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BYTOWN STORM TRIATHLON CLUB

.

BYTOWN STORM TRIATHLON CLUB: CONSTITUTION
November 11, 2009

ARTICLE 1 NAME
The Club, is a not-for-profit organization, shall be known as Bytown Storm Triathlon Club and shall maintain 
its headquarters in the City of Ottawa.

ARTICLE 2 OBJECT
The object of the Club shall be to encourage, promote, develop, and organize multi-sport training and racing 
opportunities year round for athletes of all ages, at all levels of ability, within the boundaries of the Nation’s 
Capital. Multi-sport is defined as any single or multiple combination of cycling, swimming, snow-shoeing and 
running including cross-country.

ARTICLE 3 STRUCTURE AND AFFILIATION
This Club shall be formed of a group of athletes, coaches, and organizers whose common interest is the 
enjoyment and promotion of multi-sport training for it members. To enable multi-sport events to be enjoyed at 
all levels of competition, this Club shall encourage the development of both recreational and competitive teams 
and training for both genders at all age levels. To further encourage the development of multi-sport training, this 
Club shall be affiliated with:

The Ottawa YMCA
The Ontario Association of Triathletes  (OAT)                                                                                                          
                                                                       Summersault Events of Ottawa                                                           
                                                                                                                                                                                    
                                                                                                   
Carelton University                                                                                                      OFTA                             
                                                                                               ROCS Swim Club                                                 
                                                      Training Peaks                                                                                                               
Sponsors as approved by the Club Executive                                                                                                            
                     OTHER AFFILIATIONS AS NEEDED                                                                                               
                                                                                                                                                                                   
                                                                                                      

ARTICLE 4 MEMBERSHIP 
(a) A Member of the Club shall be the parent or guardian of any registered youth athlete, any registered adult 
athlete over the age of 19 or any official of the Club over the age of 19. A Club official is defined to include a 
coach, an assistant coach, a manager, the club administrator or any member of the Executive Committee. 
(b) Membership shall be open to both residents and non-residents of the City of Ottawa.
ARTICLE 5 MEETINGS
5.1 Quorum
(a) The quorum for a General Meeting shall be a minimum of  three members of the 



executive committee in good standing.
(b) “Good standing” is defined as members who have no outstanding fees or fines owed  to the Club, or any 
affiliated organization, and / or, are not currently under disciplinary investigation or suspension by the Club or 
any other affiliated organization including the RCMP, OPP, INTERPOL or any other recognized police agency.

5.2 Annual General Meeting
 (a) The Annual General Meeting of the Club shall be held each year, within the City of Ottawa, during the 
month of December, at a place and time to be decided by the Executive Committee,
(b) Notice of the Annual General Meeting shall be made to the Members at least two weeks prior to its 
scheduled occurrence. Acceptable forms of notice shall be: delivered newsletter and/or an article or notice in 
one or more of the Ottawa newspapers or notice of Annual General Meeting on the trusted Club website (www.
bytowntriathlon.com).
(c) The Notice of the Annual General Meeting shall also provide a brief summary of any intent to amend, or 
alter the Constitution or by-laws.

5.3 Order of Business for Annual General Meeting
1. Adoption of Agenda
2. Welcome and Introductions
3. Presentation of Memorial Awards (if applicable)
4. Minutes of the previous Annual General Meeting
5. President’s Report
6. Financial Report
7. Reports of the President, Executive Vice-Presidents, Technical Director and General Manager
8. Amendments to the Constitution & By-laws
9. Election of Executive Committee (for follow on years)
10. Appointment of Auditors
11. Other Business
12. Closure.

5.4 Special General Meeting 
(a) A special General Meeting of the Club may be called by the Club Executive Committee or at the signed 
request of a minimum of two or more Members in good standing.
(b) This request shall stipulate any proposed changes to the Constitution or By-laws or major capital 
expenditures and these proposed changes shall appear in the Notice of the Meeting.
(c) Notification of such a meeting shall be made to the Members at least two weeks prior to its scheduled 
occurrence, together with a proposed agenda. Acceptable forms of notice are as for the Annual General Meeting 
detailed in paragraph 5.2 above.
ARTICLE 6 THE EXECUTIVE COMMITTEE 
(a) The business of the Club shall be conducted by an Executive Committee of six members comprised of:         
                                                                                                 



1. President (volunteer)
2. Executive Vice-President: Operations (volunteer)
3. Executive Vice-President: Finance (volunteer)                                                                                      4. 
Executive Vice-President: Programs (volunteer)
5. Technical Director: Programs (recreational, development and competitive)    (paid)                  6.General 
Manager Administration  (paid – part time)                    
 
