
given by two Board members 

• Electronic payments are limited to $5000 per day (larger transactions are to be paid 
by bank cheque or a temporary limit increase) 

• Any payment to a Board member must be paid by electronic payment 
• Recipient of payments may not authorise that electronic payment 

8.2 Training Courses  

Payment for training courses is to be undertaken using the TryBooking eCommerce facility 
linked from the FCC website. 

8.3 Club Uniform 

Payment for the purchase of uniforms can be made by direct credit by arrangement with 
the Uniform supplier. 

8.4 Membership 

Membership Renewal: Payment to be made via the Go Membership system on Renewal 
Day by credit card (preferred) or cheque, cash or by direct credit.  
 
New Members: Payment can be made via credit card or using direct credit following the 
completion of Go Membership documentation and induction of the member. 
 
Refer to separate Membership Policy. 

Policy 9 Support for Members Undertaking Coaching Courses 

Refer separate Coaching Policy. 
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Policy 10 Funding Support to FCC Members Competing in 
International Competitions 

At its discretion, the Board may offer financial support to FCC members to assist them 
compete at international competitions. Should the Board offer support, priority will be to 
support FCC members (defined as individual members or a dependent member or a regular 
member of a School squad with FCC membership) who has participated in Paddle Victoria 
sanctioned races as an FCC (and School, if relevant) participant. 

Policy 11 Club Awards 

There are a number of awards presented annually at the FCC awards night. They will not all 
necessarily be awarded each year (i.e. if there is no suitable recipient), and is at the 
discretion of the Board.  
 
Szigeti Medal – The Szigeti medal is an elite award presented to the best overall 
performance by a club member over the racing calendar year. The emphasis is on 
performance and consistency in all Paddle Australia and Paddle Victoria flat water 
(marathon and sprint) events. 

It is a performance based award and not a participation award.  

The award will be presented annually at the annual awards night if there is a suitable 
candidate. The award will be a specially designed medal presented in a display box. 

Winter Series Awards – This is to acknowledge the best-performed paddlers in the Winter 
Series Marathon Season. It acknowledges club members’ participation and performance in 
the Winter Series season.  

Awards will be presented in the categories; male, female, junior and canoe. In the event of a 
tie, the member with the highest finishing record will be declared the winner. 

Coaches Awards - These awards are at the discretion of the coaches currently coaching at 
the club. They are intended to reward overall performance, achievement and enthusiasm in 
paddling activities.  Awards will be presented in the categories; senior, junior (various ages) 
and encouragement depending on suitability. 

Canoe Polo Award – This is to acknowledge both the performance and club spirit of an FCC 
canoe polo player in local, national and international competition over the past 12 months.  
Nominations should be taken from the canoe polo playing group.  The Board will determine 
the winner. 
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Under the Yarra – This is an award intended to acknowledge examples of 
strong Club spirit over the past 12 months. This may be related to a member’s personality or 
a particular experience. Nominations to be placed in the box provided, and received by the 
Board by the designated time.  The Board will determine the winner. 

Chairperson’s award – This is to recognise overall effort to the club, not necessarily related 
to paddling. It is seen as a way to reward members who contribute to the administration or 
maintenance of the club over a twelve-month period. Selection will be at the discretion of 
the chairperson of the Board.  

Policy 12 Website and Communications 

Refer to separate document titled Communications Policy with together with attached 
appendices. 

Policy 13 Responsible Alcohol Use 

The Fairfield Canoe Club holds a Level 3 Accreditation with the Good Sports Program, 
sponsored by the Australian Drug Foundation. The Good Sports accreditation demonstrates 
the Board’s commitment to the responsible use of alcohol and the promotion of a positive 
environment that everyone can enjoy. 

The Fairfield Canoe Club holds a BYO permit authorisation. This entitles the consumption of 
alcohol only between the following hours: 

Monday to Friday: 6 pm to 9 pm 
Saturday and Sunday: 12 noon to 3 pm and 6 pm to 11 pm 

The permit allows liquor to be consumed, possessed or controlled on the Club premises 
during these hours by those over the age of 18 years. 

