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1.0
BBS Cricket committee (“The Committee”)
1.1
Election of Committee Members
1.1.1
All Committee Members are elected at the BBS Cricket AGM (“the AGM”) except where there has been a resignation during the year.

1.1.2
All Committee Members must be members of BBS in their own right.

1.2
Responsibilities of the Committee
1.2.1 The Committee is responsible for the day to day administration of cricket on behalf of BBS.

1.2.2 The Committee is responsible for planning and organising the BBS cricket competitions and events.

1.2.3 The Committee is responsible for appointing the England Coach and for administering the England squad and touring parties.

1.2.4 The England Coach is responsible for selecting the England squad and appointing the England Captain.

1.2.5 The Committee should carry out its responsibilities according to the BBS Cricket Procedures Guide and the BBS Standing Orders and Sports Committee Procedures.

1.3
Responsibilities of each Committee Member

The responsibilities listed are only an outline and each member may be required to perform other tasks, as agreed by the Committee. It is crucial that anyone who is elected to one of these posts is prepared to do other work and perform other tasks.

1.3.1
Chair

· Chair Committee meetings and the AGM.

· Co-ordinate the work of the Committee.

· Represent the Committee at the BBS National Council.

· Represent BBS at other cricket related meetings and groups.

· Respond to communication and general enquiries from outside parties.

· Be a signatory for BBS cricket accounts.

1.3.2
Secretary

· Deal with incoming and outgoing correspondence.

· Produce and circulate up to date Procedures Guide.

· Keep up to date records of contacts within BBS Cricket.

· Be the initial point of contact for general queries raised by clubs, players or outside parties.

· Plan and organise Committee meetings and the AGM and take and distribute minutes.

1.3.3
Treasurer

· Ensure proper accounts are kept for income and expenditure within the Committee.

· Circulate BBS cricket account information to the Committee.

· Prepare cricket budget forecasts for submission to the BBS National Council.

· Be a signatory for BBS cricket accounts.

· Deal with general enquiries regarding BBS cricket finances.

· Authorise cricket related expenses from BBS cricket accounts.
1.3.4
Development Officer

· Co-ordinate the production and updating of a development plan.

· Advise and liaise with the clubs on development.

· Ensure that the programme of cricket activities caters for existing participants and the development of newcomers, in particular encouraging the development of young players.

· Encourage links with cricket development officers and coaches.

1.3.5
Domestic Secretary

· Plan and organise the BBS cricket competitions.

· Administer the registering of players.

· Keep and publish an up to date record of results.
· Produce and circulate up to date rules and regulations.

1.3.6
International Secretary

· Represent the interests of BBS cricket at international level.

· Plan and organise international matches and tours.

· Administer the running of the England squad.

· Keep and publish an up to date record of results.

1.3.7
All Committee members are expected to attend all Committee meetings, the AGM and the Knockout Final for which travelling expenses will be paid where appropriate.

1.3.8 All Committee members are expected to produce an annual report relating to their area. This report will be circulated to clubs before the AGM and Committee members will be called upon to answer questions relating to their areas.

1.3.9
The Committee is responsible for implementing the Disciplinary Procedure where appropriate.

1.4
Term of Office of Committee Members
1.4.1
Committee Members shall be elected for one year.

1.5
No Confidence in a Committee Member
1.5.1
In the event that all other Committee Members lose confidence in a Committee member a vote may be tabled at the next Committee Meeting. If the vote is carried unanimously (with the exception of the member concerned) the member shall be forced to resign.

1.5.2
In the event that the clubs loses confidence in a Committee Member a vote may be tabled at the AGM. If 75% or more of member clubs (including those not represented at the AGM) are in favour of the motion then the Committee Member concerned shall be forced to resign.

1.6
Resignation During a Term of Office
1.6.1
In the event that a Committee Member resigns during a period of office, all member clubs should be contacted within 1 week and invited to submit nominations for the vacant post. All nominees will need a proposer and seconder. These nominations should be circulated within a further 3 weeks and, if necessary, a postal ballot should be held.

