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Meet Pack Information

Boating Group Meet Packs
The Meet pack was first introduced in November 1992.  This is the fourth revision. In future, all pages will be dated and any revised pages issued to insert into the existing pack.

The Meets Management Committee hopes that you find the meets pack useful and will welcome any further ideas you may have for improving it.
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Only one copy of the form is enclosed; please arrange locally to obtain any photocopies you need. 

The Club’s Temporary Holiday Sites Committee continue to make changes to the rules governing Holiday meets (THS). THS now have to be submitted at least eight months before the event. THS’s in National Parks must be submitted no later than the end of April of the previous year. If at a new venue by the end of March please. There are some other more minor changes. The most recent set of guidelines for THS are included for organisers of existing Holiday Meets only at Section 8. Please ensure that you have the latest version of the THS documents before starting to organise a meet of more than five days duration. Copies are available from the Group’s THS and National Parks Officer.

Partly because of the frequent and rapid changes being made to the THS guidelines etc., the Meets Management Committee wish to continue to monitor the progress of the Holiday Meet Applications as well as proposals for meets in the National Parks. Please will you route all correspondence with The Camping and Caravanning Club Headquarters via the group’s THS and National Parks Officer, (please see current Buccaneer for post holder details)

Section 1,2 and 3 are key to this meet packs success. It is essential that the details on these sections are kept up to date. Please let Meets Management Chairperson have an up to date copy of forms 1, 2, & 3 regarding any meet you are running and keep them advised of any significant changes

The PRO always wants good Photos on all the aspects of your meet, for the Exhibition Stand.  Could you please make every effort to support this request.

Pictures paint a thousand words!
Meets Management Chairperson

Section 1:
Site Information Form
Name of Site

OS Map Ref.

Site Organiser / Steward

Address & Tel No of Site Organiser / Steward

Name of Site Owner

Site Address & Tel No

Date of Meet & No of Details

Type of Units Permitted

Camping Facilities

Water, Showers, etc.

Other Facilities on Site

(Shop, Play Area, etc.)

Pets Allowed on Site

Type of Craft Permitted

Boat, Sailboard, Multihulls

Type of sailing

(Sea, Lake, River)

Permits/Licences/Harbours Dues Payable/Site Owner – launching ramp owner’s requirement re.having site of boat insurance/Any key deposits required etc.

Sailing or Tidal Restraints

Boat Storage

Anticipated cost of Meet Including Sailing Fees

Booking Required

Any Other Restrictions

(Max No of Units Allowed)

Are Day Visitors Allowed

Day Visitors Fees

Section 2:
Site location
OS Map No & Ref.

Map of the area showing major road routes.

Sketch or large scale map of the site/area

(OS map of the area may be purchased and the cost included in the budget for the meet. The map then can be kept for future reference with the pack).

Directions on how to find Site

Brief general description of site suitable for magazine insertion.

Section 3:
Local Information
Nearest Hospital with A & E Dept.
Address:

Tel No:

Local Doctor:

Address:

Tel No:

Local Vet:

Address:

Tel No:

Police Station / Fire Station:

Harbour Master / Coast Guard:

Nearest Post Office and public telephone

Shop:

Laundrette:

Bank:

Camping Shop:

Fast Food:

Places of Interest to visit in the area:

Tourist Information Centre:

Public Footpaths / Walks in the Area

Tide Times (if required)
Sailing Hazards

BG Safety Code:

Section 4:

Step by Step Guide to Organising Weekend / Holiday Meets

For Holiday meets see also THS guidelines. Section 8

Make provisional booking with the landowner and arrange site fees. Try to get a charge per unit not a fixed fee this will minimise any loses that the Group may incur.

Make provisional booking for sailing and arrange sailing fees.

Obtain Boating Group approval ( before the end of September for the following year at the latest). All meets must be authorised by the Meet Management Committee prior to the autumn National Committee meeting (usually held in September.) and advertised in at least one Buccaneer and Out & About to all members.

ALL THS APPLICATIONS MUST BE ROUTED THROUGH THE GROUPS THS OFFICER (SEE PAGE 2)

Obtain THS sign from Club HQ.

Complete the Boating Groups Meets Pack Section 1-3 and send copies of Section 1, 2 and 3 to the Meets Management Chairperson.  It would also be helpful to send a copy of Section 2 to the Out & About Co-ordinator for inclusion in “Out and About” and also to the Buccaneer Editor so up to date details can be published.

Confirm bookings in writing 

Plan the programme / activities for the Meet

Calculate the cost of any activities so that the fees for the meet can be agreed

Decide on maximum number of units you will be comfortable to Steward and stick to it.

