
CYPRUS SERVICES RAMBLING CLUB CONSTITUTION 2009

INTRODUCTION

1. The Cyprus Services Rambling Club (CSRC) is a sports club administered by the British Forces Episkopi Support Unit (ESU).  The CSRC has no premises or employees and does not have a trading account that would be subject to Customs & Excise control.  Membership is voluntary and is renewed annually.  Rambling normally takes place every second Sunday.

THE AIM OF THE CSRC

2.  The aim of the CSRC is to provide the Members with a programme of properly organised safe rambling opportunities over varied distances and types of terrain throughout the year.  

CONSTITUTION

3.  The Constitution of the CSRC is as follows:

a. The CSRC account is to be managed in accordance with current ESU Standing Orders.

b. The Fund Manager is to be a Service or UK Based Civilian (UKBC). 

c.
Membership will be open to all military and civilian entitled personnel serving in BFC and their dependants. See paragraph 4.

d.
Non-entitled civilian personnel may be permitted to become Members of the Club at the discretion of the CSRC Committee.  See paragraph 5.

e.
The Club is to be administered by a Committee elected by the Members for that purpose.  See paragraph 10.

f.
The Constitution is not to be amended or changed without the agreement of the Committee and any such changes are to be ratified by the Membership at an Extraordinary General Meeting (EGM) or the next Annual General Meeting (AGM).  Any change to the Constitution that has financial implications has to have the approval of the Fund Manager before it is included in the Constitution.

MEMBERSHIP

4.  Entitled Personnel.  Membership of the CSRC is open to all military and civilian Entitled Personnel who are members of BFC and their dependants.  Anyone in this category wishing to join the CSRC is encouraged to contact the Club Secretary or any Committee Member for further details.

5.  Non-Entitled Personnel.  At present there is no limit on the number of non-entitled Members in the CSRC; however, the Committee reserve the right to change this if it is deemed necessary.  Non-entitled civilians wishing to join the CSRC are to complete a Membership Application Form and give it to the Club Secretary.  The Committee will review the application, bearing in mind sensible criteria such as physical condition, age, residency status, and any security implications.  The successful applicant will be informed of the result.  The Committee reserves the right to refuse or to terminate the Membership of anyone if they consider there are sufficient grounds for doing so.

6.   Classes of Membership. There are three classes of Membership:

a. Individual Membership for anyone over the age of 18.

b. Family Membership for husband and wife and their children under the age of 18.  

c. Honorary Membership for Members over 70 years of age who have walked 1000 miles.

7.   Membership Rules.  Membership runs from 1st October each year for 12 months.  Membership Fees will be ratified at each AGM.  Membership fees will always be at the full annual rate.  CSRC Membership Application Form (see Annex D) and payment are to be handed to the Club Secretary or a Committee Member by the 1st December each year.  Members who fail to do this are not eligible to attend any ramble or CSRC event until the Club Secretary has their Form and Fee.  Anyone walking with the CSRC more than three times is required to apply for Membership or their bookings will be refused.  

8.   Non-Members Attendance on Rambles.  Non-Members are allowed to attend three walks before they are obliged to apply for Membership in order to give them time to decide if rambling is what they wish to do.  Ex-Members do not get this period of grace and are obliged to apply to re-join before attending any ramble.  Members booking guests on a walk are to give their names to the Bookings Secretary when they do so, and are personally responsible that their guests are properly equipped and prepared for rambling in Cyprus, and that they follow the Club Rules.  The Bookings Secretary has the authority to refuse bookings for guests for any reason.
9.   Non-Members Attendance at other CSRC Events.   Priority for attendance at any CSRC event is always to be given to Members before non-Members are invited or allowed to attend.  On Club weekends and at social functions the Activities Member has the authority to accept or refuse applications for non-Members to attend as guests or otherwise.  On overseas holidays only Members are permitted to take part.  Non-Members are obliged to apply for Membership as shown in paras 5 – 8 before their booking is confirmed.  
CLUB COMMITTEE

10.  Committee Eligibility.  The CSRC is to be managed by a Committee of volunteers proposed and elected at each AGM.  All members of the CSRC are eligible to hold any Committee post except those of the Fund Manager. The Fund Manager is also a Member of the Committee and should attend all Committee Meetings whenever possible.

11. Committee Posts.  A Committee Member who has completed three years in a post cannot be proposed or elected to the same post.  However, if the retiring committee member concerned was so prepared, that person could re-stand for the position provided there were no other nominees.   In the event of a post becoming vacant, the Committee is authorised to fill the vacancy temporarily with a volunteer until the next AGM

12. Committee Procedures. Decisions and policies made by the Committee are to be agreed democratically by a simple majority vote.  In the event of a draw the Chairman will have the casting vote.