1.6.2
The nominee with the most votes will be appointed but must stand for re-election at the next AGM.

1.7
Committee Meetings
1.7.1
The Committee will meet at least four times in the year.

1.7.2
A Committee Meeting will only be declared quorate if at least 50% of the Committee are present, including at least 2 out of the Chair, the Secretary and the Treasurer.

1.7.3 Minutes from the Committee Meetings will be agreed at the following meeting and then circulated to member clubs.

2.0 the BBS Cricket agm (“The AGM”)

2.1
Role of the AGM
2.1.1
The AGM is responsible for electing the Committee and voting on amendments to the BBS cricket rules and procedures guide. The Knockout draw will also be made during the AGM.

2.2
The Meeting
2.2.1.
The AGM will take place on the first Saturday of November of each year.

2.2.2
In exceptional circumstances the AGM may be postponed with the agreement of the Committee and a majority of member clubs.

2.2.3
Items for the Agenda (including proposals and nominations) should be received by the Committee Secretary before 31st August.

2.2.4
The Agenda for the AGM (including minutes, reports, proposals and nominations) will be sent to member clubs by 15th September.

2.2.5
The AGM will only be declared quorate if at least 50% of member clubs have a delegate present.

2.2.6
The AGM may be held at a different venue each year. Each member club may bid to host the AGM. This will take the form of a proposal at the previous year’s AGM.

2.3
Member Clubs
2.3.1
Only clubs which are paid up affiliates of BBS and are elected members of the BBS Cricket Section are permitted (and expected) to send one delegate to the AGM.

2.3.2
Clubs wishing to become members of the BBS Cricket Section must be paid up affiliates of BBS and should apply in writing to the Secretary before 31st August.

2.3.3
Applications from clubs wishing to become members of the BBS Cricket Section will be voted on at the AGM. The voting procedure will be the same as that used for proposals.

2.3.4
A member club will be expelled from the BBS Cricket Section in the event that at least two thirds of all current member clubs vote in favour of expulsion at the AGM.

2,3,5
All member clubs should ensure that they remain paid up affiliates to BBS.

2.3.6
Current members of the BBS Cricket Section are Avon Sports, Birmingham Sports, Eastern Vipers, Northern Galloway’s, Leeds and District, London Sports, Metro, RNC, RNIB New College (Worcester), South Wales Dragons, Sussex Sharks, Warwickshire Bears and Northamptonshire Vixins (13 clubs).   
2.4
Delegates
2.4.1
The delegate should be the person elected at the Member club’s AGM to represent their interests at the BBS Cricket AGM.
2.4.2
Other than in exceptional circumstances (to be decided by the Chair) no delegate may represent more than one club at the AGM.

2.4.3
Each delegate will be entitled to claim half their travel expenses (subject to BBS rules) for their journey to and from the AGM.
2.4.4
Each delegate will have the right to vote in elections and in respect of proposals. Delegates will also be able to contribute to discussions on proposals, raise matters arising from Committee reports and raise general points of order or interest during the meeting.
2.4.5
Where clubs have a member on the Committee they are encouraged to invite this person to be their delegate as this will minimise the cost of travel expenses incurred by BBS.
2.4.6
Delegates are expected to represent the interests of their club. Clubs should make every effort to give delegates a clear mandate on which way to vote in elections or on proposals.
2.4.7
When wishing to make a contribution delegates are minded:
· Not to interrupt the person currently speaking
· To attract the attention of the chairperson when they wish to make a contribution
· Not to speak unless invited to do so by the chairperson
· To ensure that their point is relevant to the current debate
· To ensure that they make their points as clearly and succinctly as possible
· Not to make verbal attacks on individuals - even if they are not present at the meeting
· To listen to what other people are saying and not who things are being said by
2.4.8
Committee members who are not acting as a club’s delegate may contribute to the meeting but do not have voting rights.