In accordance with the permit, members and their guests must not cause or permit undue 
detriment to the amenity of the neighbourhood to arise out of or in connection with the use 
of alcohol during or immediately after the permit hours. 

13.1 Safe Transport 

To provide a basis for the responsible use and/or non-use of alcohol by the Fairfield Canoe 
Club and to avoid any incidents as people travel to or from the club and its events: 

• The Club understands and accepts its responsibility to the safety of our members 
and friends. The following requirements will apply when alcohol is consumed during 
a club function. 
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• Board Members and event organisers will encourage members and 
visitors to make alternate safe transport arrangements if they are considered to 
exceed .05 blood alcohol concentration (or .00 if probationary driver) 

• If required Board Members will call a Taxi or arrange for a ride home with another 
member 

Policy 14 FCC is a Non-Smoking Club 

The Fairfield Canoe Club is a totally smoke-free Club. This means that the Club’s premises 
and land (i.e. indoors and outdoors) will be smoke free at all times. 

The smoke free policy applies to all Club members, contractors and visitors while on the 
Club premises. 

Policy 15 Behaviour 

15.1 Purpose 

The objective of our behaviour and inclusion policy is to maintain responsible behaviour and 
the making of informed decisions by participants in this club. It outlines our commitment to 
a person’s right to be treated with respect and dignity, and to be safe and protected from 
abuse. Our policy informs everyone involved in our club of his or her rights and 
responsibilities and the standards of behaviour that are required. 

15.2 Who Our Policy Applies To 

This policy applies to everyone involved in the club including Board members, coaches, club 
members, parents and spectators. 

15.3 Extent of the Policy 

This policy covers breaches of our code of behaviour and behaviour that occurs at training, 
in the clubhouse, at social events organised or sanctioned by the club (or our sport), and on 
away and overnight trips. It also covers private behaviour where that behaviour brings our 
club or sport into disrepute or there is suspicion of harm towards a child or young person. 

15.4 Club Responsibilities 

We will: 

• implement and comply with our policy; 
• promote our policy to everyone involved in our club; 
• promote and model appropriate standards of behaviour at all times; 
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• respond to breaches or complaints made under our policy promptly, 
fairly, and confidentially. 

Serious issues include unlawful behaviour that involves or could lead to significant harm and 
includes criminal behaviour (e.g. physical assault, sexual assault, child abuse) and any other 
issues that our state or national body request to be referred to them. 

15.5 Individuals Responsibility 

Everyone associated with our club must: 

• comply with the standards of behaviour outlined in our policy; 
• treat others with respect; 
• always place the safety and welfare of children above other considerations; 
• be responsible and accountable for their behaviour; 
• follow the guidelines outlined in this policy if they wish to make a complaint or 

report a concern about possible child abuse, discrimination, harassment or other 
inappropriate behaviour. 

15.6 Anti-harassment, Discrimination and Bullying 

Our club opposes all forms of harassment, discrimination and bullying. This includes treating 
or proposing to treat someone less favourably because of a particular characteristic; 
imposing or intending to impose an unreasonable requirement, condition or practice which 
has an unequal or disproportionate effect on people with a particular characteristic; or any 
behaviour that is offensive, abusive, belittling, intimidating or threatening – whether this is 
face-to-face, indirectly or via digital communication technologies and applications. Some 
forms of harassment, discrimination and bullying are against the law and are based on 
particular characteristics such as age, disability, gender, sexual orientation, pregnancy, 
political or religious beliefs, race, and marital status. 

Our club takes all claims of harassment, discrimination, bullying and cyber bullying seriously. 
We encourage anyone who believes they have been harassed, discriminated against or 
bullied to raise the issue with the club (see Responding to Complaints). 

15.7 Inclusion 

FCC is welcoming and we will seek to include members from all areas of our community.  

Where possible we will include people with a disability in our teams and club activities. We 
will make reasonable adaptations (e.g. modifications to equipment) to enable participation. 

We will support and respect people from diverse cultures and religions to participate in our 
club and where possible will accommodate requests for flexibility. 
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All people, regardless of their sexuality, are welcome at our club. We strive to 
provide a safe environment for participation and will take action over any homophobic 
behaviour.  