Advertise your Meet. This is where a good marketing job will help.  Take Photo’s of the lake and site to be included in your meet pack. Particularly if it is a new meet you have got to sell it to the members and encourage them to try it. Entry for the Clubs magazine is 3-4 months in advance.  Buccaneer deadlines to be found on page 1 of the magazine are normally mid January, April, July and October for the following months edition. Send off the information from Section 2 (Magazine entry) to our Editor and Out & About Co-ordinator well in advance.

Answer any queries, take bookings. Send out information from your Meets pack with a booking confirmation.

(THE BOOKING FORM FOR MEMBERS IS A DISCLAIMER AND CONFIRMS THAT THEY THE UNDERSIGNED HAVE CURRENT THIRD PARTY INSURANCE FOR THE CRAFT THEY ARE USING FOR UP TO 2 MILLION POUNDS [RYA GUIDELINES}). NON BOATING GROUP FOLK AT YOUR MEET MUST SIGN A SUITABLY WORDED DISCLAIMER. It is suggested… “I the undersigned have current 3rd party insurance for the craft I am using for up to 2 million pounds.”

Confirm the site booking with the owner 14 days prior to the meet.

Arrive at the site. Check in with the owner. Set out the site and direction signs  Boat Group Logos are quite effective.
Open the site at the agreed time. Welcome and check in arrivals Check membership to the Club at this point. (All members should carry their membership card with them).

Tea and coffee may be offered (depending on the size of the meet) this is a good introduction to the meet, and get people instantly involved. Assistant Stewards are helpful at this point.

Point out pitch. Explain the arrangements for the elsan disposal, refuse point ( at weekend meets the campers normally take it home).  waste water, notice board and restrictions on sailing if there are any.

Run programme. As Steward you are in charge of the meet  but you do not have to do it all yourself. Pre arranged helpers (adults) could make your task a lot easier. After all you are on Holiday too.

Persuade / delegate someone to do a camp report to go to the Buccaneer(This is very important and it is better if there is more than one).

Close the meet at the agreed time, Pay the Landowner before leaving the site or arrange direct payment by the B.G. Treasurer and obtain a V.A.T. receipt for the accounts.

Check the site for rubbish and on leaving the site ensure that any gates are closed.

If the site has been poorly supported it may be necessary to make a minimum payment to the Landowner so that the site is not lost for subsequent meets (refer to Treasurer afterwards).

On returning home finalise the meet accounts and forward the  returns to the Treasurer ( Section 6). THS forms and  the Guest Book must be sent to the Treasurer within 7 days and the completed accounts within four weeks.

Update the Meets pack ready for next year and pass the revisions on to the Meets Management Chairperson. If you are not planning to Steward the meet following year please update the Meets Pack and pass it onto the new Steward or to the Meets Management Chairperson if new Steward not known.

* DO NOT FORGET YOU ARE ALSO THERE TO ENJOY YOURSELF*

Section 5:
Activities

Some sort of social event however simple helps to get campers together and introduce new members into the Group.  Obviously this will depend on the size of the venue and the meet.  Smaller meets tend to have social activities happen without hardly any planning, for the bigger meets things need a little more organisation.  So that people do not feel they have been excluded.  The following ideas have all worked well and in most cases involve the provision of “free” supplies which need to be paid for from the camping fees so remember to include them in your budget.

Camp Notice Board:
Ensure you have supply of paper, card, pens, markers, bluetak, drawing pins, selotape, plastic bags or wallets, so if it rains the notices do not get too soggy. Remember to include these in your budget.

Ensure that the information in Section 3 is displayed.

Put up a welcoming notice before the campers arrive, giving brief details of your weekend plan and any special items of news.

Add details daily of any further activities planned.  It may be an idea to use coloured paper, rotate the colours daily so people notice that a new sign has been put up.  

Picnic Sails:
Arrange on a ”look out for each other”. basis.  Consider organising a ramble to the same destination for the non-sailors, or perhaps using a limited No of cars if there are young children.

If it is not practical to get food to a destination for a picnic (Toppers, Lasers and sailboards tend to arrive with very wet and squashed sandwiches) why not have an ice cream sail to the next village along the coast or at the other end of the lake.  

Remember not everyone may have much experience of sea sailing so don’t be too ambitious in your choice of destination especially as it may involve a long sail backup wind and against the tide.