2.5
Observers
2.5.1
Observers are welcome to attend the AGM. They should be BBS members in their own right or nominated by clubs with a delegate at the meeting.

2.5.2
Observers do not have to be elected by clubs and may attend from a purely personal interest point of view.

2.5.3
No travel expenses will be paid to observers.
2.5.4
Observers have no voting rights but may make contributions to the meeting when invited to do so by the Chair.

2.5.5
In order to make counting of votes easier observers should sit away from the main meeting table.
2.5.6
An observer may be asked to leave the room if they attempt to disrupt the meeting in any way.

2.6
Proposals
2.6.1
Member clubs should submit their proposals for changes to rules or procedures by 31st August. All proposals should be sent to the Secretary.

2.6.2
It is the responsibility of each club to ensure that their proposals reach the Secretary.

2.6.3 Because all proposals will be sent out to member clubs, late proposals may not be accepted.

2.6.4 The Committee may put forward proposals at the AGM provided they have been agreed at a Committee Meeting prior to the AGM.

2.7
Proposer and Seconder
2.7.1
At the meeting the delegate for the club, or the Committee member, putting forward a particular proposal will be known as the proposer.

2.7.2
In order for a proposal to be debated it must be seconded by another delegate at the meeting or by a Committee member (provided the Committee has agreed this at a Committee Meeting prior to the AGM and that the proposal was not proposed by the Committee).

2.7.3
The delegate for the club, or the Committee member, seconding the proposal will be known as the seconder.

2.7.4
In the event that the proposal does not have a seconder the proposal shall fall.

2.7.5
Proposals will not be taken from the floor.

2.8
Debating Procedure
2.8.1
Once a proposal has been seconded that proposal will be debated as follows:

· The proposer shall have a maximum of one minute to speak in favour of the proposal

· A delegate shall then have a maximum of one minute to speak against the proposal
· The seconder shall have a maximum of one minute to speak in favour of the proposal
· A second delegate shall then have a maximum of one minute to speak against the proposal
· Following these exchanges a maximum of two people in favour and two against may speak for not more than one minute each on the proposal
· At this point the chair will call for a vote
2.8.2
The proposer or seconder can, at any time, waive their right to speak.
2.9
Amendments to Proposals
2.9.1
Once the proposer and seconder have spoken on a proposal any delegate may table an amendment to the proposal.

2.9.2
The delegate will be able to speak for one minute in favour of the amendment. In the event that there is a seconder for the amendment it will be debated using the same procedure as for the proposal.

2.9.3
If there is no seconder the amendment shall fall.

2.9.4
The voting procedure will be as below except that the amendment will be voted on first.

2.10
Voting Procedure
2.10.1
Only delegates whose clubs have played in the League in the previous season and have committed to playing in the League in the following season may vote on proposals concerning the League.

2.10.2
Only delegates whose clubs have played in the Knockout Cup in the previous season and have committed to playing in the Knockout Cup in the following season may vote on proposals concerning the Knockout Cup.

2.10.3
Once the chair has called for a vote each delegate present shall be entitled to one vote in respect of any one proposal. This vote shall be cast either in favour or against the proposal.

2.10.4
A delegate may choose to abstain from any vote.

2.10.5
If the majority of votes are cast In favour of a particular proposal the proposal shall be carried
2.10.6 If the majority of votes are cast Against a particular proposal the proposal shall fall

2.10.7
In the event of a tie the Chair shall have the casting vote.
2.10.8
Any proposal concerning the BBS Amendments to the MCC Laws of Cricket must receive a simple majority of the votes cast at the AGM in order to be carried.

2.11
Elections
2.11.1
Candidates for a position on the Committee must be members of BBS in their own right.

2.11.2
Candidates for a position on the Committee may be nominated by clubs, the Committee or on their own behalf.

2.11.3
The Secretary should normally receive nominations by the 31st August or, at the very latest, three days before the AGM.

2.11.4
Nominations will not normally be accepted on the day but may be at the Chair’s discretion.

2.11.5
Each candidate for a Committee position must have a proposer and seconder (who must both be delegates) present at the AGM.

