SEVENOAKS L.T.C. CLUB PROCEDURES

Membership


Membership of the Club is available within a number of different categories and is dependent on one or more of the following factors:

· playing ability

· desired playing times

· age / education status

The description of each level of membership is specified on the reverse of the Membership Application Form. The club coach will be available to advise a new member of the appropriate level of membership. If a member disputes the opinion of the coach, the committee will be asked for an opinion, and communicate this to the member. This is designed to allow members to go to the club at certain times, mix in and play with other members of similar ability, without needing to make any prior arrangements. 

Other conditions for each category are listed below.

Category

Playing Times





Age / Education Status

Full


Priority on courts booked for Full member club play


N / A

Standard


Priority on courts booked for Std & Full member club play

N / A

Beginner

Priority on courts booked for Beg. & Std. member club play 

N / A

Student


Priority on courts booked for Full & Standard member club

Under 24 at 1 April and in 



play, as appropriate to playing ability.



course of full-time studies 

Junior


Priority on courts booked for Junior member club play and

Under 18 at 1 April

 


with adults, as appropriate to playing ability.



Non-playing

Excluded from playing





N / A

Coach


As relevant to the subscription paid




N / A

Honorary

As relevant category above




N / A

At least one parent of a Junior Member is also required to join the Club, as either a Playing or Non-playing Member.  By invitation of the Committee, a Junior Member of sufficient playing ability may play as a Full Member.

Prospective Club Members may play at the Club for up to three occasions before applying for membership.

Subscription Discounts and Reductions 
Club Season
The Club Season commences 1 April, at which date subscriptions are due for payment. 

Club house keys

The clubhouse keys, while remaining the property of the club, should be loaned to members for a one off fee of £5, which is non-refundable, even if the committee considers that it becomes necessary to change the lock.
Early Payment

Subscriptions, for existing playing members only, are subject to a 10% discount if payment is received by the Hon. Treasurer by 15 April.

Family Discount
A subscription discount is available to each playing member of a family residing at the same address, providing this includes at least two adult members.

Should an additional adult join the Club, such that he/she and other existing Club members of the family become eligible for this discount, it shall apply to the new member but retrospective discounts to other family members for the current season, are not payable.  

Reduced Annual Subscription

A reduced annual subscription is available to those joining the Club at a later date than 1 July as follows:


later than
- 1 July

= 75% of annual subscription




- 1 October 
= 50% of annual subscription




- 1 January  
= 25% of annual subscription

 




- 1 March 
= annual subscription for coming season.

Joining Fees. 

The reductions above do not apply to joining fees. The joining fee of £40 is added to the proportion of the annual fee, and is not shown separately on the application form. The joining fee applies to all new members apart from students and juniors.
All the above reductions due for each category of membership are specified on the Membership Application Form. 

Reimbursement of Subscriptions

When, in accordance with Club Rules, a reimbursement of subscription can be made, the proportion repayable is calculated pro-rata for the period of the financial year remaining.
PLAYING ARRANGEMENTS
Periods of Club Play
Periods of Club Play, as defined in Club Rules, are as follows:


   Day

 
        Times

Tuesday


9.15 am. - 12.30. pm.


Thursday

6.30 pm. - 9.30 pm.


Saturday 

2.00 pm. -  6.00 pm.  In the winter, 1st Oct – 31st March,: 1.30pm – 6pm

Sunday


10.00 am. - 12.30 pm.

Arrangement of sets will normally be conducted by use of the "peg board system." 

Match Practices



Attendance at match practices is by invitation of the Mens or Ladies Captain and will have precedence for courts 1 - 6 as follows:


      Team

     Day


        Times


Men's 


Wednesday

8.00 pm.- 9.30 pm.


Ladies' 


Wednesday

6.30 pm.- 8.00 pm.

Junior Play

Junior Members have equal rights to book courts as adults and have priority at times specified in the booking sheets as agreed by the committee. For example on Friday evenings from 5pm – 7pm
Floodlights

As displayed in the club house.