Coffee Morning:

Easy to organise, just get half a dozen people to boil their kettles, thermos flasks can be filled before hand and put out tea, coffee, sugar and milk.  Remember to bring several cartons of long life milk away with you if milk is not available on site. Biscuits can also be provided if funds run to it. Within a few minutes half the site will be round with their mugs.  This is always a good time to make any announcements about other social events and restrictions.  It may be an idea to have a coffee morning on the Saturday as well as Sunday as this involves new members at the start of the rally ensuring they join in and feel welcome.

Barbecue:
Another easy social event to run.  If there is access to a large barby arrange to have this in place, provide charcoal and light it up ready for everyone to cook their own food.  If a large barby is not available arrange for several people to bring theirs along to a communal area.  You can suggest that every family brings a bowl of salad (you will be surprised how many different types people bring e.g. green, pasta, rice etc.) and a sweet dish (e.g. cakes, biscuits and fruit). Put out tables for the food and you will be amazed at the spread.  If funds are available sausages, burgers, rolls etc. can be provided by the organisers.  Calculate the cost and add it to the camping fee.  You need to know numbers camping for this one so that you can calculate quantities.

American Supper:
Ask everyone to bring a sweet and a savoury dish for the table.  Set out tables for the food and you have an instant buffet.  You don’t have to worry about numbers as the more that come the more food there is, and no one has lots of preparation to do. There are always lots of willing helpers to arrange the food, and everyone takes their empty plates home at the end of the evening so very little clearing up.

Cheese and Wine:
Always guaranteed to break the ice.  You can either just provide cheese, crackers or bread and ask people to bring along a bottle, or you can provide the wine.  Again remember to calculate the cost and add it to the fees.  Don’t forget to provide drinks for the children and some non-alcoholic drinks for the adults.

Quizzes and Competitions:
It is not necessary to run any competitions but if you are feeling a bit more ambitious here are some ideas that have been tried and tested at weekend and holiday meets.

Telly Addicts Quiz

Give us a Clue (TV type version of charades)

Knock out general knowledge quiz

Treasure Hunt

Games Night e.g. multi-activities, dominoes, darts.

Boule or Bowls

Team games

Ongoing competitions e.g. story writing, poetry, painting, handicraft (you will be suprised at the talent) and it gives the non-sailors and the youngsters plenty to occupy their time.  Make sure that people know when the entries have to be in by.  Ensure that you have prizes for the winners.  No they don’t have to be big or expensive.

Other events that have proved successful are: Rambles, Bonfires (permission and safety need careful consideration), Pie and Peas evening, Folk singing and dancing, Disco, Pub meal and Swimming night (hire the local swimming pool for a couple of hours)

Just let your imagination go and you will come up with ideas of your own.  Make your own decisions regards special activities its up to you.  Don’t feel you have got to provide lots of activities one simple social event over a weekend will be fine.

REMEMBER ITS YOUR HOLIDAY OR WEEKEND AWAY TOO, SO GET OTHER PEOPLE TO HELP, DELEGATE PARTICULAR JOBS, DON’T FORGET TO ENJOY YOURSELF AS WELL!!!!

Section 6 

GUIDE FOR MEET ORGANISERS ON THE ACCOUNTS FOR THE TREASURER

Our weekend and holiday meets are a substantial part of the activities of the group. They are paid for by our members and others, and the money involved forms the biggest proportion of our accounts; as such meet accounts are subject to auditing in the same way as the rest of the group accounts.

In order that this can be done properly and to safeguard YOU the meet organiser a few guidelines are set out below. Accounts MUST be produced for ALL meets, even if the Fees are Just collected and passed to the Landowner, we have to show the transaction in our accounts to comply with the law.

1
Budgets, Fees & VAT
All Boating Group activities are subject to VAT this includes meet income and expenditure. When setting the budgets for the meet don’t forget that you will need to account for VAT. If the site/sailing cost includes VAT we can offset this against the VAT on the fees charged to Campers. A budget must be produced and submitted to the Treasurer for each meet using Form 5 so that it can be check that the meet is not letting the group into any VAT liability that cannot be met from the meet fees.

2
Generally
A record must be kept of all moneys received and spent (you could use Form 2 if you like). These together with an Income and Expenditure Summary (Form 1) form your record of accounts for the treasurer, who should receive them no later than 4 weeks after the end of the Meet (He has to produce quarterly VAT return from these accounts for HQ).

3
Meet Fees
All fees received in advance should be by cheques made payable to the "Camping and Caravanning Club Boating Group" ("CCC Boating Group" will do), they should be forwarded to the Treasurer as soon as convenient after they are received (within one month of date on cheque). Fees paid during the meet may be by cash or cheque (if the money is urgently needed for on site payments they may be made out to the stewards, but this must be noted on the meet accounts).