13.  Composition of the Committee.  The Committee is to consist of the following Club Members: 

a.    Fund Manager.







b.
Chairman

c.
Treasurer 

d.
Club Secretary



                        

e.
Walks Coordinator






f.
Bookings Secretary   


                        

g.
Activities Member






h.    Publicity Member








Terms of Reference (TOR) are detailed in the annexes.

MEETINGS

14.  Committee Meetings.  Committee Meetings are to take place at least four times per year under the Chairman; one Meeting may be the AGM.  A quorum shall consist of five Committee Members, one of which must be the Chairman or the Fund Manager.  The Deputising Chairman will normally be the Fund Manager or another Committee Member nominated by the Chairman.  Members are to be informed in advance of Committee Meetings so that they can raise points through the Club Secretary.

15.   AGM.  The AGM is normally held in October at a time and place agreed by the Committee.  All Members are to be informed of the time and location of the AGM by the best means available.  A quorum for the AGM shall consist of 25 Members.  All Members attending the AGM may vote on all proposals.  Visitors and guests cannot vote.

16.   Annual Reports.  Members of the outgoing Committee are to submit a written report to the Club Secretary on the previous year’s activities for the Chairman to present at the AGM.  Individual Committee Members should be prepared to present their own reports if invited to do so, and to answer questions from the Members if necessary.

17. AGM Proposals.  All proposals shall be decided by a simple majority of the Members present.  Only CSRC Members may vote or make proposals at the AGM.  All propositions are to be put to a vote.  The number of votes for and against a proposition is to be recorded in the Minutes.  Where the vote is tied the Chairman will have the casting vote.

18. Extraordinary Meetings.  The Committee may direct the Club Secretary to call an EGM at any time.  The Club Secretary shall also call an EGM on receipt of a written request signed by a minimum of 12 Members.  The request is to state the object of the Meeting.  The EGM is not to be held without either the Chairman or the Deputising Chairman being present.  A quorum for an EGM shall consist of 25 Members.

19. Minutes.  The Club Secretary is to record full and accurate Minutes of all Committee Meetings, the AGM, and any EGM and forward a hard copy to the Chairman for signature within seven days of the Meeting. An electronic copy is to be sent to the Fund Manager for onward transmission to the RAO and the Committee for their records. Copies of the Minutes are to be made available for circulation amongst the Membership at the next suitable opportunity.

FINANCE

20. Income.  The income to the CSRC account normally arises from annual Membership subscriptions; administration subscriptions paid by Members taking part in the rambles; profit from the sale of merchandise; donations; and occasional income from the sale of raffle tickets.

21.  Administration Subscriptions.   All Members, visitors and guests taking part in CSRC rambles and walking weekends are to pay an administration subscription with the exception of the Walk Leader(s) and the Bookings Secretary.  The level of the subscriptions is to be agreed each year at the AGM, based on recommendations made by the Committee.

22. Expenditure.  The Chairman and the Fund Manager are authorised to approve the expenditure of CSRC funds as necessary, up to a limit of €1500, to enable the Club to function normally. No other Member of the Committee is authorised to spend CSRC funds without the approval of the Chairman or the Fund Manager.  The Committee is authorised to spend up to €1500 on locally purchased items proposed and approved by a Committee Meeting.  The Committee is to decide how activities are to be financed with a view to giving Members good value for their money.

23. Accounting and Audit.   CSRC funds are to be accounted for in accordance with the instructions contained in Service Regulations. The account and associated records will be maintained by the ESU Service Funds Accountant and will be subject to audit as required. Any record containing financial information is to be retained for six years; after six years they may be destroyed.

24. Insurance.  The CSRC does not hold any insurance to cover Members for accidental or personal injury.  All Members are asked to acknowledge this condition of joining when they apply for Membership.  Members are responsible for arranging their own insurance.  The CSRC does not hold Third Party insurance for damage sustained to private property by the activities of the Club.

CLUB RULES AND DISCIPLINE

25.  The Club Rules provide guidance to Members of routine regulations and procedures that help to keep the Club running smoothly.  A copy of the Club Rules is attached as Annex A.

26.  In the unusual event of a serious breach of the Constitution or Club Rules the Chairman has the authority to suspend the offender from CSRC activities pending a review of the case at the next Committee Meeting.  

27.   A copy of the Constitution and the Club Rules is to be made available to all Committee Members and to other Members who request a copy.  New Members applying for Membership are to be made aware of the Constitution and the Club Rules.