Policy 16 Child Protection and Working with Children at FCC 

16.1 Child Protection Policy 

Introduction:  

The Fairfield Canoe Club is committed to promoting and protecting the interest and safety 
of children.  We have a zero tolerance for child abuse.   

Every member of The Fairfield Canoe Club is responsible for the care and protection of 
children and reporting information about child abuse. 

Purpose: 

The purpose of this policy is: 

1. To facilitate the prevention of child abuse occurring within The Fairfield Canoe Club. 
2. To work towards a club culture of child safety. 
3. To prevent child abuse within The Fairfield Canoe Club. 
4. To ensure that all parties are aware of their responsibilities for identifying possible 

occasions for child abuse and for establishing controls and procedures for preventing 
such abuse and/or detecting such abuse when it occurs. 

5. To provide guidance to club members/volunteers/coaches/contractors as to action 
that should be taken where they suspect any abuse within or outside the club. 

6. To provide a clear statement to club members/volunteers/coaches/contractors 

Policy: 

The Fairfield Canoe Club is committed to the safety and wellbeing of all children and young 
people accessing our club facilities.   

We support the rights of all children regardless of their gender, race, religious belief, age, 
disability, sexual orientation, or family or social background; all have equal rights to 
protection from abuse.  We will act without hesitation to ensure a child safe environment is 
maintained at all times.   

Child protection is a shared responsibility between Fairfield Canoe Club members and all 
coaches, contractors, volunteers and visitors of the Fairfield Canoe Club community.  Any 
activity conducted with children by the Fairfield Canoe Club should be in compliance with 
the “FCC Child Protection Code of Conduct” and “FCC child protection procedure” below. 
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Fairfield Canoe Club will consider the opinions of children and use their 
opinions to develop child protection policies. 

If any person believes a child is in immediate risk of abuse, remove them from the situation 
if safe, AND telephone the police on 000. After calling the police, report the incident to the 
club Chairperson, the Secretary or any other appropriate director (please see the club notice 
boards for the director contact details). 

16.2 Child Protection Procedure 

16.2.1 Responsibilities  
The Board of Fairfield Canoe Club Cooperative has ultimate responsibility for the detection 
and prevention of child abuse and is responsible for ensuring that appropriate and effective 
internal control systems are in place. The Board is also responsible for ensuring that 
appropriate policies and procedures and a Child Protection Code of Conduct are in place at 
Fairfield Canoe Club. 

The Directors of Fairfield Canoe Club should be familiar with Paddle Australia’s “Looking 
After Our Kids Code of Behaviour - Clubs” and policy HR-018 “Safeguarding Children and 
Young People” and should ensure that the intent and specifics of these policies are followed 
at FCC. 

The Chairperson and fellow club directors of Fairfield Canoe Club are responsible for: 

• Dealing with and investigating reports of child abuse; 
• Ensuring that all coaches and volunteers are aware of relevant laws, organisational 

policies and procedures, and the organisation’s Code of Conduct; 
• Ensuring that all adults within the Fairfield Canoe Club community are aware of their 

obligation to report suspected sexual abuse of a child in accordance with these policies 
and procedures;  

• Ensuring that all coaches and volunteers are aware of their obligation to observe the 
Code of Conduct (particularly as it relates to child safety); 

• Providing support for coaches and volunteers in undertaking their child protection 
responsibilities. 

All Club members/Coaches/ Volunteers share in the responsibility for the prevention and 
detection of child abuse, and must: 

• Familiarise themselves with the relevant laws, the Code of Conduct, and Fairfield Canoe 
Club’s policy (16) and procedures in relation to child protection, and comply with all 
requirements; 

• Report any reasonable belief that a child’s safety is at risk to the relevant authorities 
(such as the police and/or the state-based child protection service) and fulfil their 
obligations as mandatory reporters; 

• Report any suspicion that a child’s safety may be at risk to a club director; and  
• Provide an environment that is supportive of all children’s emotional and physical safety. 