4
Bank Payements

If you would prefer to pay the meet fees into the bank yourselves, please let the treasurer know and he will provide you with a paying-in-book for our account at Barclays Bank. Cheques should not be stored up until the time of the meet (especially if it is a large amount) and then submitted to the treasurer they MUST be paid into our Bank account at least once a month. A note should be submitted to the Treasurer monthly telling him the amount and which meet the fees are for.

5
Cash Advances
The treasurer will send organiser’s cheques for expenses as requested please give at least two weeks notice (The cheque cannot be issued until after the fees cheques have been cleared.) If cashing a cheque causes a problem please let the treasurer know.

6
Deposits and Payments
Please ask the Treasurer for any Site Deposits etc. required. Hhe will clear this with the committee before payment (usually done at the committee meeting approving the meet). Large bills for use of field /facilities (don't forget to ask for VAT invoices) can often be paid by cheque; either send the invoice to the treasurer for payment directly, or notify him in advance of the amount and to whom it is payable and a cheque will be provided (there must be a receipt for each of these payments). It is recognised that some facilities require cash payments, this is acceptable provided a receipt is obtained (have a piece of paper ready to write the receipt on if the person concerned is reluctant to do so).

7
Expenditure

There are a number of other expenses associated with a meet, they should be paid for out of cash received and float supplied.  VAT receipts should be obtained for all expenditure whenever possible.  Where receipts are not obtained include a short explanation of your own instead.

VAT is payable on a number of items including Petrol, confectionery, crisps, chocolate, chocolate biscuits, wine and most prices but not those used for a raffle for charities, camping equipment, fuel…in fact almost anything except basic food and books.  You will need to get a VAT receipt made out to the Club/Group not to an individual (VAT receipt defined as including Name & Address of supplier VAT registration number, Date of supply, description to identify the goods/services, amount paid {including VAT} and the rate of VAT). All invoices and V.A.T. receipts should be made out to CCC BG

8
Accounts

As soon as possible after a meet all the outstanding bills should be paid and the accounts finalised.  Collect together all the receipts, making sure you have one or an explanation for every item of expenditure – it makes it easier if you number them and show the number on the accounts.  The Summary Income and Expenditure statement (Form 1) should be completed and together with the accounts, receipts and any excess income, be sent to the Treasurer within four weeks of the end of the meet.  The Treasurer will then work out the meet liability for VAT when entering the figures in the group’s accounts.

If you have any difficulty in completing your accounts, or filling in the Summary Income and Expenses statement, please let the Treasurer know as soon as possible, don’t leave it hoping that the problems will solve themselves.  The Treasurer is there to help resolve problems.

9 
Losses

Meets should generally be self-financing, but if a loss is incurred, please inform the Treasurer with a view to reimbursement.  As soon as it is anticipated that the meet will be running at a loss please consult with the Treasurer in an endeavour to resolve the problem.

10
Stewards Expenses
Club policy relating to Stewards expenses at  meets is as follows:-

Stewards of THS and Meets may not under any circumstance, receive payment for their services.  They may be paid for out of pocket expenses only.  Such expenses when claimed should be fully supported with receipts or other properly authenticated documentation.
Payment of Stewards for their services would be interpreted by the Inland Revenue as a taxable emolument and the recipient would be considered as a casual employee of the Club.  Payment would be declarable for Tax and National Insurance purposes and would render invalid  the statutory declaration made to the Revenue by Headquarters, laying the Club open to prosecution and heavy penalties.

The Stewards names should be recorded as being among those  attending  the meet any fees arising from their attendance  should be paid to the Landowner and, in the case of Holiday meets , any dues paid to the Club HQ should also reflect the Stewards attendance.

Section 7

Code of Conduct and Rules for the Organisation of Meets

General

1. It is assumed that meet participants will be familiar with the Code for Campers and the Caravanning Code, which can be found in the Camping and Caravanning Club Handbook.
2. Meets will be open to the members of the Club only, in accordance with the certificate of exemption under which they are run.
3. Proof of Club membership is to be shown by participating members when properly demanded.
4. One named person (“ THE STEWARD”) is to be responsible overall for the conduct of the meet.
5. Campers should not arrive early at a meet before the published opening time and must not occupy the site in the absence of a properly appointed Steward.  To do so is often a source of conflict with the Landowner and is outside the provisions of the Clubs exemptions under which meets are held.
Safety on a Meet Site

6. All vehicles must be restricted to 5 mph on the meet field, and learner drivers are not allowed.  Vehicles must be parked at right angles to any slope
7. Units excluding guy ropes, must be 6 metres apart from adjacent units.  This is a precaution against fire.  Vehicles can be parked between units, provided that a 3 metre clear space is left within the 6-metre gap at all times.