2.11.6
If there is more than one candidate with a proposer and seconder for the same position a vote will be held as follows:

· Each candidate shall have a maximum of one minute to speak in favour of their appointment.

· Each delegate present shall be entitled to one vote less than the number of candidates in each round of voting (e.g. 2 votes in a round of 3 candidates).

· Each delegate may only vote once for each candidate in each round.

· After each round the candidate with the least number of votes shall drop out. In the event of a tie, there shall be a further round for only those candidates involved in the tie.

· In the event of a tie in the final round the Chair shall have the casting vote.

2.11.7 The order of electing the Committee shall be as follows:

(a) Chair, (b) Secretary, (c) Treasurer, (d) Domestic Secretary, (e) Development Officer, (f) International Secretary.

3 – Calling of a BBS EGM

A BBS EGM can be called in two ways: 

a) The BBS committee may call an EGM

b) A minimum of 50% BBS member clubs can call an EGM

N.B. With a clubs call for an EGM, ALL clubs must agree to the same specific proposal for an EGM.  

In the event of an EGM all clubs will be given 1 month’s notification of the date for an EGM and all clubs will receive an agenda no later than 14 days prior to the meeting.  
4.0
FLOW OF INFORMATION
	Information
	Date

	Rules to be produced in Large Print, Audio and Braille and distributed to Clubs


	1st April

	Knock Out Cup Squads to Domestic Secretary


	No later than 14 days before Cup First Round ties

	League/Knock Out Cup Results to Domestic Secretary


	Within 7 days of the fixture taking place

	Agreed Minutes from Committee Meetings from Secretary


	Within 1 week of the following Meeting

	Agenda items from clubs for AGM to Secretary


	31st August

	Proposals and Nominations for officers from clubs to Secretary


	31st August

	AGM Information to clubs including officers reports, nominations, proposals, minutes from previous AGM and Agenda for forthcoming AGM


	15th September

	AGM


	First Saturday in November


4.0 APPENDIX 1
BRITISH BLIND SPORT

[image: image1.png]



SPORTS COMMITTEE PROCEDURES

First published ….. July 2000

Revised …….. June 2001

The Board of Trustees wishes to ensure that sports committees are aware of their responsibilities as outlined in the BBS sanding orders.  And what procedures should be followed to ensure compliance with the future aims and best practice of the charity.  The issue of this document should allay ambiguities and provide clear guidance on future procedures to be followed.

For your information, reproduced below, is the relevant section from the BBS standing orders applying to BBS sport committees.  This is followed by a list of procedures and/or advice, which sports committees are asked to follow in future.

EXTRACT FROM BBS STANDING ORDERS

5.7
Role of the sports Committees

5.7.7
To handle all matters relating to heir specific sport and to make recommendations to the National Council on any issues of policy, controversy, etc.

5.8
Responsibilities of the Sport Committees

5.8.1
To select representatives to represent Britain or Individual countries at single discipline events for VI competitors.

5.8.2
To select Management and support staff for teams and groups of competitors participating in single discipline International events.

5.8.3
To prepare budget forecasts for submission to the National Council for approval.

5.8.4
To plan and organise events within their sport.

5.8.5
Ensure proper accounts are kept for income and expenditure within their Sports Committee and approve expenditure from the accounts within their remit.

5.8.6
To provide technical, administrative, or other expertise within their sport.

5.8.7
To co-ordinate or apply for any grants available to athletes or ensure that the athlete has adequate information to apply themselves.

5.8.8
To ensure that their sporting programme of activities caters for existing participants and the development of newcomers.

PROCEDURAL MATTERS and/or ADVICE

FINANCE & ACCOUNTING:-

Payment of Expenses Claims

Sports committee officials should ensure that all members and authorised volunteers know the correct procedure for processing claims and that a system is in place to permit continuity of this rule.

Claimants must complete all sections of the claim form and provide the fullest details.

