CONSTITUTION & BY-LAWS
PROCEDURES and REGULATIONS
NORTH BAY “Y” TITANS SWIM TEAM INCORPORATED

Article I – Definitions

This society, known as the North Bay Y Titans Swim Team, shall hereinafter be referred to as the “Club”, and by the abbreviation (NBYT).

Article II – Purpose

a) To promote amateur competitive swimming in North Bay and area, within the jurisdiction of Swim Ontario and Swim/Natation Canada.
b) To coordinate the competitive swim programs and the use of the facilities at available North Bay pool complexes.
c) To encourage membership from the public at large to train toward competitive swimming.
d) To host and participate in Club competitions.
e) To attend and participate in other Clubs’ competitions.
f) To provide opportunities for the pursuit of excellence in competition.

Article III – Membership

a) Membership shall be open to the public at large within the noted categories.
b) Membership is open to all swimmers ages 6 years and up.
c) Membership is open to those swimmers who have the initiative, desire and technical swimming ability as determined and required by the Head Coach.
d) All members are required to obtain a membership with the North Bay YMCA as directed by the Executive at the beginning of each swim year.  All swimmers must register with Swim Ontario.
e) The membership fee in the Club shall be an annual fee, which shall be fixed by the Executive prior to the commencement of each swim year.
f) The Executive of the NBYT will consider referral to appropriate funding sources for families requiring financial assistance.
g) Fees will be charged for all out-of-town swim meets to offset meet and related expenses such as entry fees, transportation, and accommodation.  These fees are payable at the time of accepting the invitation to the meet and are non-refundable.
h) To maintain membership in the Club, a member must ensure there are no arrears in fees, as per policy (see Appendix A).

Article IV – Officers of the NBYT Executive
	Section 1. The following are the Officers of the Executive:
a) The voting Executive Committee shall consist of the following elected officers:  President, 1st Vice-President, 2nd Vice-President, Secretary, Treasurer, Past President, Blue Sky Charity Association ‘BSCA’ Representative and two (2) Members-at-Large
b) All officers will be elected and serve for two years.  The executive positions of 1st Vice-President, Treasurer and Secretary will come up for re-election every odd year, while the positions of President and 2nd Vice-President will come up for re-election every even year.  In the event that a member of the Executive holds two positions, a member-at-large may be elected to the Executive at the Annual General Meeting

Section 2. President of the Executive
Responsibilities of the President of the Executive shall include:




a) To coordinate the activities of the Club
b) To chair Executive and general membership meetings
c) To be full or ex officio member of all committees
d) To work in close liaison with the Region
e) To interface with other Clubs, Swim Ontario and any political bodies
f) To represent the Club at Regional, Provincial, Municipal and other meetings or functions as necessary

Section 3. 1st Vice-President of the Executive
Responsibilities of the 1st Vice - President of the Executive shall include:



a) To preside over meetings and to run the affairs of the Club when the President has other commitments,
b) To coordinate the activities of the Club.
c) 

Section 4. 2nd Vice-President of the Executive
Responsibilities of the 2nd Vice - President of the Executive shall include:
a) To preside over meetings and to run the affairs of the Club when the President and/or 1st Vice-President has other commitments
b) To coordinate the activities of the Club,
c) Performs other duties as assigned by the President or the Executive

Section 5. Past President
Responsibilities of the Past President of the Executive shall include:

d) To coordinate the activities of the Club
a) 
b) Performs other duties as assigned by the President or the Executive



Section 6. Secretary
Responsibilities of the Secretary of the Executive shall include 



a) preparing and distributing Council agendas and minutes, as directed by the Executive Committee;
b) keeping a record of attendance, regrets and votes registered in advance;
c) receiving any notices of motion or other communications from committees and individual councilors, and distributing them to the Executive Committee
d) 
e) Handles Club correspondence and ensures prompt distribution (in and outgoing)
f) Keeps an organized files of minutes and correspondence
g) Keeps a current mailing list of all Regional Clubs
h) Assist the President in compiling meeting agendas
i) Ensures that Notices of Motions are included in the agenda
j) Keeps an adequate supply of forms for moving, seconding and recording of motions
k) Ensures that writing material and supplies are available at meetings
l) Records, types and circulates minutes
m) Has available at meetings such records deems necessary (i.e. Constitution, by-laws, past minutes and pertinent correspondence)
n) Performs other duties as assigned by the President or the Executive


Section 7. Treasurer
Responsibilities of the Treasurer of the Executive shall include .