https://paddle.org.au/wp-content/uploads/2020/08/20200731-Looking-After-Our-Kids-Code-of-Behaviour-Clubs.pdf
https://paddle.org.au/wp-content/uploads/2020/08/20200731-Looking-After-Our-Kids-Code-of-Behaviour-Clubs.pdf
https://paddle.org.au/wp-content/uploads/2020/11/HR-018-Safeguarding-Children-and-Young-People-31.07.2020.pdf
https://paddle.org.au/wp-content/uploads/2020/11/HR-018-Safeguarding-Children-and-Young-People-31.07.2020.pdf
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16.2.2 Definitions 
Definitions in general are as per the Victorian Child Safety and Wellbeing Act 2005 with 
amendments, including: 

Child means a person below the age of 18 years unless, under the law applicable to the child, 
majority is attained earlier. 

Child abuse means all forms of physical abuse, emotional ill-treatment, sexual abuse and 
exploitation, neglect or negligent treatment, commercial (e.g. for financial gain) or other 
exploitation of a child and includes any actions that results in actual or potential harm to a child.  

Child sexual misconduct includes behaviour, physical contact or speech or other communication 
of a sexual nature, inappropriate touching, grooming behaviour and voyeurism.  

Reasonable grounds for belief is a belief based on reasonable grounds that child abuse has 
occurred when all known considerations or facts relevant to the formation of a belief are taken 
into account and these are objectively assessed. 

A reasonable belief is formed if a reasonable person believes that: 

(a) The child is in need of protection,  

(b) The child has suffered or is likely to suffer “significant harm as a result of physical 
injury”,  

(c) The parents are unable or unwilling to protect the child. 

A ‘reasonable belief’ or a ‘belief on reasonable grounds’ is not the same as having proof, but is 
more than mere rumour or speculation. 

A ‘reasonable belief’ is formed if a reasonable person in the same position would have formed 
the belief on the same grounds. For example, a ‘reasonable belief’ might be formed if:  

(a) A child states that they have been physically or sexually abused; 

(b) A child states that they know someone who has been physically or sexually 
abused (sometimes the child may be talking about themselves); 

(c) Someone who knows a child states that the child has been physically or sexually 
abused; 

(d) Professional observations of the child’s behaviour or development leads a 
professional to form a belief that the child has been physically or sexually abused 
or is likely to be abused; and/or 

(e) Signs of abuse lead to a belief that the child has been physically or sexually 
abused. 

16.2.3 Recruitment of Coaches  
Fairfield Canoe Club undertakes a recruitment and screening process for all coaches which aims 
to: 

• Promote and protect the safety of all children under the care of the organisation; 

• Identify the most suitable people who share Fairfield Canoe Club’s values and 
commitment to protecting children; and 

• Prevent a person from coaching at Fairfield Canoe Club if they pose a risk to children.  
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Fairfield Canoe Club requires all coaches to pass through the organisation’s 
screening processes prior to commencing coaching with Fairfield Canoe Club. 

Fairfield Canoe Club requires coaching applicants to provide a “Working with Children Check”  
(WWCC) in accordance with the law and to comply with our Coaching Policy before they 
commence coaching at Fairfield Canoe Club.     

Once engaged, coaches must review and acknowledge their understanding of this Policy and 
code of conduct.  

Fairfield Canoe Club will maintain a log noting the expiry dates of the coaches WWCC.  The log 
will additionally contain a record noting the date coaching credentials were last presented by 
the applicant, and the most recent date on which the club policies, procedures and code of 
conduct relating to working with children were reviewed with the coach. 

16.2.4 Volunteers 
Fairfield Canoe club requires volunteers involved in the conduct of events involving children to 
be briefed by event organisers of club policies, procedures and code of conduct relating to 
working with children.   Regular volunteers will be required to obtain a WWCC and to register 
this with the Technical Director.  If a regular volunteer is unable to provide a WWCC , they will 
be restricted from roles working with children. 

16.2.5 Contractors 
Fairfield Canoe Club will generally manage the risk associated with contractor interaction with 
children by arranging contractor work times to be during school hours.  Where contractors are 
engaged on a regular basis or likely to come into contact with children then WWCCs will be 
required and will be registered by the Technical Director.    