(Original signed by the RAO)

British Forces Episkopi Support Unit

British Forces Post Office 53

Annexes:

A.
Club Rules.

B.
Policy on Heat Stress.

C.
Aide Memoir for Walks Leaders.

D.
Application for Membership.

E.
Terms of Reference – Fund Manager.

F.
Terms of Reference – Chairman

G.
Terms of Reference – Treasurer.

H.
Terms of Reference – Secretary.

J.
Terms of Reference – Walks Coordinator.

K.
Terms of Reference – Bookings Secretary.

L.
Terms of Reference – Activities Member.

M.
Terms of Reference – Publicity Member.

Annex A to the Constitution

CLUB RULES
1.  All members and their guests are subject to the authority of the Chairman and Committee. Members are to ensure their guests are aware of the Club Rules.

2.  The bookings list closes at 1200 midday on the Wednesday prior to the walk.  The CSRC can refuse to accept bookings after this deadline.  Ramblers who book for a ramble and a meal, if one is organised, and do not turn up remain liable for the administration subscription charge and the cost of the meal, which must be paid before they next walk.  

3.  Members are to ensure that they and their guests are properly equipped with the appropriate clothing and footwear for the rough terrain and extreme climate of Cyprus.  Footwear such as sandals and flip-flops are not normally to be worn.  However, the Chairman or any Committee Member may allow Walking Sandals if there is a genuine medical reason; The Committee has the right to refuse to allow anyone not in proper footwear from getting on the bus.

4.  Ramblers must stay behind the Walk Leader and in front of the nominated Sweeper at all times.  If you have to leave the route for some reason you must inform the Sweeper, and tell him/her when you rejoin. During breaks it is advised that ladies go into the bushes to the rear of the group and men to the front.  When traffic approaches “Ramblers go to the Right”. 

6.  Members and their guests participate in CSRC activities at their own risk.  The CSRC does not have insurance cover for members.  Members are responsible for organising their own insurance cover if they require it.  You are advised to bring your own personal First Aid kit.

7.  The CSRC observes the Country Code at all times.  In particular members are asked to note that dogs should be kept on a lead at all times; they are not allowed on the seats of buses; and any mess they make on a bus must be cleaned up by the owner.  Please do not pick fruit from orchards, and remember to take all your litter home.  No smoking is allowed from boarding the coach until we reach the Taverna at the end of the walk or the Walk Leader announces the end of the walk.

8.  The front seats on buses are to be left free for the Walks Leaders and Bookings Member on the outward journey.

9.  Anyone who attends three CSRC walks in one year is obliged to apply for membership.  The Committee has the right to refuse to accept bookings from anyone ignoring this rule.
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Annex B to the Constitution

HEAT STRESS POLICY

A:  YOUR PERSONAL RESPONSIBILITY AS A MEMBER OF CSRC

Members are reminded that the CSRC Constitution obliges you to be responsible for your own health and insurance when attending CSRC walks or functions.  The Committee will take all reasonable precautions to safeguard members but they are not responsible for you in this respect.  It is incumbent on all members to ensure that they, and their guests, are fit enough and are properly prepared to walk in the extremely high temperatures and environment we find here in Cyprus.  The high temperatures can quickly cause heat stress in anybody – not just the older or less fit members.

B:  WHAT IS HEAT STRESS – HOW DO WE RECOGNISE IT?

Heat stress can overcome you very quickly, sometimes within a few minutes.  The symptoms of heat stress to watch out for in yourself and others include all or any of these:

a. A feeling of being light-headed or dizzy, a tendency to reel or stumble.

b. Pulse rate speeds up – (you can feel it thumping).

c. No sweat on the face or limbs – (as fluid is retained in the trunk to cool the blood)

d. Flushed appearance – (as the body temperature rises).

e. Lethargy and unsteadiness on your feet, a desire to go off and lie down on your own.

f. Fitful breathing, often with nausea and vomiting

C:  WHAT CAN WE DO TO REDUCE THE RISK?

Nothing is better than professional medical advice but within the CSRC we are often in remote areas and do need to be able to take precautions before we set off in summer time.

a.
Check the weather forecast on the TV/radio/newspaper or phone 25 276577 for the free public announcement in English by the Met office Akrotiri.

b.
Check the grading, distance and description of the walk before deciding whether to walk.
c.
Drink plenty of liquid before you leave home, enough to make you want to go to the loo if possible, then you know your body is topped up, but 1-2 hours in a hot bus is a long time so drink again on the bus.

d.
Plan to carry and drink at least half a litre of water for every hour you expect to be walking, more if you can manage it.  Water/juices/energy drinks are OK but definitely not alcohol of any kind.

e.
Wear loose clothing to allow the air to circulate and do not carry too much extra paraphernalia such as cameras, stools, brollies, etc, unless you can carry them easily.
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f.
Wear a hat with a brim and preferably a high crown to absorb the direct heat, but any style is better than none.  Use sun-block cream to protect your skin or a long-sleeved shirt

g.
Take every chance to walk in the shade and lunch in the shade.

h.
Finally, if you feel you are getting a touch of heat stress, do not be embarrassed about it; tell someone you are feeling unwell so they can help too.  Drink lots immediately and keep on drinking until you start to sweat again. 