a) To handle all financial transactions of the Club
b) To liaise closely with the Club President and the Executive
c) To prepare, coordinate and monitor the budget
d) To prepare and keep financial records
e) To present current financial statements to the Executive and the Club as required
f) To settle all accounts
g) To collect Club fees and other monies; look after payment of bills and assessments
h) To work closely with the Club Executive in setting Club fees
· 


Section 8. North Bay Youth Sports Association Representative (BINGO Coordinator)
 	Responsibilities of the BINGO Coordinator of the Executive shall include



a) To be accountable for the Club’s interest in the NBYSA
b) Appoint a Bingo Coordinator(s) to organize and schedule parents for all bingos
c) Consult closely with the Executive

Section 9. Member-at-Large
Responsibilities of the Member-at-Large of the Executive shall include:
a) To coordinate the activities of the Club
b) Performs other duties as assigned by the President or the Executive
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a) The voting Executive Committee shall consist of the following elected officers:  President, 1st Vice-President, 2nd Vice-President, Secretary, Treasurer, Past President, Blue Sky Charity Association ‘BSCA’ Representative and two (2) Members-at-Large, 



b) All officers will be elected and serve for two years.  The executive positions of 1st Vice-President, Treasurer and Secretary will come up for re-election every odd year, while the positions of President and 2nd Vice-President will come up for re-election every even year.  In the event that a member of the Executive holds two positions, a member-at-large may be elected to the Executive at the Annual General Meeting.
c) The Executive Committee shall, subject to the by-lawspolicies or directions given it by the majority vote at any meeting properly called and constituted, have full control and management of the business affairs of the Club.
d) Meetings of the Executive Committee shall be held at least once per month, or at the call of the chairChair.  Each officer shall have one vote, except the presiding Chair officer who will vote only in the case of a tie.  The Executive may, as required, invite any or all Club members and parents to attend all or part of certain meetings with the right to speak on a topic or topics, or give general input as requested by the Executive.  Such persons will have no vote.
e) A special meeting may be called on the instructions of any two officers of the Executive Committee, provided they request the President to call such meeting, and state the business to be brought before the meeting.  The Executive may request the presence of any persons or committee if the business of the meeting may benefit from such.
f) A quorum shall consist of 50% of the Executive Committee, plus one additional executive member.  Meetings shall be held without notice if a quorum of the Executive Committee is present, provided, however, that any business transactions at such meetings are ratified at the next regularly scheduled meeting of the Executive Committee; otherwise, they shall become null and void.
g) The Executive shall:
· Call meetings in accordance with the By-lawsConstitution
· Establish an annual budget for the operation of the Club and maintain same
· Obtain permission by means of majority vote for all non-budgeted expenditures
· Establish fee schedules and coaching fees and stipends as necessary
· Make such additional rules and regulations, when required, as necessary to comply with this Constitution and By-laws of the Club.
· Define the additional duties to persons working within the club to comply with the Constitution and By-laws of the Club.
· Conduct all business in the name of the Club and use the Club address where practical
· Have full authority to deal with all matters pertinent to the administration and operation of the Club.


Article V – Auditing

a) The books, accounts, and records of the Treasurer shall be audited at least once per year by a duly qualified accountant, or by two members of the Club elected for that purpose.  A complete a proper statement of the standing of the books for the previous year shall be submitted by such auditor at the Annual General Meeting of the Club.
b) The books and records of the Club may be inspected by any member/parent of the Club at the Annual General Meeting provided for herein, or at any time upon giving reasonable notice and arranging a time satisfactory to the officer or officers having charge of same.  Each member of the Executive Committee shall, at all times, have access to such books and records.
Article VI – Annual General Meeting

The Club shall hold an Annual General Meeting on or before the 30th of June each year, of which meeting due notice of one month will be given to all members and parents.  At this meeting there shall be an election of Officers as outlined in Article IV of this Constitution.  Any member 18 years of age or older or any parent of any member in good standing shall be entitled to submit nominations at the Annual General Meeting, and shall be eligible for any office within the Club.  Following June’s meeting, the newly formed Executive will take office July August 1st.  The old and new Executives will work together during the transition period to the end of July in order to honor prior commitments.