16.2.6 Risk Management 
Fairfield Canoe Club will ensure that child safety is a part of its overall risk management 
approach adopted by the board of management and reviewed monthly. 

Logs recording coach and director WWCC expiry dates will be reviewed quarterly. 

Any coach that has an expired WWCC will be suspended from working with children until a valid 
WWCC  is presented and noted in the log. 

16.2.7 Reporting 
Any club member, coach, club volunteer or contractor who has grounds to suspect abusive 
activity must immediately notify the appropriate child protection service or the police.  They 
must also advise a Board of Management member about their concern. 

In situations where the Board of management member is suspected of involvement in the 
activity, or if the person having the suspicion does not believe that the matter is being 
appropriately addressed or dealt with, the matter should be reported to the Club Chairperson or 
Secretary. 

Board of Management members must report complaints of suspected abusive behaviour or 
misconduct to the Chairperson or Secretary and also to any external regulatory body such as the 
police.   
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Paddle Australia’s Policy “Safeguarding Children and Young People” provides 
further detail of reporting and investigation if there is a complaint or allegation of child abuse. 

All suspected incidents of child abuse shall be reported to Victoria Police no later than 7 days 
after the reported incident, and should be reported to Police immediately.  Dial “000”. 

Other contacts: non urgent police assistance - 03 9247 6666; Department of Human Services - 
131 278. 

16.2.8 Investigating 
If the appropriate child protection service or the police decide to conduct an investigation of a 
report, all members, coaches, contractors or volunteers must co-operate fully with the 
investigation.    

Whether or not the authorities decide to conduct an investigation, the Board of Management 
will consult with the authorities to determine whether an internal investigation is appropriate. If 
it is decided that such an investigation will not conflict with any proceeding of the authorities, 
the Board of Management may decide to conduct such an investigation. All coaches, club 
members, contractors and volunteers must co-operate fully with the investigation.  

Any such investigation will be conducted according to the rules of natural justice.  

The Board of Management will make every effort to keep any such investigation confidential; 
however, from time to time other members may need to be consulted in conjunction with the 
investigation. 

After an initial review and a determination that the suspected abuse warrants additional 
investigation, the Board of Management shall coordinate the investigation with the appropriate 
investigators and / or law enforcement officials. Internal or external legal representatives will be 
involved in the process, as deemed appropriate. 

16.2.9 Responding 
If it is alleged that a club member, coach or club volunteer may have committed an offence or 
have breached the organisation’s policies or its Code of Conduct the person concerned may be 
subject to temporary disciplinary restrictions, such as restriction from accessing the canoe club 
while children are present, while an investigation is conducted.   

If the investigation concludes that on the balance of probabilities an offence (or a breach of the 
organisation’s policies or Code of Conduct) has occurred then disciplinary action may follow, up 
to and including termination of involvement with the club. The findings of the investigation will 
also be reported to any external body as required.  

16.2.10 Privacy 
All personal information considered or recorded will respect the privacy of the individuals 
involved and will follow the Privacy Policy (policy 21) unless there is a risk to someone’s safety. 
Fairfield Canoe Club has safeguards and practices in place to ensure any personal information is 
protected.  

https://paddle.org.au/wp-content/uploads/2020/11/HR-018-Safeguarding-Children-and-Young-People-31.07.2020.pdf
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Everyone is entitled to know how the personal information is recorded, what will 
be done with it, and who will be able to access it.  

16.2.11 Reviewing 
Every two years, and following every reportable incident, a review shall be conducted to assess 
whether the organisation’s child protection policies or procedures require modification to 
better protect the children under the organisation’s care.  

16.3 Working with Children Requirement 

The Victorian Working with Children Act 2005 requires that some people who work or 
volunteer in child-related work (i.e. regular direct contact with a child, who is under 18 years 
of age) require a ‘Working With Children Check’ (WWCC) . The check involves a national 
police records check and a review of relevant findings from prescribed professional 
disciplinary bodies (currently only the Victorian Institute of Teaching). There is an exemption 
for volunteers whose own children are the only children involved in the particular activity; 
however they should still be required to complete the screening process. 