D:  HOW DO WE TREAT SOMEONE SUFFERING FROM HEAT STRESS?

When heat stress is suspected put the casualty in the shade, remove any backpack or load, loosen any restrictive clothing and do your best to lower their temperature.  There are several ways to do this and you can use them all but the most important one is to get them to drink plenty of water.  They must drink more than they think they need and pretty soon they will start to sweat again and feel much better.  

Other cooling methods include fanning, moistening with a wet cloth, immersing in water if necessary, and getting the casualty into an air-conditioned vehicle or room.  As a precaution the casualty should consult medical advice on returning home.
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Annex C to the Constitution

AIDE MEMOIR FOR WALKS LEADERS

Phase 1 – The Reconnaissance (Recce)

Agree a date with the Co-ordinator and choose an area from the CSRC Walk List or a new one of your own which does not clash with recent walks.

Do a detailed map recce followed by a general recce on the ground to confirm that it is suitable for the time of year.  Decide on a distance and grading which also suits the season and check with the co-ordinator to see that this is OK.  Hand in the details for the walk sheet at least 3 weeks before the date the walk is due to take place so that the walk sheet can be prepared and issued on the preceding walk.

Grading Your Walk – Confirm this with the Walks Co-ordinator

CSRC GRADINGS OF WALKS

Grading refers to the degree of difficulty imposed by the terrain for the average rambler.  Members must decide for themselves if they can achieve the mileage.

	1


	Easy going with some gentle hills on typical bondu track
	All members and visitors in all weathers

	2


	As above but can include short but steep hills of less than half an hour duration.
	Most members in all weathers.  This is the maximum grade for visitors unless cleared by a committee member in advance.

	3


	As above but can include several steeper hills that can last longer than half an hour.


	Only for regular ramblers walk-fit and acclimatised for this type of terrain.

Good footwear advisable.

	4


	As above but usually a long walk including much longer, steeper ascents or descents requiring good stamina.
	Only for regular, adult ramblers. As above but not likely to need help nor to hold others up.  Proper footwear essential.

	5


	As above but can include difficult trails and ascents/ descents requiring sure footing and care – Scrambling probable.
	As above; ramblers will be screened by the Walks Co-ord or Leaders to confirm they can do this grade safely.


Walk the route at least once on foot, not just by vehicle, to confirm the timings for the buses to come back.  Check it again within 7 days of the walk to ensure it is still feasible and that there are no problems.  If there is a long bus journey it is wise to identify some sort of WCs nearby or close to the start.   Try and select a lunch spot with bushes nearby.
Liaise with a Taverna near the end of the walk noting that we are often over 100 walkers and confirm that we can fit in.  Note the Taverna’s phone number and call the owner when numbers are firm.
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Phase 2 – The Briefing

On arrival at the start point brief the bus drivers when and where they are to wait for us at the end of the walk and where the Taverna will be.  When it is quiet enough, call everyone together (or use a whistle), introduce yourself, welcome new members and give a brief description of the route. (Mention distance to lunch stops, landmarks, busy roads, etc)

Give the standard brief on the basic drills, i.e.:

a.
Do not walk in front of the leader or try to force the pace.

b.
Nominate the Tail End Charlie (TEC) and introduce him/her (use a committee member if the regular sweeper is not there).

c.
Safety rules – Ramblers go to the Right if traffic approaches.

d.
During breaks it is customary for ladies to go into the bushes to the rear of the column and gents to the front.

e.
No smoking is allowed from boarding the coach until we reach the Taverna at the end of the walk, or the Walk Leader announces the end of the walk.

f.
After any turnings, members should look over their shoulder to check that walkers behind them have seen the turn.

Phase 3 – The Walking Bit

Set off at a pace to suit the terrain but always remember that we are just a lot of ordinary people out to enjoy ourselves and not to prove how fit you are.   We will need time to warm up and get into the swing of it.

After the first 10 minutes stop and let people adjust their kit, take off jackets, etc.  Try and stop for a breather every 30 minutes or so or at the top of any steep incline or other hazards, possibly more often in hot weather.  Always let the last in have time for a break.  Do not let the front-runners pressure you into moving off as soon as the others catch up.  They probably need a break most.