(b) The members of the Executive Committee( volunteer positions) shall be elected at the Annual General 
Meeting for a period not exceeding 25 months with members elected every two years.                                       
                                                                             (c) The election of each of the Executive Committee members 
shall be decided by a simple majority of the votes cast by the members of the Club in good standing.
(d) Should a vacancy occur in the Presidency during a term of office, the Executive Vice- President Operations 
shall assume the position for the duration of the term.
(e) Should a vacancy occur in any other position on the Executive Committee, the Executive Committee shall 
have the power to appoint another Member of the Club to the Executive Committee for the duration of the 
term.
(f) Any Member of the Club in good standing shall be eligible for election to the Executive Committee.
(g) The Executive Committee shall have full control of the affairs of the Club. Three members of the 
Executive Committee present at any Executive Committee Meeting including the Annual General meeting 
shall constitute a quorum.
(h) The Chair shall be rotated between the members of the Executive at all meetings of the Club. The rotation 
shall follow the order of the Executive as set out in article 6 (a).
(i) The Executive Committee may appoint Directors, Managers and/or Committees as it deems necessary to 
assist in the operations of the club.
(j) The Executive Committee shall appoint an Incident Committee of the Club. It shall be empowered to 
investigate all incidents of unsportsmanlike behavior or matters of impropriety brought forth by any member 
of the Club and to recommend appropriate action to the Executive Committee.
(k) The General Manager shall act as Secretary. The Secretary shall be responsible for preparing and keeping 
minutes of all General Meetings and Executive Committee meetings. The secretary shall maintain a record of 
all correspondence of the Club.
(l) The office of a member of the Executive Committee shall be vacated: 
(i) upon resignation in writing.
(ii) if the Executive Committee, by resolution passed by a majority of votes of the Committee, cast at a 
meeting of the Executive Committee duly called for that purpose, removes a director before the expiration of a 
term of office for cause.

(m) All positions in the Club will require a police check for verification of good standing prior to being 
accepted as a Club Executive.
ARTICLE 7 EXECUTIVE DUTIES
(a) The President shall be responsible for ensuring that affairs of the Club are conducted in accordance with 
the Club’s Constitution, by-laws and resolutions of General Meetings.
(b) The Executive Vice-President Operations shall perform all the duties of the President 



in the absence of the President.
The Executive Vice-President Operations shall be responsible for Club volunteers, the Incident Committee, 
and other areas of responsibility that may be deemed appropriate by the Executive Committee.
(c) The Executive Vice-President, Finance, shall keep and maintain full accounts of all receipts and 
disbursements in books belonging to the Club, provide an annual budget and monthly statements, provide 
financial advice and keep deposits of Club funds. The Executive Vice-President, Finance, shall ensure that all 
cheques bear any two of the four signing officers’ signatures. The four signing officers shall be; the President, 
the Executive Vice-President Operations, Executive Vice-President, Finance, or the Executive Vice-President 
Programs. Any Executive approving an invoice shall not sign any cheque to pay an invoice alone. The 
Executive Vice President, Finance, shall ensure that all contracts bear two signatures, at least one of which 
shall be one of the four aforementioned signing officers. The second signature shall be that of the responsible 
Vice President. 
The Executive Vice President, Finance, shall ensure that a preliminary financial statement shall be presented at 
the Annual General Meeting. The Executive Vice President, Finance shall ensure an audited financial statement 
is prepared at year end, and a copy of which be provided on request to any member. The year end will be 
September 30th.
(d) The Executive Vice President, Programs shall be responsible for the development and implementation 
of programs designed to develop and enhance the skill level of Club athletes, for the activities of the Club 
Technical Director Programs and for other coaching resources contracted by the Club.
(e) The Executive Vice President, Operations shall be responsible for the operation of all facilities, schedules 
and related activities. The Executive Vice President, Operations shall be responsible for an inventoried account 
of training assets (equipment) at the end of each year in accordance with the scheduling of the Annual General 
Meeting.
(h) The General Manager shall be responsible for the day to day operations of the club and related activities 
for all Club programs and activities including the collecting of club fees and disbursement of monies with over 
site from the Executive Vice president Finance..
(i) All Executive Committee positions may be supported by Managers and Committees, in accordance with 
Article 6(h).

ARTICLE 8 TECHNICAL DIRECTOR
The Technical Director shall be responsible for all aspects of training and developing of technical programs for 
coaches and athletes as detailed in a job description developed by the Executive Vice President Programs.

ARTICLE 9 REGISTRATION FEES 
(a) The Executive Committee shall determine the registration fees.
(b) In cases of personal hardship, the Executive Committee may, at its discretion, waive any part of the 
registration fee for any athlete.
ARTICLE 10 ELIGIBILITY 



(a) Anyone is eligible to participate who is officially registered in accordance with the registration procedures 
determined by the Executive Committee, and is in good standing with the Club and its affiliated bodies.
(b) The Incident Committee shall be empowered to recommend to the Executive Committee any change of 
eligibility to participate of a temporary or permanent nature as a result of a disciplinary investigation taken 
against any Club member.