8. Children’s’ pup tents can be classed as an integral part of a unit, in the same way as an awning, when they are occupied by children and when no appliance with a naked flame is used in or close to them.  This means that a child’s’ pup tent is not required to comply with the 6 metre rule and can be pitched close to the parents Unit.

9. Stewards may instruct campers to take down their awnings on safety grounds.

10. Open fires are not in general allowed, except with the permission of the Steward and in a place agreed with him.  Barbecues should also be agreed with the Steward and sited well away from tents, vans awnings, etc.

11. It is strongly recommended that all units carry a suitable BS/EN approved fire extinguisher and blanket and that everyone should be aware of how to use them. Buckets of water placed outside units are also useful as near-to-hand fire fighting equipment. 
12. It is advisable that each unit should have a first aid kit
13. Respect should be shown to the Landowners’ property – trees, fences, farm buildings, equipment and stock.
14. Dogs and other pets are at the discretion of the Steward / Site owner. They must be kept under   

control at all times. (This included excessive barking.) No animal is allowed to be loose on the site          and must always be on a lead not more than 2 metres long, if outside the unit.
14. The Steward may instruct any camper to remove their pet from the site if, in his opinion, it creates a nuisance.
15. It is forbidden to fly kites and model aircraft and to use catapults airguns, firearms, bows and arrows, etc. on site.  Ball games are permitted only with the permission of the Steward on an open space well away from the units.
16. Each pitch must be left clear of litter at the end of the meet and a careful check made before leaving the field that no litter has been left behind.
17. Noise should be kept to a minimum from radios, televisions and other sources, e.g. generators, and there should be no noise whatsoever between 11pm and 7am.
18. Campers may only use generators with the Stewards permission.  If a Steward considers the use of a generator to be causing a nuisance, then he may ask the camper to stop using the generator or else leave the site.
19. Cars should not be driven on the meet field if at all possible when the ground is wet, to prevent damage to the field.
Public Health

21. There must be a clear differentiation between drinking water taps and water supplied for cleansing chemical closets.  The two uses must never overlap.
22. The arrangements made for disposal of wastewater and chemically treated sewage must be agreed with the Landowner and must take full account of the need to safeguard water supplies and prevent pollution of rivers and steams.
23. Meet participants who use their own chemical toilets must ensure that they are properly charged with one of the biological (green) based toliet fluids.
24. The contents of chemical toilets must not be disposed of on the meet site except into the disposal point agreed with the Landowner.
25. Similarly, wastewater must not be disposed of except as agreed in paragraph 22 above.  Members must collect wastewater in a receptacle, and should not allow it to overflow and foul the ground.
26. The steward is asked to give special consideration to the disposal point requirements at the time of the initial site survey.  They should bear in mind that the disposal point should not be sited:

(a)
adjacent to a brook, spring, stream or river;

(b)       adjacent to a well, bore hole or adit;

(c)       in an area used as a gathering ground for water supply purposes, unless authorised;

(d)       in the same area more than once in the season.

26. cont ;

Potential meet sites found in category © above should be avoided unless arrangements have been made with the Environment Agency.  If a section is particularly anxious to utilise such areas, the local office of the Environment Agency should be consulted in every case as early as possible and its advice sought concerning waste disposal methods.

27. The disposal points should be filled in with the excavated earth at the conclusion of the meet and, where possible, the disturbed turf replaced.
28. Members attending meets must take their refuse home with them if receptacles are not provided.
29.  At meets where refuse is to be collected however, refuse receptacles should be used and the subsequent disposal of the contents in a proper manner should be arranged by the landowner.  In particular the Steward is asked to ensure that:

(a)

The land owner undertakes to ensure  the proper disposal of the refuse, or

(b)              The Local Authority is requested to collect or,

(c)              an independent contractor is engaged they must be a licensed carrier.




The licence must be inspected by the organisers each time a contractor is engaged

(d)             Under no circumstances should refuse be emptied into the disposal point.

30.Essential repairs to vehicles can be carried out so that an unserviceable vehicle can leave the site but maintenance and servicing of vehicles are not permitted.  Stewards have the Authority to allow vehicle and unit washing provided it can be done discreetly, away from campable ground and with suitable drainage.