Before moving off from a break, check personally with the TEC that the pace is OK and the last in are ready to go – that is good teamwork.  This is not a route march; it is a ramble and is meant to be enjoyable by all.

After lunch brief again on the final leg and check with the TEC that all the slower walkers are fit to finish unaided before releasing the faster ones onto the Keo Run – you may need their help!  Say from where the Keo Run will start (This is a useful ploy to thin out the queue at the Taverna) and caution about any roads where the buses are waiting. 
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Phase 4 – The Final Check

You lose a degree of control once the Keo Run goes but you must rely on the TEC and check with him/her that all stragglers are safely gathered in before you, the Walk Leader, get into the last bus.  At the Taverna everyone will ignore you but make your face known to the landlord and thank him as if all goes well in the Taverna as the CSRC often returns to these places.  

The Buses Secretary will decide what time the buses depart but in his/her absence you must do it and tell everybody.

SAFETY TIPS

Weather – Watch the weather during the days leading up to your walk and check with the Met Office (25 276577).  If the weather will be too uncomfortable you may have to shorten the walk or lower the grade, but this does not happen very often.  If in doubt, consult with the Walks Co-ordinator.

Communications – CSRC owns a mobile phone held by the Secretary (99 292092) and this is carried on all walks.  It is useful for you to have a whistle for calling the group together.  Carry the maps for the walk area in case you need to summon help and give directions.

Emergencies – In the event of an emergency which needs outside help you can call for military or civilian assistance whichever you think is nearest.   Who the patient is does not matter as much as their safety does.
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Annex D to the Constitution

   MEMBERSHIP APPLICATION FORM

	Type of application 
	INITIAL
	RENEWAL                    HONORARY 

	Military Rank 

(if applicable)
	
	Military Unit or 

Branch if UKBC

	Full Name
	
	DOB

	Contact Address
	

	Phone Number & Fax
	HOME
	MOBILE
	OFFICE



	Email Address (If Applicable)
	

	(for family membership only)

Name and ages of Spouse 

and Children who will be CSRC Members  
	Spouse
	DOB

	
	Children
	Ages

	For initial applications, please state if you have been a member of the CSRC before and give dates.
	

	Authorisation

I authorise the Committee Members of the CSRC to be given my contact details for the purpose of passing information to me concerning the activities of the CSRC by post, phone, fax or email.

Signed……………………………………….                           Date……………………

	All applicants for initial and renewal of membership are to read and sign to confirm that you have been informed of the following personal obligation for insurance cover.

Insurance & Personal Liability

I confirm that I have been made aware that the CSRC does not have medical insurance cover or personal liability insurance cover for members and that I am responsible for arranging insurance cover for myself (and my family where applicable) should I require it and that the Ministry of Defence, the Committee of the CSRC, and other Members of the Club cannot be held liable in the event of an accident or injury to myself (or my family if applicable).

Declaration

I agree to abide by the Constitution and Rules of the Cyprus Services Rambling Club, and enclose a cheque for my annual subscription (Single €10 or Family €20 ) made out to the ‘Central Bank ESU’

Signed…………………………………………….                            Date…………………….

Please place in an envelope and pass to the Club Secretary or any committee member


Annex E to the Constitution

TERMS OF REFERENCE FOR THE FUND MANAGER

1.
The appointment of Fund Manager can be held by any Service officer or UKBC. Whenever possible the appointee should be an active member of CSRC.

2.
The Fund Manager is responsible to the RAO for the proper management of the fund in accordance with OC ESU policy and Service Funds Regulations.

3.
The Fund Manager is responsible for retaining overall control of the fund, though he/she may delegate various responsibilities to other club officials; is to supervise the Treasurer in his /her duties as required; and assist in the general running of the club.  

4.
The Fund Manager should attend all meetings of the CSRC committee, and act as Deputy Chairman when asked to do so by the Chairman.

5.
The Fund Manager is to ensure that all committee members and delegated officials are given written Terms of Reference (TOR) that lay down their duties, responsibilities and powers of expenditure.

6.
The Fund Manager is to ensure that all mandatory controls and checks of cash, stock and property (when held) are completed in accordance with the requirements of Service Funds Regulations.

7.
The Fund Manager is to provide the Regimental Accountant ESU with the names and specimen signatures of all personnel who are permitted to authorise expenditure from the fund, together with details of their financial limits.

8.
The Fund Manager is to ensure that all invoices and bills for payment are authorised and passed promptly to the SFA for payment.

9.
The Fund Manager is to review monthly all outstanding debtors and creditors, and ensure that amounts outstanding are minimised.

10.
The Fund Manager is to examine and sign all subsidiary books and accounts which are not maintained by the Regtl Acct to ensure that they are properly maintained and are presented to the Regtl Acct, not less than monthly, for entry into the main account.