ARTICLE 11 AMENDMENTS TO THE CONSTITUTION 
(a) Amendments to the Constitution proposed by the Executive Committee shall only be made at the Annual 
General Meeting. Any Special General Meeting called to discuss changes to the Constitution shall clearly state 
the proposed amendment in the Notice of the Meeting. A two-thirds majority of the members present shall be 
required to pass any amendments to the Constitution.
ARTICLE 12 ADOPTION AND AMENDMENTS TO THE BY-LAWS
(a) By-laws may be adopted and amended at the Annual General Meeting, or at a Special General Meeting 
called for that purpose, by a simple majority of those present.
(b) The Executive Committee shall be empowered to adopt by-laws subject to ratification by the next Annual 
General Meeting.
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I - MISSION STATEMENT

1. The mandate of the Bytown Storm Triathlon Club (the Club) is to:
a) provide programs that balance technical and performance based training;
b) promote sport performance and development;
c) provide training programs based upon proven, up to date, sport science training 

philosophies;
d) allow athletes to develop at their own pace in a fun, comfortable and challenging 

environment;
e) offer a variety of programs that promote increased fitness and proper skill 

development;
f) promote and encourage participation in multi-sport events;
g) support and develop young athletes of all levels of experience;
h) provide youth an opportunity of experiencing the sport of triathlon in a positive and 

fun environment;
i) help athletes who want to participate in triathlons to compete at their highest level of 

potential;
j) promote safety in all aspects of fitness and training.

Note: Multi sport events can include combinations of swimming, running and cycling.



II - REGISTRATION

1. The Club offers several seasonal training programs throughout the year, including but 
not limited to, spring conditioning camps, sport strength and conditioning programs, swim 
programs and summer camps.  The programs are intended for all levels of athletes wishing 
to increase their fitness level and work on proper skill development.  The programs will 
combine core strengthening, linked system strengthening, plyometrics, cardio endurance 
and sport specific skill development.  The seasonal programs focus on swim, bike and run 
skills combined with progressive cardio and power development workouts to increase speed 
and power development and decrease energy expenditure.

2. The Club also offers a Junior Elite Program.  This program, which runs in six month blocks, 
is designed for athletes wanting to be challenged and seeking to compete at their highest 
potential.  In addition to the objectives set out for the seasonal programs, the Junior 
Elite Program includes personalized training programs, nutrition plans, multiple coached 
sessions, a “Training Peaks” account” and membership in the Ontario Association of 
Triathletes (OAT).

3. All members of the Junior Elite Program and all members and participants of the Club 
intending to compete in races must register with the Ontario Association of Triathletes 
(OAT).  



III - APPLICATIONS AND FEES 

1. Applications:

a) Applicants:
i) Any person wishing to enroll in a program must complete the appropriate 

enrollment form, sign the related waiver and make full payment for the 
program.  Applications for enrollment are not deemed received and accepted 
until a properly signed waiver is submitted to the Club and full payment is 
received by the Club.   

ii) A person cannot participate in a program until their application has been 
received and accepted by the Club.

iii) Completion of item i and ii above is a pre-requisite for a member in good 
standing.

b) Potential applicants:
i) On request, the Club may allow a person that is considering joining the Club, 

to participate in one or two training sessions.  Any such persons must sign a 
Club waiver form before they are allowed to participate in any Club training 
sessions.

2. Fees:

a) Payment:
i) Payment for programs should be made by cheque made payable to the 

Bytown Triathlon Club.

ii) If a cheque is returned do to insufficient funds, the member or participant will 
be charged a $25 administration fee.  Payment of the $25 administration fee 
will be in addition to any other outstanding fees.

iii) Family discounts apply if three or more members of the same family join the 
Club.  Requests for family discounts must be made in writing to the Club’s 
Executive Committee.

b) Early registration offers:
i) The Club offers a special incentive to persons registering early for a program.  

Early registration allows to Club to properly plan and anticipate program 
needs.



i) Any person registering prior to three full weeks of the start of the program will 
receive a 10% discount on Club fees relating to that program.

ii) The early registration incentives will only be available to those persons who 
complete the appropriate enrollment form, sign the related waiver and make full 
payment for the program prior to the three week period preceding the start date 
of the program.

b) Partial Payments – Junior Elite Program:
i) Given the length of the Junior Elite Program, persons registering for this 

program may pay in three lump sum payments:  50% of the fees must be paid 
prior to the start of the program, 25% of the fees on the first date of the second 
month and the balance on the first date of the third month.  

ii) To qualify for the early registration discount, the 50% payment must be paid 
prior to three full weeks of the start of the first month of the program, and 
the balance must also be included by two post-dated cheques.  As with 
other programs, to qualify for the early registration discount, the appropriate 
enrollment form, the signed waiver and payment for the program must be made 
prior to the three week period preceding the start date of the program.



IV - REFUND POLICY

1. Refunds:

a) Requests for refunds must be made in writing to the Club’s Executive Committee.

b) Payment by cheque:  After a cheque has been deposited no refunds will be made 
until the cheque has cleared the bank.  