Trading:

31. Trading is not allowed at a meet unless authorised by the steward.  Touting and commercial advertising are forbidden.  Campers must not advertise services and goods for sale at meets except with the permission of the steward.  Notices may not be displayed on a unit advertising anything whatsoever.  A firms car or van which has the firms name and description on the sides, is acceptable at meets.

Choice of Venue

32.  Care should be taken when arranging meets on land immediately adjacent to a certified 5 caravan to avoid a clash of interest with members using the certified site and with people living locally. A clear and permanent boundary e.g. fence of hedge is required to separate the two activities.

33.  Meets on land adjacent to licensed sites, unless approved by the Local Authority.
34.  Meets must not be arranged on prominent sites; sites close to particularly sensitive areas such as Nature Reserves; venues very close to houses other than the landowner’s; and on land where it is known that planning permission for camping and / or caravanning has been refused.

Frequency and Timing of Meets

35.  Meet organisers must avoid the over use of any venue, taking into account its position, general suitability and impact on the locality of numbers of units.  In National Parks, meets can only be held in strict accordance with Club procedures and contact must be made with the relevant Clubs national park Liaison Officer for each national Park Further details available from H.Q.

36. Other than in exceptional circumstances, approved only by the Local Authority, meets must not be organised on successive weekends at the same venue.

37. The arrangement of successive five day meets in holiday areas at peak periods involving members moving on from one meet to the next must be avoided, unless the movement of outfits is spread over a period to avoid nuisance to other road users.
Road Safety and Access

38.  In popular areas at peak periods (e.g. Bank Holidays) movement of units should be arranged outside the periods of heaviest road use to avoid inconvenience to other road users.
39. Venues chosen should be situated on good access roads of sufficient width to enable members’ outfits to pass any other traffic, which may be encountered without difficulty.
40. The access into the meet field should be at least three meters wide, easily negotiable and clearly indicated.
41. Where possible, avoid selecting a venue where the access is directly onto a busy “A” class road.
Advanced Bookings

42.  Where deposits and fees are paid in advance the conditions under which refunds may be made will be at the discretion of the organising committee; except that where a doctors certificate can be produced and cancellation is notified at least 24 hours before the start of the event, fees will be refundable.
Alterations of Site Rules

43.  From time to time the above rules maybe amended by the Club’s Sites Management Committee.

Section 8

This Section is updated yearly by Headquarters

Documents required for this section:

Ten easy Steps for organising a THS



(grey sheet)

Application for Temporary Holiday Site



(pink form)

Temporary Holiday Site Magazine Entry



(blue form)

Temporary Holiday Site Agreement to Occupy Land

(green form)

Temporary Holiday Site Reservation of Licenced site pitches 
(yellow form)

IF YOU REQUIRE THESE FORMS CONTACT THE THS AND NATIONAL PARKS OFFICER

Section 9

General Guidance and some Definitions.
The rules and advise contained in pages 28 and 29 of the Camping and Caravanning Club Handbook as amended b67 Green Paper 29/99 are reproduced in section 7 and apply to Boating Group Meets.  You are entitled to exercise a very limited amount of discretion in the interpretation of the rules but you must always ensure the safety and enjoyment of the public or other members so the reputation of the Club is safeguarded.

Prior permission must always be obtained from the Meet Management Committee for ALL Meets and the meet must always be advertised to the members.

Bookings Cancellation and Deposits.
The Meet Management Committee believe that local organisers and Stewards are the best placed to decide whether the increased trouble of requiring to bookings to be made, is necessary and if so, whether deposits (including all money “up front”) are also required. If booking is required, it should be made clear in the publicity for the meet and if deposits are also required, it should be made quite clear under what circumstances the deposit will not be refunded.  In general, deposits should be refunded in the event of a cancellation before the event but any forfeited deposit must be particularly referred to in the papers sent to the Treasurer with the meet accounts.

Caravans.

Caravans and folding caravans(including the tow-bar) must not be more than 25 feet in length.  They must not normally be permitted on “tents only” sites.

Emergency Phones.

Please record the location of the nearest telephone in section 3.  In addition it may be helpful for you to enquire if any member camping at your meet has a mobile phone which might be used in an extreme emergency only.

First Aid.

Please record any incidents involving injury on the Incident Report Form provided (Form 4).

Holiday Meet (THS).
A meet covering more than five periods of 24 hours.  These can vary in length from six days to several weeks.  The Meet Management Committee will have to obtain permission from Club Headquarters and the relevant procedures have to be followed strictly.  See Section 8 THS.