11.
The Fund Manager is to examine and sign every month all fund books and accounts that are maintained by the Regtl Acct to ensure that they are agreed.

12.
The Fund Manager is to ensure that all cash is paid in to the Regtl Acct at the earliest opportunity.

13.
The Fund Manager is to ensure that the minutes of all committee meetings and the Annual General Meeting are forwarded to the RAO within 10 working days. 
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14.
The Fund Manager is to take action as necessary to balance income and expenditure. The total value of the fund should rise approximately in line with inflation, taking into account any special projects, and preventing current members subsiding their successors or vice versa.

15.
The Fund Manager is authorised to make expenditure from CSRC funds of up to €1500.  Expenditure in excess of this amount can only be made for items and activities (for example, CSRC holidays) authorised by the club’s membership at the AGM or an EGM.

16.
The Fund Manager has a cash holding limit of €1500 and is to ensure all cash received is paid into the Central Bank at the earliest opportunity.
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Annex F to the Constitution

TERMS OF REFERENCE FOR THE CHAIRMAN

1.
The appointment of Chairman can be held by any member of the CSRC.

2.
The Chairman is to be elected annually at the AGM.

3.
The Chairman is to ensure that the CSRC is properly managed and functions in accordance with the policy stated in the Constitution.

4.
The Chairman is to chair the AGM and all meetings of the club committee.  If the Chairman cannot be present he/she is to nominate a member of the committee to be the Deputy Chairman for that meeting.  This would normally be the Fund Manager.

5.
The Chairman is responsible for maintaining good order and discipline within the club; and for ensuring members are aware of the content of the CSRC Constitution and Club Rules.

6.
The Chairman is to ensure that the Minutes of all meetings are a true and accurate record of the discussions and decisions taken by the committee; he/she is to check the draft of the Minutes and after any amendments have been made, sign them and return them to the Club Secretary for action by the Fund Manager.

7.
The Chairman is authorised to approve the expenditure of up to €1500 from CSRC funds with the approval of the committee.

8.   The Chairman has a cash holding limit of €1500.
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Annex G to the Constitution
TERMS OF REFERENCE FOR THE TREASURER

1.  The post of CSRC Treasurer is open to any Club Member. However, they will have to be security cleared for access to Episkopi Base.

2.  The Treasurer is responsible to the Fund Manager for the routine administration of the fund in accordance with ESU policy and Service Funds Regulations; and assist in the general running of the club.

3.   The Treasurer should attend all meetings of the CSRC committee and present a financial report covering the period since the previous meeting.

4.   The Treasurer is to ensure that the following accounting actions are properly carried out:

a.
All cash and cheques received and paid out by the fund are correctly accounted for in accordance with Service Funds Regulations.

b.
All cash received is paid into the Central Bank ESU at the earliest opportunity, and that a cash holding limit of €1500 is not exceeded.

c.   Receipts are issued for all cash received.

c.
Invoices and bills for payment from club funds have been properly approved for payment before they are passed to the SFA for payment action.

5.   The Treasurer is to maintain an up to date account and is to prepare a monthly reconciliation of the balance of cash shown in account with the balance of club funds in the Central Bank as certified by the SFA.

6.   The Treasurer is authorised to make expenditure from CSRC Funds of up to €1500, provided approval has been given by the Chairman or the Fund Manager. 

7.   The Treasurer is to prepare the annual Statement of Account for the AGM in consultation with the Fund Manager.

8.   The Treasurer is to liaise with the Bookings Secretary to establish a secure system for the transfer of subscriptions collected from each walk to the club account on a regular basis.
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Annex H to the Constitution

TERMS OF REFERENCE FOR THE CLUB SECRETARY

1.
The appointment of the Club Secretary can be held by any member of the CSRC. The responsibilities of Club Secretary covers all aspects of committee meetings; the recording of minutes; membership applications and renewals; and routine correspondence.

2.
The Club Secretary is to be elected annually at the AGM

3.
The Club Secretary is to liaise with the Chairman and the committee to agree a date and venue for the next due committee meeting; he/she is to book the venue and inform all members of the committee of the details.  He/she should attend all meetings of the CSRC committee; prepare a report for the committee; and assist in the general running of the club.

4.
The Club Secretary is to make an accurate record of the Minutes of each meeting and circulate them to the Committee for proof reading and then make any necessary amendments. A hard copy of the minutes is to be entered in the Minute Book and passed to the Chairman for signature and an electronic copy sent to the Fund Manager for forwarding to the RAO within 10 days of the date of the meeting.  The Club Secretary is to ensure that the minutes are circulated to the Committee and publicised to Members as widely as possible.