2. Eligibility for a refund: All programs except Junior Elite Program: 

a) Withdrawals before the commencement of the training program:
i) If a person withdraws before the program has started, the person will receive 

a full refund minus a 15% administrative charge.  

b) Withdrawals within the first two weeks of the commencement of the training program:
i) If a person withdraws within the two first weeks of the start of the program, the 

person will receive a refund of 50% of the cost of the training program.

c) Withdrawals after the first two weeks of the commencement of the training program:
i) If a person withdraws for any reason after the first two weeks of the start of the 

program, the person is not entitled to a refund.  

3. Eligibility for a refund: Junior Elite Program: (Recommendation maintain eligibility  for a 
refund consistent throughout the club for any program i.e see 2 above)

a) Withdrawals before the commencement of the training program:
i) If a person withdraws before the program has started, the person will receive 

a full refund minus a 15% administrative charge.  

b) Withdrawals within the first month of the commencement of the training program:
i) If a person withdraws within the first month of the start of the program, the 

person will receive a refund of 50% of the cost of the training program.



a) Withdrawals after first three months of the commencement of the training program:
i) If a person withdraws for any reason after the first two months of the start of 

the program, the person is not entitled to a refund.  

V – RACE FEES, CLUB GEAR AND MORE 

1. Members and participants are responsible for paying additional costs over and above those 
related to the training session.  Additional costs may include race fees, special training 
clinics, Club merchandise and special Club offers.  These additional costs are optional and 
remain the responsibility of the athlete.,  

2. If a member or participant registers for a race through the Club, the member or participant 
is responsible for the full cost of the race even if the member or participant later withdraws 
from the race. Under no circumatance shall  refunds will be provided for withdrawals.

3. If a member or participant orders Club merchandise or registers for a special Club clinic or 
activity, the member or participant is responsible to make full payment for the merchandise, 
clinic or activity. Under no circumstance shall refunds be provided. 

4. All payment of additional fees must be made by the deadlines specified by the Club.

VI - CLUB MEMBERSHIP AND MEMBERSHIP CARDS

1. All participants in the Club are eligible for Club membership.  To become a member of the 
Club, the participant must pay the applicable Club membership fee.

2. The Club will issue annual membership cards to all members of the Club.  These 
membership cards will allow members to benefit from specific discounts and promotions. 
(Do we do this?)

3. The Club reserves the right to revoke membership.  See the Code of Conduct for more 
detail.   



VII - CODE OF CONDUCT

1. The primary objectives of the Club are:
a) to support and develop athletes of all levels of experience;
b) to provide athletes an opportunity of experiencing the sport of triathlon and multi-sport 

activities in a positive and fun environment;
c) to promote the sport of triathlon and multi-sport activities but also to foster 

sportsmanship and life skills.

2. As such, we ask all of our coaches, employees, members, participants, volunteers, parents 
and guardians to adopt and abide by the Club’s “Code of Conduct”. If all follow these 
simple guidelines, the Club should be able to provide a fun, positive and productive training 
experience.

3. The Club reserves the right to revoke membership or the right to participate in Club activities 
if the actions of a parent, guardian, volunteer, member or participant present a danger to 
that individual, violate Club policies or present a danger to others in the Club or to those 
involved in Club organized activities. Decisions regarding revoking activities will be referred 
to the Incident Committee.

4. Member’s and Participant’s Code of Conduct 
a) I will participate in Club activities because I want to, not just because others or 

coaches want me to. 
b) I will respect all members and participants of the Club.
c) I will remember that winning races isn’t everything – that having fun, improving my 

skills, making friends and doing my best are also important. 
d) I will respect my coaches and Club volunteers.
e) I will remember that coaches are there to help me. I will accept their decisions and 

show them respect. 
f) I will acknowledge all good performances – those of my team members and also 

those of competitors at races.
g) During races, I will participate according to the rules of competition relating to each 

race. 
h) During races, I will show respect for the other participants and also for event officials 

and volunteers.
i) If I have complaints or concerns, I will communicate any concerns, complaints or 

suggestions to the head coach in a courteous and timely manner. 
j) I will not use drugs or other banned performance enhancing substances.
k) I will not consume drugs or alcohol during Club activities or Club sanctioned races.