Valid receipts must support all monetary sections of he claim, except car mileage.  If a paid invoice is included in the claim this should show evidence that it has been paid.

All claims must be submitted to an authorised signatory, who will check it for accuracy and sign to confirm the validity of the claim.

The authorised signatory  must complete the internal account name AND the code number.

If the claimant is an authorised signatory the claim must be signed by a different authorised signatory.  An authorised signatory cannot authorise his or her own claim.  Spouses or partner are not permitted to sign each other’s claim.

Once the authorised signatory has ensured that the correct procedure has been carried out, claims should be forwarded to head office as soon as possible to ensure prompt payment.

Payment of Invoices
Wherever possible all invoices should be forwarded to head office for payment.

All invoices should be checked thoroughly and signed by an authorised signatory to confirm that payment may be made.  An accompanying letter will also suffice for this purpose.

Suppliers should be instructed to make out invoices to BBS at the head office address.  It is permissible for suppliers to send invoices direct to head office provided a signed letter of confirmation has been sent by an authorised signatory, containing all the relevant details, including the amount to be paid.

Income
When it is necessary to pay funds into an account cheques should be forwarded to the administration  department at head office together with a clear indication of the name and code number of the account to which it is to be applied.

If cheques and/or cash are paid through the bank they should be directed to account number 30200557 at Barclays Bank, Coventry. Sort Code 20-23-55.  On all such occasions head office should be advised of the details outlined in the previous paragraph.

Corporate Programme Accounting Procedures

These procedures took effect on 1st January 2001 and were approved by the Board on 28th October 2000.

Following Board approval of Corporate Programme events an account name and code will be allocated to each event and successful applicants will have this information conveyed to them by the Head of Fundraising.

All applications will state a “decision” date by which the viability of an event must be assessed.  Office Administration will log these dates and check one week in advance that sufficient funds are available.  If sufficient funds are not available the situation should be referred to the Head of Fundraising who will advise the Chief Executive, who, in turn, will inform the GPC.

The GPC will decide whether or not additional funds are to be made available and pass the information down the same chain.  If funds are to be made available the Head of Fundraising will advise Administration.  Only when a shortfall of funds has finally been confirmed will a sum of money up to the additional amount agreed be made available to the appropriate account.  Organisers of events may assume that requested funds will be available if they have not been informed otherwise by the Office before the “decision” date.

If additional funds are not to be made available the Head of Fundraising will discuss, with events organisers, other ways of raising funds or reducing costs,  If this is not possible the event will be cancelled, but only after all avenues have been exhausted.

Organisers of events are responsible, with the assistance of monthly management figures, for ensuring that expenditure is allocated correctly, whilst the Head off Fundraising is similarly responsible for income.

Following the completion of all financial transactions any surplus funds will be transferred to central funds or any authorised deficit will be cleared.  Any unauthorised deficit will be the responsibility of the event organiser and any failure to address the issue will jeopardise future applications.

When all financial transactions have ceased, organisers will provide a monitoring report for the Head of Fundraising.

Monthly management figures will be provided for all active accounts, normally to the committee treasurer or other nominated official.

General

Separate accounts will be available for all committees’ sports funds and every individual event.  Whilst these are under the ultimate control of head office it is incumbent on committees to ensure that their accounts are operated correctly and nominate at least one official (usually the treasurer) to oversee this important aspect.  Committee chairpersons retain the ultimate responsibility.

Committees should carefully monitor their outgoings against agreed budgets for the corporate programme.

Monthly accounts are provided for all ongoing sports funds and events will be provided for all active accounts.

No financial commitment should be entered into unless funds are available or unless prior agreement has been reached with the board or GPC.

Payment and invoices or claims will not be made unless funds are available on the nominated account.

Any changes to authorised signatories must be advised to head office as soon as possible together with supporting documents (e.g. committee meeting minutes).

Any financial queries should be referred to the honorary treasurer who is normally at head office on Fridays.