5.
The Club Secretary is responsible for the routine clerical administration of CSRC correspondence, including maintaining a filing system of mail sent and received; passing on to the committee information received from ESU and other sources; forwarding of any bills received to the Treasurer.

6.
CSRC membership runs from 1st October to 30th September.  The Club Secretary is responsible for all aspects of membership including maintaining an up to date nominal roll of all members and their contact details, and the coordination of annual membership renewals and new applications.  

7.
Members are to be made aware that renewals are due on the 1 October.  After reconciliation of cash and forms, the Club Secretary will raise a receipt ‘As per attached List’ and pass the cash to the Treasurer.  Members who fail to complete renewals or to pay the fee by 1st December are not to be allowed to attend CSRC walks until they have fulfilled this personal responsibility.  The Bookings member is to be informed of anyone in this category.

8.
The cash holding limit for the Club Secretary is €1500.
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Annex J to the Constitution

TERMS OF REFERENCE FOR THE WALKS COORDINATOR

1.
The appointment of the Walks Co-ordinator can be held by any member of the CSRC.  

2.
The Walks Coordinator is to be elected annually at the AGM

3.
The Walks Coordinator should attend all meetings of the CSRC committee, and prepare a report for the committee on the period since the previous meeting.

4.
The Walks Coordinator is responsible for organising and co-ordinating all rambles that are approved by the committee as part of the annual CSRC programme.  The coordination of the CSRC rambling programme is extremely important to the successful management of the club, and the interests of all members are to be taken into account when deciding on this programme. 

5.
The Walks Co-ordinator responsibilities include selecting a suitably qualified Walk Leader to lead each walk; agreeing dates and location as well as approving the length and grade of the walk; advising or assisting the Walk Leader with their input to the walk sheet when necessary; and de-briefing the Walk Leader after the walk.

6.
The Walks Coordinator is to compile the walk sheets and send them by hand or by email to the Bookings Secretary at least 3 weeks before the date of each walk for completion and distribution to the members.  

7.
The Walks Coordinator is to liaise with the Activities Member over the organisation of walks during CSRC weekends in local hotels.

8.
The Walks Co-ordinator has a financial holding limit of €1500.
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Annex K to the Constitution

TERMS OF REFERENCE FOR THE BOOKINGS SECRETARY

1.
The appointment of the Bookings Secretary can be held by any member of the CSRC.   

2.
The responsibilities of the Bookings Secretary covers the recording of bookings for walks, the booking of buses and the coordination of the awarding of badges, as shown in detail below, and assisting with the general running of the club.

3.
The Bookings Secretary is to be elected annually at the AGM. 

4.
The Bookings Secretary should attend all meetings of the CSRC committee, and is to prepare a report for the committee covering the period since the previous meeting.

5.
The Bookings Secretary is to manage the CSRC mobile phone.  This phone is also the emergency contact number for the CSRC during walks and the Bookings Secretary is to ensure he/she has it on all walks, or it is issued to another committee member if he/she is not attending the walk. The Bookings Secretary is authorised to purchase a ‘Top up Card’ as required and on production of a receipt be reimbursed for the purchase.

6.
Bookings for walks are normally received through the CSRC mobile or by email. The list of bookings normally closes by midday on the Wednesday preceding the walk on the following Sunday.

7.
Once the number of seats required has been finalised, the Bookings Secretary is to book the appropriate number of buses with the approved bus company by fax or hard copy, stating pick up timings and locations; destination and estimated return timings, and obtain confirmation from the company that they have accepted the booking.  The approved bus company is not to be changed without the agreement of the committee and the authority of the Fund Manager.

8.
 On normal Sunday rambles the Bookings Secretary prepares a nominal roll of everyone booked in for that walk, whether a member or not, showing where they will be picked up; checks them onto the buses and  collects subscriptions from everyone. Names of those failing to turn up are to be passed to the Chairman for action.  Anyone turning up who has not booked may be permitted to join the walk at the discretion of the Bookings Secretary, subject to there being spare seats.   

9.    It is essential that the Bookings Secretary and the Treasurer establish between them a secure system for the transfer of bus bills, cheques and subscriptions collected from each walk on a regular basis.  

10.  Bills raised by the bus company are to be checked and initialled by the Bookings Secretary and passed to the Treasurer for payment.

11.  The Bookings Secretary is to collect subscriptions from everyone who attends a ramble and record their names as having paid on the nominal roll for that walk, and reconcile the cash taken with the nominal roll and hand this in to the Treasurer within 10 working days.  The Bookings Secretary and the Walk Leader(s) do not pay walk subscriptions.
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12.
   The cash holding limit for the Bookings Secretary is €1500.