Article VII – General & Special Meetings

General and special meetings shall be held at the call of the President or if he/she is absent, at the call of the Vice-President, or by any five members in representation to the President, or in his/her absence to the Vice-President.  General meetings shall be held when possible, for the purpose of effecting communications between the Executive and the member’s parents and reporting and promoting programs and activities.  A notice of meeting shall be given at least seven days prior to the date of the meeting, by any means appropriate to inform the general membership or parents.  If the President and Vice-President are not present at the meeting, the meeting will elect a Chairperson for the purpose of the meeting only.  Then members/parents in good standing shall constitute a quorum at any meeting.

Article VIII – Voting

Any member 18 years of age or older or any parent of a member in good standing shall have the right to vote at any general meeting of the Club.

At the Annual or General meetings, voting shall be as follows:

i) voting on all Club business, except for the election of Officers, normally shall be by the show of hands; however, any member/parent may request, and receive a secret ballot on any vote.
ii) the election of Officers shall be by secret ballot
iii) in all voting, a simple majority of those eligible voters in attendance decides, except as otherwise provided
iv) the President will only vote to break a tie
v) in the event of a tie in the election of Officers, a second ballot will be held; in the event of a tie on the second ballot, a toss of the coin will decide the elected person
vi) no proxy voting is permitted

Article IX – Remuneration

Unless authorized at the meeting and after notice of the same, have been given, no officer or member/parent shall receive any remuneration for his/her services.  (See Appendix B – Travel/Expense Claim form for authorized payment of expenses).




Article X – Disposal of Funds

All monies received by or on behalf of the Club shall be deposited in the Club’s account in a branch of a chartered bank or trust company in the City of North Bay.  All disbursements from the account shall be made by cheque signed by any two of the following; the President, Vice President or the Treasurer, or in their absences by some other executive officer appointed by resolution of the Executive Committee.  The Executive reserves the authority to deposit any surplus Club funds in an investment account.

Article XI – General

a) All members and parents are expected to support the Club.  All members and parents are expected to participate in fundraising projects and activities as outlined by the Executive Committee.
b) Individual members and/or parents shall be responsible for financial loss incurred by the Club due to their own or their children’s negligence (vandalism included).
c) Swimmers shall only receive coaching in competitive swimming from the NBYT coaching staff or other coaches under their guidance or under special circumstances with other coaches or teams subject to NBYT Head Coach’s permission (i.e.: training camps, regional teams, guests etc.).
d) Swimmers shall:

· Show respect for their Coaches and all Coaches of other teams
· Show respect for all officials at swim meets
· Show respect for all swimmers and parents of same
· Not use profanity
· Abide by the Coach’s rules and decisions
· Show respect for property of others at all times
· Wear team suit and cap at all swim meets

Failure to comply will result in the Executive considering disciplinary action, up to and including suspension of membership.
e)	Awards and individual trophies will be presented annually to the swimmers.  Those selected will be at the sole discretion of the Head Coach, in conjunction with his/her coaching staff.
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Communication & Publicity
A person, who has good communication skills and has good connections with the news media.

Duties:

· Responsible for publicizing activities of the Club
· Arrange for or gives all news releases and interviews
· Arrange for media coverage of all meets and special events
· Publicize events arranged by the Ways & Means Committee (Fundraising)
· Liaise with Coach and notify media of results immediately after a swim meet or session
· Liaise with Newsletter Editor and Executive as needed
· Works (with the help of the Executive) to recruit new swimmers through displays, presentations at schools, shopping centers, etc.

Ways & Means Committee (Fundraising)
A person, who has a proven track record and good connections, is an aggressive and take-charge person, has the ability to organize and is able to work with people.

Duties:

· Responsible for raising money, as well as for the Club’s social activities
· Help organize, delegate and run all fundraising programs
· Help organize, delegate and run all social activities
· Work closely with the Executive and obtain approval for all projects

In-Town Meet Manager
A person, who has a basic knowledge of competitive swimming, is well organized, is capable of assigning authority, delegating jobs, and can maintain a time frame.

Duties:

· Organize swim meets
· Apply for sanctions from Swim Ontario office for any meets to be held
· Complete meet report forms and return to Swim Ontario office for any meets to be held
· Return completed Goal Bonus Form and cheques to the Swim Ontario Office after each meet.
· Assign billets for the out-of-town swimmers

Out-of-Town Meet Manager
A person, who is willing to be responsible for all aspects of the out-of-town swim meets, is flexible and is organized.

Duties:

· Obtain a copy of the out-of-town swim meets as soon as the Club receives it.
· Always work closely with the Head Coach and the Executive to determine transportation method, accommodations, billeting etc.
· Arrange method of transportation and book accommodations accordingly (includes bus driver for accommodations)
· Set the time for departure and designate a meeting place
· Arrange for chaperones for all out-of-town meets and ensure they know their responsibilities and duties

Officials Coordinator
A person, who is interested in the education and progressions of people in matters of officiating, is capable of conducting and/or organized Officials’ Clinics.