These rules are in place to:

1. Make the process of settlement efficient for all concerned.

2. Meet the requirements of the auditors.

3. Protect all officials, members and staff.

4. Speed the re-imbursement of out of pocket expenses.

5. Ensure that invoices are settled on time.

6. Ensure that payments are made correctly.

FUNDRAISING :-

Committees may request head office to help raise funds for their activities in the following year (application forms are available from the fundraising department).  Approved applications will then be deemed part of BBS major Sporting Activities.

Deadlines for the submission of applications are as follows:

Mid-January

All applications for the following year’s activities (12-month period) must be received two weeks before the first National Council Meeting of the previous year.  The exact date for the submission of applications will be notified to Committees.  Late applications will not be considered.  If a sports committee is unable to submit an accurate budget at this stage, an outline budget will  suffice.

End-January

The National Council will discuss applications.  All applications approved as Major Sporting Activities will be submitted to the board of trustees for consideration and approval.

MARCH


The board of trustees will consider the list of Major Sporting Activities submitted by the national council.  The board reserves the right to amend the programme.

End-MARCH

The fundraising department informs all applicants of the board’s decision, and allocated international account numbers for each activity are approved.

End-APRIL

Deadline for receipt of detailed breakdown of budgets for all events, including as much information as possible on the event, such as likely numbers of participants and staff.  Details of cut-off dates for non-refundable deposits will be required, particularly relating to accommodation and travel.

Guidelines to Applying for funds
· The applicant must be in membership of BBS

· The application form will be treated by BBS as a schedule and budget for use by the Fundraising & accounts Departments.  Therefore the content should be as accurate as possible.  Budgets cannot be exceeded once the Board of Trustees has given approval, unless further approval has been given from the GPC or the Board.

· Please note the following guidelines on expenses:-

·  Accommodation - a maximum of £30 per person per night

·  Breakfast - a maximum of £5 per person per day

·  Lunch - a maximum of £5 per person per day

·  Dinner - a maximum of £12 per person per day

·  Drinks - a maximum of £2 per person per day

(Competitors may use more expensive facilities and pay the difference themselves).

 Travel - competitors travel to domestic events - competitors will be expected to pay part of their own travel costs to events, it is up to the discretion of the applicant/sports committee as to how much this will be and how it is raised.

· Travel - competitors travel to international events - a maximum  of 75% of the cost of each competitor can be included in the Budget, the other 25% must be raised either by the competitor or the sports committee.

· Entry/participation fee, the amount of which to be determined by the applicant/sports committee.

· Programme production and print - if done externally, must not cost more than if produced in-house at BBS.

· Medals/trophies - applicants to continue to use local suppliers.

· Clothing/equipment - any clothing/equipment purchased must be kept by BBS in a pool or by the sports committee if it is sports-specific.  Clothing/equipment handed out to participants must be signed for and either returned after use (cleaned)  or kept in good order by the participant until he/she either retires from the sport or the items become worn out, when they must be returned to the committee.  Committees are responsible for all clothing/equipment in their possession and for its proper maintenance and care.  Any clothing/equipment lost or damaged must be replaced/repaired by the committee at its own expense (unless covered by BBS insurance).

· Committee meetings - these cannot be paid for from the major sporting activities budget UNLESS the meeting happens to take place at an approved major sporting activity and members of the committee would already have been attending the activity in a different capacity.

· Any forms received incomplete or unclear will be returned and no fundraising work will be started on the event by BBS until all questions have been answered satisfactorily.  Failure to complete the form satisfactorily by the due date may result in your agreed funding being cancelled.  Please make sure you give as full a description of the  project as you can.  If you have any questions, please contact Fundraising Department.

· Budgets should be realistic and accurate and not inflated.  BBS reserves the right to question this and may delay further action.

· Completed applications should be signed and returned to the BBS Fundraising Department.

· BBS is unable to give emergency Grants.

· BBS regret that it cannot guarantee the approved funding.