13.
   The Bookings Secretary is responsible for the maintenance of the mileage records for each member.  In any cases of dispute, the CSRC record is to be checked and if deemed correct it will be accepted as the true record.  No additional mileages from club holidays, individual walks, etc, are to be recorded without the consent of the committee.  

14.
  The Walk Leader and one assistant can receive double mileage for the walk they lead.

15.  The Bookings Secretary is to maintain a stock of mileage badges and prepare the appropriate ones for presentation on each walk.  This is normally done after the lunch break together with the Chairman.
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Annex L to the Constitution

TERMS OF REFERENCE FOR THE ACTIVITIES MEMBER

1.
The appointment of the Activities Member can be held by any member of the CSRC.  
2.
The Activities Member is to be elected annually at the AGM

3.
The Activities Member should attend all meetings of the CSRC committee and prepare a report for the committee covering the period since the previous meeting.

4.
The Activities Member is responsible for organising all CSRC social activities that are approved by the committee as part of the annual CSRC programme.   Retiring Committee Members are normally allowed to attend a function at Club expense and the Activities Member will organise the invitation..

5.
When organising any function the Activities Member should liaise with other committee members concerning dates and times, walks planning, budget restraints, transport requirements, publicity, and any special considerations.  The Activities Member is authorised to advertise events personally to the membership by Email, by flyers or on the walk-sheets, and deal directly with members wishing to book and attend any function.

6.
The Activities Member is to ensure all functions he/she organises are properly accounted for in accordance with the requirements of the Fund Manager.  All income and expenditure is to be recorded so that an accounting trail can be audited later.  

7.
When a function is concluded, the Activities Member is to prepare a statement of account for that function and present it to the Fund Manager and a copy to the Chairman for the committee.

8.  The cash holding limit for the Activities Member is €1500.
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Annex M to the Constitution

TERMS OF REFERENCE FOR THE PUBLICITY MEMBER

1.
The appointment of the Publicity Member can be held by any member of the CSRC.

2.
The Publicity Member is to be elected annually at the AGM. 

3.
The Publicity Member should attend all meetings of the CSRC committee and prepare a report for the committee covering the period since the previous meeting. 

4.
As well as assisting with the general running of the club, the Publicity Member has the following responsibilities:

a.   Website.  Managing all aspects of the CSRC website.

b.  Advertising. Advertising the advantages of CSRC membership and its activities to all the entitled personnel stationed in WSBA in order to encourage them to join the club. This includes regularly updating information held by the WSBA Hives and the CSRC website, and by making full use of all media facilities available in WSBA.

c.   Publicity.  Keeping the club in the public eye by regular reporting of our activities in the media. This includes co-ordinating articles for submission to the Cyprus Lion, Cyprus Forces Lifestyle magazine, BFBS and to any other service publicity outlet available.

5.  The Publicity Member has a cash holding limit of €1500.
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Certified that I have read and understood my TOR as the CSRC Fund Manager.








Signed…………………………………………………Dated………………………





Original signed copy to be held by OC ESU & duplicate signed copy to be held by the Club Secretary








Certified that I have read and understood my Terms of Reference as the CSRC Chairman





signed………………………………………… …dated………………………………….





Original signed copy to be held by the Fund Manager & duplicate signed copy to be held by Club Secretary





Certified that I have read and understood my Terms of Reference as the CSRC Treasurer





signed………………………………………… ……dated………………………………….





Original signed copy to be held by the Fund Manager & duplicate signed copy to be held by Club Secretary





Certified that I have read and understood my Terms of Reference as the CSRC Club Secretary.





Signed………………………………….. ………………Dated………………………..





Original signed copy to be held by the Fund Manager & a duplicate signed copy to be held by Club Secretary





Certified that I have read and understood my Terms of Reference as the CSRC Walks Co-ordinator.





Signed………………………………….. ………………Dated………………………..





Original signed copy to be held by the Fund Manager & a duplicate signed copy to be held by Club Secretary





Certified that I have read and understood my Terms of Reference as the CSRC Bookings Secretary.





Signed………………………………….. ………………Dated………………………..





Original signed copy to be held by the Fund Manager & a duplicate signed copy to be held by Club Secretary





Certified that I have read and understood my Terms of Reference as the CSRC Activities Member.





signed……………………………… ……………dated………………………………….





Original signed copy to be held by the Fund Manager & duplicate signed copy to be held by Club Secretary








Certified that I have read and understood my Terms of Reference as the CSRC Publicity Member.





signed……………………………… ……………dated………………………………….





Original signed copy to be held by the Fund Manager & duplicate signed copy to be held by Club Secretary