Duties:

· Liaise with meet manager to properly staff swim meets (both in-town and out-of-town)
· Arrange for Officials Clinics and recruit new Officials
· Work with Regional Officials Representatives to make sure that the necessary stepping stones for Officials progression are provided
· Arrange, through the Regional Officials Representative, to have qualified persons at meets to observe Club Officials on deck while they work in positions in which they wish to become qualitied
· Keep updated the qualifications records of Club members and the local non-members who regularly assist at meets
· Be available for Regional/Provincial meetings and seminars

Equipment Coordinator
A person, who is organized, has knowledge of swimming equipment and apparel.

Duties:

· Obtains necessary team and pool equipment in consultation with the Executive and Head Coach
· Obtains all Swim Ontario materials and awards for swim meets and Clinics
· Is available at the pool regularly to bring in equipment for simmers to try on

Head Coach
A person, who is compatible with the Club, is either a paid or a volunteer coach, is able to coach and teach children, and is interested in personal development and upgrading through the N.C.C.P. system and other available opportunities.

The Head Coach shall plan, determine, organize and supervise the overall swimming program of the North Bay Y Titans Swim Team.

The Head Coach will be appointed or hired by the Executive Committee and put on a contract as decide by the Executive Committee.  Assistant Coaches will be appointed/hired by the Head Coach in conjunction with the Executive Committee.

Duties:

· To instruct and teach competitive swimming
· To select meets for the development of the individual swimmer in conjunction with the Club Executive and the parents concerned
· To set up a meet program for the progression of the swimmers
· To prepare swimmers, both psychologically and physically, for competition
· To work with swimmers in setting up personal goals
· To keep records of each swimmer’s progress and to maintain “Best Time” records for each swimmer
· To be able to attend out-of-town meets
· To be available, on a scheduled basis, to pass on information to parents and to the Executive Committee
· To recognize and participate in Region policy
· To be a member of the Ontario Coaches’ Association
· To attend Regional and Provincial seminars and developmental clinics
· To determine the optimum number of swimmers with each coach and for the club in total
· To deal with matters of swimmer discipline in conjunction with the Executive Committee

Chaperones

Duties:

· Chaperones are decided on a volunteer basis, organized through the Out-of-Town Meet Manager.  If you wish to volunteer, contact the Out-of-Town Meet Manager.  All meet permission slips also have a spot where you can state that you are available to volunteer.  Chaperones are now required to file a current Police Check with the Club, which will be kept on file for the season.
· Where there is room, the chaperone must ride the bus and assist the coaches with the swimmers.  The chaperone will prepare and serve the food and drink on the bus when it is available.
· The chaperone must ensure that the “Chaperone Bag” containing swimmer information sheets and the first aid kit is on the bus.  The chaperone must distribute slips with the chaperone’s name, hotel, and phone number to all swimmers who are being billeted.
· The chaperone will be responsible for the care of any swimmer who becomes ill during the meet, or for any other reason they cannot be billeted as expected.  These swimmers will stay in the chaperone’s room at the hotel.  Visiting and wandering around the hotel will not be permitted.
· The chaperone or his/her deputy, will remain in the chaperone’s hotel room or within earshot of his/her phone at all times in case swimmers need to contact them; or the chaperone may carry a cellular phone with him/her at all times if this number has been given to the swimmers along with the hotel number.  Swimmers are encouraged to “check in” with the chaperone.
· Should a swimmer call with a billeting problem, the chaperone should try to solve it by phone but any swimmer who does not feel safe or comfortable in a billeting home must be picked up immediately and brought to the hotel.  Chaperones should be aware that the swimmers may feel they cannot discuss their fears or concerns on the phone and explanations may have to wait until they are safely at the hotel.
· The chaperone will be reimbursed their taxi fare if required to pick up swimmers.
· In the event of a serious billeting problem where a swimmer’s safety has been jeopardized the chaperone shall call the police immediately to report the incident and obtain advise as to how to proceed with injuries.
· If the police whish to interview the swimmer, the swimmer’s parents should be contacted and permission obtained.  If parents cannot be contacted the chaperone should proceed at his/her discretion
· Parents who opt to have their children stay at the hotel with them are responsible for their child.  These children are not the chaperone’s responsibility.
· The chaperone is responsible for collecting bus fare from all other parents riding the bus.  Coaches and chaperones do not pay to ride the bus.
· The chaperone should have a team list with all parents’ phone numbers and the necessary medical information about each swimmer.
· The chaperone must ensure that all swimmers being billeted are picked up by the billeting family.  The chaperone shall obtain or compile a list showing the name, address and phone number of the family where the swimmers are billeted.  The chaperone shall let the billeting families know where he/she is staying (hotel, phone number).
· The chaperone will be responsible for the safe keeping of the swimmers’ money and valuables as needed.
· The chaperone will be responsible for having a “phone committee” set up for the return trip home in order for the swimmers to be picked up at the YMCA.
· The Club will pay for the chaperone’s hotel room.  The chaperone will be responsible for her/her own meals.
· When attending a “hotel” meet the chaperone should enlist the help of other parents when necessary.  When swimmers are on different floors of a hotel there should be one adult on each floor who is responsible for supervision of swimmers on that floor.
· At a “hotel” meet, where seniors and juniors are swimming at different times, two chaperones will be chosen (one for seniors and one for juniors) at the discretion of the Out-of-Town Meet Manager. Whenever possible the chaperones will share a hotel room.
· Chaperones are not to officiate at swim meets
· When staying in a hotel, chaperones will remove all matches from the swimmer’s rooms.
· Whenever and wherever possible, two senior swimmers should be billeted with two junior swimmers.  A minimum of two swimmers should be billeted together.  No swimmer should be billeted alone if they are at all uncomfortable with this arrangement.  If suitable arrangements cannot be made the swimmer should be taken to the hotel to stay with the chaperone.  The chaperone should check the billet list to ensure that our swimmers are billeted according to Club policy and make necessary changes with the billeting officer of the host club.
· The chaperone should not plan to keep their children at the hotel with them at a billeting meet (unless the child is under 9 years).  The chaperone’s room is to be kept free for those under 9 not with a parent, swimmers who become ill etc.