1. Coaches’  Code of Conduct 
5.1 Coaches Code of Conduct

a) I will make sure that equipment and facilities are safe and match the member’s and 
participants’ ages and abilities.

b) I will obtain proper training and continue to upgrade my coaching skills. 
c) I will remember that members and participants need a coach they can respect. I will be 

generous with praise and set a good example. 
d) I will not ridicule or berate any members or participants for making mistakes or for 

performing poorly. I will remember and that members and participants train and 
compete to have fun and must be encouraged to have confidence in themselves. 

e) I will teach members and participants to compete fairly, to respect the rules and to 
demonstrate good sportsmanlike skills. 

f) I will treat everyone fairly within the context of Club activities, regardless of gender, 
race, place of origin, colour, sexual orientation, religion, political belief or economic 
status.

g) During races, I will participate according to the rules of competition relating to each 
race. 

h) During races, I will show respect for the other participants and also for event officials 
and volunteers.

i) I will abstain from public use of tobacco products while in the presence of Club 
members and participants.

j) I will abstain from drinking alcoholic beverages when performing coaching and 
volunteer duties.

k) I will not condone the use of drugs or other banned performance enhancing 
substances.

l) I will immediately inform the Club if I am charged, tried, convicted or involved in any 
way in a police investigated matter related to any of the offences under the Criminal 
Code or under other provincial or federal statutes that are identified in the Club’s 
Screening Policy.   

2. Employee’s and Volunteer’s Code of Conduct
a) I will attend to my volunteer or prescribed duties, as directed, in a timely manner.
b) I will display high personal standards and project a favourable image of the Club while 

performing my volunteer activities or prescribed duties. 
c) I will treat everyone fairly within the context of Club activities, regardless of gender, 

race,  place of origin, colour, sexual orientation, religion, political belief or economic 
status.

d) I will refrain from public criticism of fellow volunteers, coaches, Club employees, 
athletes and race officials.



a) I will not ridicule or berate members or participants for making mistakes or for 
performing poorly. I will remember that members and participants train and compete 
to have fun and must be encouraged to have confidence in themselves. 

b) I will take the personal initiative to learn, respect, communicate and adhere to the 
rules and regulations established for the Club activities and races.

c) During races, I will show respect for the other participants and also for event officials 
and volunteers.

d) During races, I will encourage all participants to uphold the rules of the sport.
e) If I have complaints or concerns, I will communicate any concerns, complaints or 

suggestions to the head coach in a courteous and timely manner. 
f) I will abstain from public use of tobacco products while in the presence of Club 

members and participants.
g) I will abstain from drinking alcoholic beverages when performing volunteer duties.
h) I will not condone the use of drugs or other banned performance enhancing 

substances.
i) I will immediately inform the Club if I am charged, tried, convicted or involved in any 

way in a police investigated matter related to any of the offences under the Criminal 
Code or under other provincial or federal statutes that are identified in the Club’s 
Screening Policy.   

2. Parent’s and Guardian’s Code of Conduct 
a) I will not force my child to participate in Club activities. 
b) I will remember that my child participates in Club activities for his or her enjoyment, 

not for mine. 
c) I will teach my child that doing one’s best is as important as winning, so that my child 

will never feel defeated by the outcome of a training session or race.
d) I will make my child feel like a winner every time by offering praise for competing 

fairly and trying hard. 
e) I will never ridicule or berate my child for making a mistake or losing a race. 
f) I will remember that children learn best by example. I will applaud good performance 

in races by both my child’s Club and others competing in the race. 
g) I will respect and show appreciation for the Club coaches, employees and volunteers 

who give their time to support and offer Club programs.
h) I will treat everyone fairly within the context of Club activities, regardless of gender, 

race, place of origin, colour, sexual orientation, religion, political belief or economic 
status.



a) During races, I will show respect for the other participants and also for event 
officials and volunteers.

b) If I have complaints or concerns, I will communicate any concerns, complaints or 
suggestions to the head coach in a courteous and timely manner. 

c) I will not condone the use of drugs or other banned performance enhancing 
substances.

2. Coaching Staff

a) All Coaches must be NCCP-CBET Triathlon Certified, and be First Aid and CPR 
certified. 

b) All Assistant Coach’s must be in working towards NCCP-CBET 
Certification and be First Aid and CPR certified.

                                         



VIII - SPONSORSHIP 

1. Sponsors
a) All sponsorship must be approved by the Club prior to being invoked.
b) The Club shall keep a record of all sponsorships received and ensure that 

Sponsorship Confirmation Forms are completed.
c) Members or participants must receive Club approval before soliciting companies or 

individuals for Club sponsorship.

2. The Club offers sponsorship benefits for different categories of sponsors:
a) Bronze Level Sponsor:  A Bronze Level Sponsor has contributed less than $300 to 

the Club.  These sponsors are entitled to the following provisions:
i) Their name will be posted as a Bronze Level Sponsor

a) on the Club Website
ii) They shall receive a team appreciation certificate.

b) Silver Level Sponsor:  A Silver Level Sponsor has contributed more than $300 but 
less than $500 to the Club.  These sponsors are entitled to the following provisions:
i) Their name will be posted as a Silver Level Sponsor

a) on the Club Website
b) on Club publicity identifying sponsors

ii) They shall receive a sponsor plaque. 