Fairfield Canoe Club requires that all coaches working from the Canoe Club and all Club 
Directors have a current WWCC.  Members volunteering regularly at the club will also be 
requested to obtain a WWCC.  FCC will maintain a register of Coaches, Directors and 
Volunteers’ WWCC expiry dates. 

A person who has no criminal or professional disciplinary history will be granted an 
assessment notice. This notice will entitle the person to undertake child-related work in 
Victoria and is valid for five years (unless revoked). A person deemed unsuitable to work or 
volunteer with children will be given a negative notice and cannot work in child-related 
work in Victoria. For more information: 

• www.workingwithchildren.vic.gov.au or 1300 652 879 
 

Policy 17 Life Memberships 

Life Membership is the highest award available to recognise the long and outstanding 
contribution of individuals to Fairfield Canoe Club. It is therefore only to be awarded in 
exceptional circumstances. 

This Policy should be read and applied with full compliance to the Life Membership 
provisions as specified within the Rules of the Fairfield Canoe Club Co-Operative. 

No more than two (2) life memberships shall be awarded in any given calendar year 

http://www.justice.vic.gov.au/CA2569020010922A/page/Business+Units-Working+With+Children+Check?OpenDocument&1=0-Business+Units%7E&2=0-Working+With+Children+Check%7E&3=%7E#what#what
http://www.justice.vic.gov.au/CA2569020010922A/page/Business+Units-Working+With+Children+Check?OpenDocument&1=0-Business+Units%7E&2=0-Working+With+Children+Check%7E&3=%7E#what#what
https://www.workingwithchildren.vic.gov.au/
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17.1 Nomination for Life Membership 

Any financial Member may nominate another member for consideration for the Life 
Membership award.  

Nominations must be submitted in writing to the Board and must be signed by two current 
financial members (unrelated members) of the Club. 

The nomination should be prepared so as to set out the achievements and activities of the 
nominee and address the criteria below. 

Nominations must be received by the Board no later than the 1st of July in the year which 
the nomination is to be considered 

17.2 Award Criteria 

The following criteria are the absolute minimum requirement to be taken into account 
when considering any nomination: 

• Significant high quality volunteer service to the club over the duration of their 
membership. 

• The nominee will have provided valued leadership and/or been an outstanding role 
model. 

• The nominees’ service over the years must reflect favourably on and bring credit to the 
Club 

• The nominees’ actions at no time brought significant risk to the clubs financial viability 
or sustainability.  

• The nominee must be a currently active, financial member. 
• The nominee’s length of continuous membership shall be at least 20 years. 

17.3 Process for Assessment of Applications 

The Board will assess all nominations for Life Membership based only on the established 
criteria. 

Nominations for Life membership for current board members will in general be held over 
and not considered until the relevant member has left the board, given that the board 
assesses nominations and that the board must be seen to be impartial regarding such an 
honour within the club.  In exceptional circumstances (eg significant illness of nominee) this 
requirement may be waived. 

The Board will discuss & consider the application over two (2) regular meetings prior to the 
AGM.   

A unanimous vote by the Board will be required for endorsement of each nomination that 
the Board considers worthy of Life Membership. 
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Each year any endorsed nominations will be reported and celebrated at the 
FCC Annual General meeting. 

17.4 Retraction of a Life Membership 

Retraction of a Life Membership Award may occur where the recipient has conducted 
him/herself in a manner that reflects directly and adversely on the image or activities of 
Fairfield Canoe Club or puts the club at significant risk. This provision will only be exercised 
in exceptional circumstances and will require the unanimous agreement of the Board to be 
enacted. As part of the deliberations, the Life Member in question is to be given an 
opportunity to present their case in writing to the Board for retention of their Life 
Membership status. 

17.5 Benefits of Life Membership 

In addition to the status of membership of a select group within Fairfield Canoe Club, Life 
Membership will be recognised by: 

• Award of the Life Membership 
• Exemption from paying the annual FCC membership fee, however Canoe Vic fees may 

still payable and shareholding must remain (refer Club Rules). 
• Listing on the Honour Board, website and other official documents. 
• Invitations to attend all official Club functions.  Depending on the financial position of 

the event and the club, Life Members may be exempted from paying to attend some 
club events.   