Bus Procedure
When we have 20 or more swimmers participating at a swim meet, we will travel by bus.  We will try to travel by “coach” type bus wherever possible, but will utilize school buses in certain situations.

Seating on the bus will be in the order as follows:

Swimmers/Coaching Staff			First
Chaperones					Second
Parents						Third
Other Clubs					Fourth

All parents and other clubs will be expected to pay a charge per seat (each way) for travelling on the bus.  This money will be collected by the chaperones on the bus.  The fee will be set annually by the Executive.

When travelling by “coach” type bus, the rear seat and table will be for the chaperones.  This will enable them to set up and prepare food for serving on the trip.  The remaining seats (including second table) will then be issued to the swimmers and other passengers as directed by Coach will have first choice of seating, with the remainder of the seating then going to parents or other clubs.

Swimmers are allowed to bring snacks on the bus.  Please ensure that they are healthy type snacks – no candy.  Swimmers are expected to keep the bus reasonably clean.  Please use the garbage bags on the bus.

Billeting
Billeting is a method of keep the cost of out-of-town meets to a minimum for both the swimmer and the Club.  It can be a lot of fun and the swimmer gets to meet families from other clubs through which lasting friendships are made.

Appendix A

Payment of Fees / Other Monies

· Any invoices received must be paid in full within 30 days
· If monies have not been received after 15 days you will be called with a reminder
· After 30 days, you will be sent a letter suspending your swimmer(s) from practices until arrangements are made for payment
· After 60 days your swimmer’s membership with the club will be cancelled
Appendix B
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· 
· NORTH BAY Y TITANS SWIM TEAM
· TRAVEL/EXPENSE CLAIM FORM
· 
· 
	· Name:
	· 
	· Phone:
	· 

	· Address:
	· 

	· 
	· 

	· 
	· 


· 
	· Date
	· Item/Description
	· Amount

	· 
	· 
	· 

	· 
	· 
	· 

	· 
	· 
	· 

	· 
	· 
	· 

	· 
	· 
	· 

	· 
	· 
	· 

	· 
	· 
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	· 

	· 
	· 
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	· 
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	· 


· 
· 
	· Receipts Attached:
	· 
	· Yes
	· 
	· No
	· Date Paid
	· 
	· Total Paid
	· 


· 
· 
· 
	· Expense Authorized By:
	· 
	· Payment Authorized By:
	· 


· 



Revision No: TwoThree
Revision Date:  June July 3013, 202012	2
image1.png