c) Gold Level Sponsor:  A Gold Level Sponsor has contributed more than $500 but less 
than $1000 to the Club.  These sponsors are entitled to the following provisions:
i) Their name will be posted as a Gold Level Sponsor

a) on the Club Website
b) on Club publicity identifying sponsors
c) at Club information or promotion booths set-up at races
d) at Club registration information tables. 

ii) They shall receive a sponsor plaque.

d) Platinum Level Sponsor:  A Platinum Level Sponsor has contributed more than $1000 
to the Club.  These sponsors are entitled to the following provisions:
i) Their name will be posted as a Platinum Level Sponsor

a) on the Club Website
b) on Club publicity identifying sponsors
c) at Club information or promotion booths set-up at races



a) at Club registration information tables. 
ii) They shall receive a sponsor plaque. 
iii) Their corporate name/logo can be displayed on team jackets, training bags, 

hats or other apparel.  The sponsor and the Club will have to agree on the 
appropriate placement of the sponsor crest, patch or bar.

iv) They shall receive product exclusivity and first right of refusal for yearly 
renewal.  (The scope of the product exclusivity clause must be agreed upon by 
the Club Executive Committee.)

2. Fundraising
a) All fundraising activities must be approved by the Club.

b) All funds collected through Club approved fundraising activities are for the benefit of 
the Club.



IX – SCREENING POLICY

1. The Club has adopted, with necessary modifications, the screening process used by the 
Ontario Association of Triathletes (O.A.T.). 

2. The Club will appoint a Selection Committee to ensure the screening process is enforced.

3. Purpose:

a) The Club commits to its’ responsibilities to members, participants, coaches, 
volunteers, parents and guardians in its programs and is committed to adhering to 
the following policy to support the safe multisport experience of its activities.

b) Due to the position of trust that is inherent in the provision of active, high quality sport 
experiences, coaches, Club employees and volunteers shall be required to undergo 
a screening process based on the duties assigned by the Club.  This screening 
process will be comprised of a variety of measures and will include a Police Record 
Check. 

4. Scope:

a) The Club is committed to protecting all of its members and participants.  Therefore, 
the Screening Process is essential.  

b) The ongoing screening process is designed to identify individuals, whether paid 
or unpaid, volunteer, coach or employee, who may harm children, youth or other 
vulnerable persons. The screening involves isolating the risks related to specific 
positions. Once this is determined, appropriate methods are then carried out to 
reduce the risk. 

c) Screening takes place before someone starts volunteering or occupying a position 
and continues on a yearly basis throughout their involvement.

d) The Club is not obliged to accept everyone who wants to volunteer, and may at its 
discretion, refuse to accept individuals as volunteers.  While the Club cannot unduly 
discriminate against people, the Club has the right and the obligation to refuse 
potential volunteers based on the risks and requirements of each position. This will 
be a decision rendered by the Executive Committee.



1. Definitions:

a) Volunteers

i) A volunteer is an individual:

a) Who chooses to undertake a service or activity, someone who is not 
coerced or compelled to do this activity;

b) Who does this activity in service to an individual or an organization, or 
to assist the community-at-large;

c) Who does not receive a salary or wage for this service or activity.

b) Participants and members

i) Many different words are used to name people who participate in programs 
or receive services from recreation and sport organizations. Participants are 
children and youth who participate in Club activities.   Members are children 
and youth who have purchased membership and participate in Club activities.

c) Duty of care

i) “Duty of Care” is a legal principle that identifies the obligations of individuals 
and organizations to take all reasonable measures to care for and protect their 
members and participants.  It is important to understand that Canadian courts 
will uphold organizations’ responsibilities to screen carefully. This is part of 
their “Duty of Care”

d) Vulnerable person

i) One who has difficulty-protecting him/herself from harm temporarily or 
permanently and is at risk because of age, disability or handicap.  Children 
and youth are considered vulnerable.  The standard of care is higher when 
running programs for vulnerable participants.

e) Position of trust

i) Situations in which someone has a significant degree of:

a) Authority or decision-making power over another; and/or

b) Unsupervised access to another person and to his/her property;

where the success of the service depends on the development of a close, personal 



(1) relationship between the individual as in mentoring or friendly 
visiting programs.

ii) Where coaches, employees or volunteers are in a position of trust, there is 
more opportunity for abuse and more expectation that the organization will do 
what it can to reduce the risk of this happening.

b) Orientation

i) Orientation is a period of process of adjustment within a particular position.  
Providing information to a volunteer about the program they will be involved in, 
providing them with the rules and regulations and the code of conduct are all 
part of the orientation process.  Orientation is a valuable screening tool.

c) Training

i) Training is a learning process, during which time an individual is taught 
specific skills and expectations, which will assist them in performing their 
duties.

2. Why does the Club screen?

a) The Club is committed to protecting all its’ members and participants.  Therefore, 
the Screening Process is essential.  It is much easier to ensure that the right people 
take on the responsibilities that suit them best than to spend the resources needed to 
deal with problems that arise from poor recruiting.  The Club is not obliged to accept 
everyone who wants to volunteer; however, it is obliged to appropriately screen any 
person who will have access to vulnerable people.  This responsibility is both moral 
and legal; it is not only the right thing to do but it is mandated because of the “Duty of 
Care” concept.