Insurance.

The Club has insurance cover regarding YOUR liability to the public; however, this insurance relies on the fact that, under the Group’s Rules, all members must have adequate insurance to cover their boating activities.

Members are to complete an insurance declaration and booking form enclosed in The Buccaneer if they wish to sail at the meet. Any member who has not signed this form prior to the meet and sails, will be asked by the Steward to complete a form before sailing.  DO NOT INSPECT INSURANCE DOCUMENTS.
Also look at the members Camping and Caravanning Club card to ensure it is valid.  A form (Form 3) is provided to enable you to record names and membership numbers together with any other information you may need.

Motor Caravans.
Motor-caravans are not normally permissible on a “Tent’s only” site unless they are used solely as transport.  The party must posses, erect and use a free-standing tent for eating, sleeping, cooking etc.

Motor –caravans more than 25 feet in length may be accepted only if you are satisfied that they can be accommodated without inconvenience to other members. 

Motor-caravans are uncomfortable if sited on sloping ground and are much more difficult to jack up and level then trailed caravans or trailer tents.  As with tents, whenever possible, level pitches should be reserved for them.  It may also be advisable to site motor-caravans on hard standing if available or otherwise near to the site entrance if there is a possibility of the motor-caravan sinking into soft or wet ground.

Pup tents.

Pup tents can be classed as an integral part of a unit provided no appliance with a naked flame is used in or near them and provided genuine members of the member’s “Household” occupy them.  There should be no more than one and it should not measure more than 2.5m x 1.5m including any flysheet.  You are entitled to ask for additional payment if larger tents or more than one are proposed but you may use your own discretion about this.  Pup tents may be sited close to the parent unit but must comply with the “six metre rule” in relation to any adjoining unit.

Six Metre Rule.

All Caravans and Tents must be sited so that any part of their ends or sides (including that of any awning or canopy) are at least 6 metres form any part of the end or side of any Tent or Caravan on an adjoining pitch.  Guy lines are permitted to encroach within the 6-metre gap.  A car or boat may also be permitted in the gap but only if there still remains a minimum 3 metre space between the that car etc. and the van, tent or car (etc.) on the adjoining pitch.  (See Diagram 1)

Temporary Members.

Additional adults may be enrolled as temporary members and admitted to a meet provided they occupy a members unit.  Members young grandchildren may be regarded as a part of that family unit.  Self-contained non-members may not be admitted and International Carnet holders must have enrolled as Club members at Club Headquarters before coming to a meet.

Trailer-tents.

Trailer-tents, which have sides of canvas or other fabric, will normally be permitted on “Tents Only” sites but trailer-tents with rigid sides are regarded as caravans.

Weekend Meet.
The most usual is a normal weekend Friday teatime to Sunday teatime.

Unless you arrange otherwise, all meets are expected to open at 1700 hours on the first day of the met and members will be discouraged from arriving before that time.  Please be sure that any change to this appears in the publicity for the meet.

Often over Bank Holidays, or for special events, meets may be extended to cover up to and including five consecutive periods of 24 hours.  Easter meets for example often run Thursday evening until the following Tuesday morning to cover the Holiday period.  Permission for all weekend meets must always be obtained from the Meet Management .

Six metre rule dia 1 
Six-meter rule Dia. 2.
Form 1

The Camping and Caravanning Club Boating Group
Summary of income and expenditure for
Meet….......................................



Date from…..............................









Date to…..................................

Income
£
Expenditure
£

Fees received and paid to the Treasurer

Fees received in cash.

Temporary Membership

(Holiday Meets)

Other Income (specify)

Owner Site Fees.

Any other Fees.

Reserved for H.Q Fees

(Holiday Meets)

Social Event.

Steward’s Expenses

(Give details)

Other expenses (specify)

Balance to Treasurer


Total income.                 (A)

Total Expenditure.                 (B)


Signed….................................................

Meet Organiser

(A) should equal (B)

Form 2

The Camping and Caravanning Club Boating Group

Income and Expenditure

Meet….........................................



Date from:…......................................









Date to:…..........................................

Income
£
Expenditure
£






Total income.

Total Expenditure


Form 3

The Camping and Caravanning Club Boating Group 
Attendance at:…....................................Meet

     on…..............................................20  …..

C & C Club Number
Members’ Name
Vehicle Reg No
Nights

Attended
Price per night
Total












































































































































































































Form 4

The Camping and Caravanning Club Boating Group

Incident Report Form
( Please complete this form as soon as possible after any incident or other accident, particularly one which involves injury to any person or animal or any damage to property)

Date and time of Incident…......................................................................................................................