· Applicants must state on this form the minimum notice they require from BBS of any shortfall in the provision of funding taking into account dates when monies need to be paid, and when they then become non-refundable.  It is the responsibility of the applicant to ensure that BBS Fundraising Department is kept informed of deadlines, and that no monies become forfeit in this way.  Any monies, which do become forfeit, are the responsibility of the applicant, and not BBS.

Funds Approved for Events
· A report MUST be produced after the event for inclusion in the next issue of Target, preferably with photos.

· Money will only be released on receipt of invoices and/or receipts unless the Chairman has granted prior permission.

· BBS name must be displayed/mentioned in any literature or at any event.  Please liase with the Fundraising Department regarding arrangement/requirements by sponsors, and possible contacts with the media.

· An Event Monitoring Report for the whole project must be received after the event (see separate form).  Failure to comply with this may prejudice your application grants in the future.

Funds Approved for equipment

· Money will only be released on receipt of an invoice and/or receipts.

· A report must be produced detailing how the equipment is being used and the benefit.

Sports committees are advised to continuously raise funds for themselves, so as to cover any possible shortfalls.

Sports committees must keep the fundraising department informed of any approaches it wishes to make the potential sponsors/donors, and ensure that any monies raised in the name of BBS are sent directly to head office.  It is illegal for an individual, club or committee to retain funds raised in the name of the charity.

If a sports committee needs help with fundraising, head office will be happy to advise and supply fundraising materials, such as literature, sponsorship forms, collecting tins and buckets, tabards etc.

Sports committees may be asked to help the fundraising department with publicity for the charity, and should co-operate with all reasonable requests.

By the following these procedures, the Fundraising Department is able to:

1. Allocate its time more efficiently.

2. Approach donors at the appropriate time.

3. Give donors plenty of time to make a decision.

4. Supply donors with comprehensive information on events.

5. Ensure no funds are lost through the cancellation of an event.

6. Reduce the risk of duplicating approaches to donors.

7. Adhere to charity laws governing fundraising.

8. Ensure donor’s needs are looked after.

9. Ensure as much awareness and publicity as possible is generated for a sport and its event.

10. Maintain the credibility of the charity.

ADMINISTRATION & OTHER PROCEDURES:-
Requests for Head Office Assistance

Requests for help with event programmes etc. should be made as early as possible and material supplied by a committee at least two weeks before the service is required.  This will enable the work to be scheduled and the most economical postage rates etc. to be applied.

Photocopying on a large scale by head office will be charged to an event or committee.  The estimated cost will be advised to the committee treasurer or the event organiser in advance.

Child Protection

When taking-on a new volunteer helper, either sighted or visually impaired, a

committee must satisfy itself as to their acceptability to work with young people by adopting the procedure laid down by BBS for the protection of children and young people.

Insurance & Membership

Committees who organise team competitions e.g cricket, football, tenpin bowling should ensure that clubs who compete in any BBS leagues or competitions are in full club membership of BBS before the league or competition commences each year.  This is to ensure that players taking part in any competitions are covered by BBS insurance.  Ideally all players should be individual members of BBS.

Telephone Conferences
It is more effective if committees can arrange a day and time for a telephone conference, with an alternative, before asking Head Office to make a booking.  All phone numbers of those to be involved should be supplied in writing at the time of the request.

Conferences required on a Saturday or Sunday evening need at least one week’s notice to the conference supplier.

Sight Classification
Only the current BBS classification form should be used.  Any old stock (e.g. bearing the Rugby address)  should be destroyed and new forms obtained from Head Office.

The Vision Officer, Ian Fell, is not able to provide classifications instantly.  He is a volunteer, working from home.  So if classifications are needed for a particular competition it is best the plan ahead and get forms to Head Office at least 4 weeks before an event.

Forms should be sent to BBS Head Office ands not directly to Ian Fell.

When given a classification the original form is sent to the individual and a copy retained at Head Office.

Overseas travel and Insurance
Head Office can book flights for overseas events through accredited travel agents with whom we have accounts.  The advantage of this is that no expenditure has to be made until tickets are actually issued, which could be just 2 weeks before departure.  Head  Office cannot book flights thorough companies such as Go or Easyjet, who require payment at the time of booking.  If a committee wishes to use these companies they must make all arrangements and deal with payment.