3. Risk Factors

a) The screening process is a way of reducing the risk of harm involved in doing certain 
things within the sports environment.  The screening that is done for each position is 
based on the specific risks related to that position.  Factors that increase risk include: 

i) young age of participants;

ii) minimal family presence;

iii) transporting participants; 

iv) low or no on-site supervision;

v) isolation;



i) overnights;

ii) physical contact;

iii) close relationships; 

iv) positions of trust; and 

v) lack of organizational policies.

b) While the Club cannot unduly discriminate against people, the Club has the right and 
the obligation to refuse potential volunteers based on the risks and requirements of 
each position.

2. About the screening process

a) The screening policy demonstrates the Club’s commitment to effective coach, 
employee and volunteer management.  It is flexible in that the process may be 
different based on the position.  Those individuals who are in positions working with 
children but who are never left alone are different than those volunteers working in 
an unsupervised setting.  The screening process will vary according to the position. 

b) The Club’s screening process may include some or all of the following:

i) An orientation process to determine a person’s suitability for the task they are 
assigned.  

ii) Training for Club specific tasks.  

iii) Police records check.

3. Police Record Checks

a) For certain positions within the Club, for both volunteer and paid personnel, a 
Police Record Check will be required as an important but not exclusive element of 
the screening process.  In general, individuals with past Criminal Code convictions 
for certain offences will not be accepted for a direct service position with members 
and participants.  These offences include, but are not limited to, the following with 
exclusion timeframes listed:

i) Lifetime:

a) Any type of sexual assault;

b) Invitation to sexual touching;

c) Sexual interference, bestiality, or sexual exploitation;

d) Procuring sexual activity;



a) Indictable criminal offences for youth abuse;

b) Any Court Order forbidding the individual to have contact with children 
under the age of 14;

c) Any convictions related to child pornography.

ii) Five (5) Years:

a) Assault;

b) Any Weapons offence;

c) Conviction under any controlled drugs and substance act;

d) Criminal Driving offences.

iii) Until resolved through the judicial system:

a) Outstanding convictions or charges pending for any violent offence;

b) Outstanding convictions or charges pending for criminal driving 
offences, including but not limited to impaired driving;

c) Outstanding convictions or charges pending for sexual offences.

b) Volunteers, coaches and employees may also be rejected as a result of other 
information gained during the police record check process or through the screening 
process as a whole, or as a consequence of other factors which are directly relevant 
to the requirements of the position, and to the ability of the applicant to carry out his/
her duties in an effective, safe manner.

c) Any potential volunteer, coach or employee has the right to know why he or she is 
being refused, and may appeal in writing to the Club’s Selection Committee within 30 
days of the decision rejecting their application.   

d) The Police Records Check will be valid for two years.  The information will be 
made available to other members of the Club’s Executive Committee after written 
permission has been obtained from the potential volunteer, employee or coach.  
Every coach, employee or volunteer, once accepted, is obliged to immediately inform 
the Club if he or she is charged, tried, convicted or involved in any way in a police 
investigated matter related to any of the above-noted offences under the Criminal 
Code or under other provincial or federal statutes.  Coaches, employees and 
volunteers will be asked to sign an agreement to this effect.



1. The Process for Police Records Checks

a) Step 1 

i) The applicant will be given a copy of the criteria for acceptance as a coach, 
employee or volunteer with the Club.  These criteria vary depending on the 
nature of the position and duties expected. 

b) Step 2 

i) The individual will apply in writing for a position with the Club. 

c) Step 3

i) The individual will sign necessary forms giving the Club the approval to submit 
a “Criminal Record Search Form” on their behalf.

d) Step 4

i) When the report is ready, the applicant will be notified if there is a problem, 
and they then can compare their Police Report to the criteria for declining a 
potential coach/employee/volunteer/, and have the opportunity to make their 
own decision to withdraw.

e) Step 5

i) If the individual decides to proceed, they would hand in their Police Report to 
the Club’s Selection committee.

f) Step 6 

i) The Selection committee compares the Police Report to the Club’s criteria and 
provides a written confirmation to the Applicant stating whether the person 
meets the criteria for the position.

g) Step 7 

i) All coaches, employees and volunteers have the right to appeal the decision 
of the Club.  All appeals must be made in writing to the Club’s Selection 
Committee within 30 days of the decision rejecting their application.   Any 
hearings held that may include data from a Police Report shall be closed.

h) Step 8 

i) Confidentiality of Information



i) The Club collects personal information from police records checks and from 
other sources and is obligated to keep that information confidential, and to 
use it only for the purposes for which the individual agrees it can be collected.  
Information can only be disclosed to individuals who are assigned by the 
organization to make decisions about hiring or refusing potential coaches, 
employees and volunteers.  There shall be no dissemination or disclosure of 
the information to any other agency, body or organization without the specific 
approval of the applicant.  Once the information is used to compare to the 
organization’s criteria for hiring or rejecting a potential coach, employee or 
volunteer for a specific position, the information shall be destroyed (shredded/
mulched) or kept in such a manner to prevent unauthorized access.  For 
further information interested parties should refer to the Club’s Privacy Policy.