Where the accident happened….....................................................................................................................

…................................................................................................................................................................

Was any Doctor/Hospital/Ambulance unit involved or were the Police, Fire Brigade or Coastguard called? Give Details.

…................................................................................................................................................................

…................................................................................................................................................................

…................................................................................................................................................................

Details of the Incident (Please give names and addresses or membership Nos. of any witnesses. Please continue on a separate sheet of paper if necessary)

Signed…......................................


Membership No…............................

Date….....................




Time…...............

In case of serious personal injury or damage a copy of this form should be returned to Camping and Caravanning Club HQ, Greenfield House, Westwood Way, Coventry, CV4 8JH as soon as possible.

In an emergency telephone the Exempted Camping Dept. at H.Q. 024 7647 6815 

or The Director general on  024 7685 6700
Incident Report Form Continuation Sheet 

Form 5
CAMPING AND CARAVANNING CLUB BOATING GROUP

Draft Budget for

Meet……………………….………..


Date from……………………….

To……………………….

Expenditure
£
Comments

Owners Site Fees



VAT on Owners Site Fees



Any Other Fees Payable

(Sailing, Launching, Refuse etc.)











VAT on Other  Fees



THS & other fees due to HQ (Holiday meets)

Any VAT due will be included in the figures



Social events (Please specify)















VAT on social events

(Hire swimming pool, Entertainer etc.)



Steward’s Expenses



Other Expenses















Any other VAT



Total



Estimated Number for the meet……………………

Proposed Fee including VAT………………………

Meet Organiser Name…………………………………..



Address………………………………….

Telephone…………………………




………………………………….




………………………………….

Date…………………….





Signed………………………………










Meet Steward


[image: image1.wmf]
Beef Sheet

Date….............................................


To the Chairman, Meets Management Committee.

Site






Steward

My complaint is:-

Name





CCC No












( or Post Code)

Use this form only if you are unable to resolve your complaint with the site Steward.  Send it direct to the Chairperson of the Meets Management whose name and address appears in the Buccaneer.

Summary Sheet and quick check list

Thank you for your willingness to run a Meet for our members. We hope you enjoy it as much as they will. The Meets Pack gives full details of how to run a meet. This is simply a brief reminder of the process.

Setting up a meet:

· Provisional booking with site owner

· Get confirmation from / discuss with Meets Management Chair, / THS Officer. This includes likely costs.

· N.B. T.H.S’s need permission from H.Q. Applications must be made at least 8 months in advance. In a National Park area application must be made in March / April of the previous year. See p. 2 last para of Meets Pack.

· Check with site owner 3 – 4 weeks before your arrival that they have remembered you are coming!
· Publicity in Buccaneer and Out & About. Be aware of lead times & copy dates. It’s your responsibility to send details to the Buccaneer Editor and Out & About co-ordinator every time, for the latter not later than the 15th of the Month, two months before the event.. N.B. the meet is only ‘official’ if its been advertised.
· Prepare your information sheet to send out when booking requests received.

· Check if site owner, launching ramp owner if different will require sight of boat owners insurance certificate.

· Prepare your social programme if any and don’t forget to save receipts complete with VAT number for anything you buy for the meet. Our Treasurer can reclaim the VAT so return them with you’re a/c sheets.

On Arrival:

· Give some thought to pitches, 20 foot rule etc. mark out pitches if necessary, especially if sloping site. Motor homes / tents will need the most level pitches.

· Consider your welcome to members as they arrive – a cup of tea, help with pitching etc. (new members and the less experienced will especially appreciate this.)

· Please ask for sight of membership card and make sure you get a completed booking form. (Check they are signed and insurance confirmation is ticked.)

· At THS’s non CCC members can stay as guests within a members unit, (fee payable) or can become members on site. (Don’t forget to keep a few CCC & B.G. membership forms handy.)

· At w/e meets non CCC members are NOT allowed to stay.

· Decide when to give a welcome talk, reminding folk of any site owner rules.

· Decide when to collect fees for w/e meets.

On leaving:

· Check site for litter, left items

· Thank site owner, making possible provisional booking for next time

· Return any gate keys etc. and pay site owner if that is what was arranged. Make sure you get a VAT receipt made out to CCC Boating Group.

When you get home:

· Complete any finance paperwork and send with money to B.G. Treasurer PROMPTLY

If H.Q. have not received THS paperwork within two weeks of a meet, the following year’s meet is in jeopardy and it means extra work and hassle for our Treasurer and THS Officer.
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