Flight seats can be held without there being finance to cover the cost, but when the time arises for tickets to be issued there must be an agreed source of funding available to cover the full cost of all tickets. If funding is not available Head Office may have to refuse to order the issuing of the tickets.

Committees should advise Head Office as early as possible of the number of seats required and the preferred UK departure airport.  Once Head Office has arranged flights through a travel agent a committee should not then wish to deal with the bookings themselves through another channel.  A committee should decide at the outset whether they or Head Office would deal with travel booking for an event.

BBS has an annual group travel insurance policy.  The cost for this will be charged back to an event on the basis of the number of participants, the length of their stay abroad and the destination.

If, once a ticket has been issued, a member of an overseas p[arty is not able to travel they must obtain a medical certificate in order for a refund to be obtained on the ticket cost.  If a medical certificate cannot be obtained it is a matter for the committee to decide who shall be responsible for the ticket cost.

The cost of overseas travel insurance has arisen greatly due to a number of claims for cancelled flight tickets.  Committees should ensure that when tickets need to be issued that all members of the party are fit to travel.

Miscellaneous

Requests for volunteers to coach ‘Have-a-Go’ days, or similar activities, must be responded to within the time specified.

Meetings & Election of Officers

Sports committees must hold an annual general meeting on a date as near to the calendar year-end as is possible. The date should be decided upon as early in the year as possible, for inclusion in the events programme and news columns of Target, to ensure all members are notified well in advance.

The annual general meeting shall democratically elect officers and a committee to serve the following year.  The minimum requirement for officers is chairman, treasurer and secretary.  The elected chairman will receive ratification by the board of trustees.  Committee members must be members of BBS in their own right.

Minutes of annual general meetings and all committee meetings must be sent to head office within one month of the meeting being held.  Names of newly elected officers and authorised signatories must be separately notified to head office immediately after an annual general meeting.

Sports committee chairmen must provide an annual report for the February issue of Target, an edited version of which will appear in the annual report and accounts.

By following these procedures, Administration is better able to:

1. Devote more time to servicing the needs of individual members and sports committee’s in particular.

2. Negotiate best rates/deals to benefit sports committee funds and the charity as a whole.

3. Ensure a professional image is conveyed and maintained in our dealings with other bodies and/or organisation.

MJB:25/05/01

5.0
APPENDIX 2
BBS CRICKET DISCIPLINARY PROCEDURE

Teams and individual members of those teams who participate in any cricketing event which falls under the auspices of cricket for the blind must be made aware of the British Blind Sport (Cricket Section) Rules of Conduct, these are as follows:

1.
Teams* and individual members of teams will comply with the laws of cricket as laid down by the MCC where appropriate.

2.
Teams* and individual members of teams will comply with the rules of Blind Cricket as set by the BBS Cricket Committee.

3.
Teams* and individual members of teams will not act in a way likely to bring cricket for the blind into disrepute or affect prospective matches.

Any written allegation of breach of the rules of conduct brought to the notice of the cricket Committee will be investigated by an investigation officer appointed from the Committee.

The investigation officer will submit a report to the Committee who will consider whether further action is required.

If the Committee decides that disciplinary action is required the team* or individual member(s) will be asked to appear before a disciplinary panel to answer the allegations.  This panel shall be made up of three members of the Committee.

The outcome of the hearing will be confirmed to the team* or individual member(s) of that team in writing and they will also be advised that they may appeal against the sanction.  Subject to an appeal the decision of the panel is final.

If they wish to appeal they must do so in writing, within 21 days, to the Secretary who will then arrange for the team* or individual member(s) of that team to appear before the full committee at the next meeting.  The sanction will be suspended until the appeal is heard.  The decision of the appeal in final.

*The team may be represented by the Captain, Vice-Captain or secretary of the team concerned.
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