2. Position Terms of Reference

a) The Terms of Reference are developed for each position in order to clarify duties, 
specify related qualifications, identify boundaries or limits, and as a feedback/
evaluation tool for the coach, employee or volunteer.  Each position will be assessed 
in order for the Club to be able to determine the relevant type and intensity of 
screening required.

3. Screening Methods by Risk Level

a) Low Risk:

i) Application

ii) Police Records Check

iii) Monitoring

iv) Low Risk involves interaction with participants who have a low vulnerability or 
where there is supervision provided by coaches and or other paid employees 
of the Club.

b) Medium Risk:

i) Application

ii) Police Records Check

iii) Supervision

Medium risk involves interaction with participants who are vulnerable persons and there is 
minimal supervision 



i) provided by coaches and or other paid employees of the Club.

b) High Risk:

i) Application

ii) Police Records Check

iii) Interview Process

iv) References

v) Supervision

vi) Parent/Participant Evaluation

vii) High risk means when the volunteer interacts with vulnerable persons in any 
one or all of the following situations:

a) Frequently alone with participants up to the age of 17 or other 
vulnerable participants such as people with certain disabilities;

b) In a position of power over the athlete or participants;

c) Travels out of town and away from parents/guardians supervision;

d) May be driving a motor vehicle with youth or other vulnerable 
participants as passengers.

2. Review and Approval

a) This policy was approved by the Club’s Executive Committee in April 2007 and will 
be reviewed by the Executive Committee on an annual basis.



X – PRIVACY POLICY

1. The Club will obtain the consent of all its members and participants prior to collecting 
personal information.

2. The Club will not divulge member or participant personal information to third parties, 
except to provide delivery information for Club publication, Club sanctioned activities and 
Club promotions.  Phone numbers will not be divulged.

3. The Club will use collected information only for communication with members and 
participants and advancing the sport in Ontario (athlete information, coach or official 
training, race information, etc.).

4. The Club will destroy personal information that is no longer required.

5. The Club will provide opportunities for and welcomes the validation of information by 
members and participants.

6. The Club will maintain both electronic and paper personal information in a secure manner.

7. The Club will facilitate access to personal information by individual members or 
participants.  The Club may charge for such access where the costs are significant.

8. The Club will ensure that any complaint is investigated in an impartial manner.



XI – CONFLICT OF INTEREST POLICY

1. Coaches, employees and volunteers must disclose all real or perceived conflicts of 
interests, whether pecuniary or non-pecuniary, to the Club’s Executive Committee.  
Conflicts of interest shall always be resolved in favour of the Club.

2. Conflicts of interest may include, but are not limited to the following:

a) Engaging in any business or transaction, or having any financial or personal interest 
that is incompatible with one’s official duties, unless such interest is properly 
disclosed to the Club’s Executive Committee.

b) In the performance of one’s duties, accord preferential treatment to family, friends 
or colleagues, or to an organization in which family, friends or colleagues have a 
pecuniary or non-pecuniary interest.

c) Knowingly placing oneself in a position where one is in an obligation to any person 
who might benefit from special consideration, or who might seek preferential 
treatment.

d) Placing oneself in a position where one’s loyalty to the Club is compromised or 
perceived to be compromised by one’s relationship or involvement to another 
person, association or corporation.

e) Placing oneself in a position where one’s private or personal interests, whether they 
be pecuniary or non-pecuniary, conflict or are perceived to conflict with one’s ability 
to carry out one’s Club functions in an objective, open-minded, fair and loyal manner.



XII – MEETINGS

1. The Club shall hold an annual general meeting at the end of each year to review Club 
finances, Club policies and other corporate matters.

2. The Club may hold other open meetings to facilitate the operations of the Club.

XIII –VOLUNTEER HOURS

1. The success of the Club is directly related to the involvement and contribution of its 
members, participants or their families. 

2. Members, participants or their families are encouraged to volunteer time to ensure the 
successful operation of all Club sponsored activities and events.

XIV – EQUIPMENT

1. Equipment purchased by the Club is intended for Club use.  

2. From time to time, to promote training opportunities for members and participants, the 
Club may allow members or participants to bring Club equipment home.  In any such 
cases, the equipment remains the property of the Club and must be returned to the Club 
on request or if the member or participant decides to cease all Club activities.

3. The Club shall maintain accurate records of all Club equipment.  The Club shall also 
maintain accurate records of all Club equipment in the possession of members or 
participants.