Notes: 

Achieving the minimum length of continuous membership will not in any way automatically 
guarantee the award of Life Membership. 

Retrospective allocation of this award to individuals no longer involved in Fairfield Canoe 
Club will not be made. 

Policy 18 Complaints 

The following procedure is for complaints or disputes not covered by the procedures set out 
in Rule 13 (Disputes) of the Rules of the Fairfield Canoe Club Co-operative Ltd. 

The Board takes all complaints about on and off-water behaviour seriously. FCC will handle 
complaints based on the principles of procedural fairness (natural justice), that is: 

• all complaints will be taken seriously 



25 
 

Fairfield Canoe Club Co-operative Ltd  Policies and Procedures 
  Updated June 2021 

• both the person making the complaint (complainant) and the person 
the complaint is against (respondent) will be given full details of what is being said 
against them and have the opportunity to respond (give their side of the story) 

• irrelevant matters will not be taken into account 
• decisions will be unbiased and fair and 
• any penalties imposed will be fair and reasonable. 

 
If the complaint relates to suspected child abuse, sexual assault or other criminal activity, 
then our club will need to report the behaviour to the police and/or relevant government 
authority.  

18.1 Complaint Handling Process 

When we receive a complaint, the person receiving the complaint (e.g. Chairperson, Board 
Member) will: 

• listen carefully and ask questions to understand the nature and extent of the 
problem 

• ask what the complainant would like to happen 
• explain the different options available to help resolve the problem 
• take notes and 
• maintain confidentiality but not necessarily anonymity. 

 
Once the complainant decides on their preferred option for resolution, the club will assist, 
where appropriate and necessary, with the resolution process. This may involve: 

• supporting the person complaining to talk to the person being complained about 
• bringing all the people involved in the complaint together to talk objectively through 

the problem (this could include external mediation) 
• gathering more information (e.g. from other people that may have seen the 

behaviour) 
• seeking advice from Paddle Victoria or from an external agency (e.g. State 

Department of Sport or anti-discrimination agency) and/or 
• referring the complainant to an external agency such as a community mediation 

centre, police or anti-discrimination agency. 

18.2 Disciplinary Measures 

The Board will take disciplinary action against anyone found to have breached our policy or 
made false and malicious allegations. Any disciplinary measure imposed under our policy 
must: 

• Be fair and reasonable 
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• Be based on the evidence and information presented and the 
seriousness of the breach 

• Be determined by our Rules. 

Possible measures that may be taken include: 

o verbal and/or written apology 
o suspension or termination of membership in line with Rules 9 (Expulsion of 

members) and 12 (Suspension of members) of the Rules of the Fairfield 
Canoe Club Co-operative Ltd 

o any other form of discipline that our club considers reasonable and 
appropriate. 

Policy 19 Short Term Membership 

On application to the Board, members of other Australian or International Canoe Clubs may 
apply for short term membership to FCC (maximum one year). The membership fees 
payable will be determined by the Board taking into account the duration of the short term 
membership and the age (adult or junior) of the paddler. A $20 key/fob deposit will be 
added to the membership fee which will be refunded on return of the key/fob. The Board 
will waive the shareholding payment for short term memberships up to a maximum of 1 
year. The short term membership will include the Paddle Australia /Paddle Victoria fee 
appropriate for the duration of stay and age of paddler unless proof is provided of existing 
PA membership or equivalent insurance cover. The short term membership will include the 
provision of a key/fob and enable the short term member to use the club fleet. The short 
term member will not be able to vote at the club AGM. 

Policy 20 Coaching 

Refer to separate document titled Coaching Policy together with associated Course Checklist and 
Completion Record and the Coach Registration Application Form. 

 

Policy 21 Privacy 

The privacy of personal information is important to FCC.  We have adopted the Paddle 
Australia Privacy Policy which is available via the PA website. 

https://paddle.org.au/about-us/documents-policies-and-bylaws/
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