Court Booking 
1. Courts may be booked for a maximum period of 1hr. and 30mins. (2 hours for LTA tournament matches)

2. Advance bookings may be made 8 days ahead.

3. A maximum of 2 bookings can be made per week.

4. Additionally, courts may be booked on the same day as the playing time if they remain available.

5. A booking is automatically cancelled if no player arrives within 10 minutes of the booking time.
6. Floodlit courts may not be booked across 8pm. i.e. 6.30 - 8pm and 8pm - 9.30 must be separate bookings.
Coaching 

The club operates with a number of self employed coaches, all of whom must be approved by the committee. The requirements of the club for the coaches to use the facilities are as follows:

1). Coaches who are working exclusively with juniors who are part of the West Heath programme, or doing the group sessions which the committee has requested that they run, do not need to pay a club subscription, but are asked to fill in a membership form. They are required to provide a copy of their most recent CRB form and an up to date first aid qualification, in order to comply with LTA requirements.
 
2). It is necessary for all coaches, who wish to give individual lessons, to pay for a membership of the club in the appropriate category for their usage of the club facilities, in exactly the same way as other members. i.e. if a coach wishes to use courts or coach during Mon- Fri 09.00 – 18.00 they must be a midweek member. To coach at other times, they must be a standard member and to play in teams, or attend team practice, they must be full members.
 
3). The club provides a "free introductory lesson" to all new adult members. This is an opportunity for new members to learn about playing and coaching opportunities at the club, and frequently results in the coach being asked for further lessons. The club will then reimburse the coach who carries out this introductory one hour lesson a fee of £25.

4). Since the coaches are self employed, any individual lessons conducted by coaches can be charged at a rate determined by the coaches. These rates must be advised to the committee.  
 
5). When an introductory lesson has been done, the coach must email the Secretary in order that the member's form is annotated. This may be done individually, or when a few have been done. The list of names is then forwarded to the treasurer for a cheque to be raised
  
6). All players who have coaching at the club, whether individual or group lessons are required to have joined the club within one month of their first lesson. A record of all players attending groups or individual lessons must be entered in the diary in the coaches' office. It is the coach's responsibility to ensure that these two things are done. Once again, this is an LTA requirement for "Clubmark". 

7). In order to do the above, coaches will be provided with a key to the coaches' office. 

8). Failure to comply with the two requirements in paragraph 6 may prejudice a coach's permission to coach at the club. If at any time a coach has difficulty with someone who fails to join, they should seek help from the committee, who will explain this requirement to the player if necessary. 
9). Coaches are requested to provide a photograph, in order that a poster for the club house can be produced enabling identification of all the coaches approved by the committee. This will also include contact details and any qualifications or experience details provided by the coaches.
 

10). Group coaching, requiring more than one court, will take place only at times agreed by the Committee.
11) All group coaching must meet LTA guidelines of player/coach ratios.

Transport Policy.

The club does not provide transport to or from club activities such as matches. It is the responsibility of those taking part to arrange their own transport. It is the members’ responsibility, or that of the parent/guardian to ensure that all arrangements meet all legal requirements and ensure appropriate safety for any juniors being transported. By agreeing to the above, the parent or guardian of a child is presumed to have given permission for the transport they have arranged to be used.
Child Protection and Safety and recruitment.

The club has a child protection officer with appropriate experience of child protection matters. The name and contact details are on the junior notice board. The policy of the club is that every member and visitor must take responsibility for the safety, wellbeing and encouragement of juniors attending or visiting the club. If any member notices an incident which they consider to have prejudiced the safety, or cause harm to anyone at the club, they are to email the details to the Chairman and Secretary as quickly as is practical. 
It is the responsibility of parents and guardians to advise the club in writing if they do not wish photographs of juniors for whom they are responsible to be used for club publicity in the local paper or on club notice boards. 

Parents or guardians are responsible for advising the coaches working with juniors, at the beginning of each session, of any medical requirements or conditions which may be relevant to the activity being done by the junior. They are to advise the coach of any special actions which may become necessary if this medical condition manifests itself. Passing on any relevant information is a vital part of every parent or guardians’ responsibility.  

In the same way as the club expects appropriate behaviour of juniors at all times, it also expects adults to behave in an appropriate way towards juniors. 
The committee reserves the right to make any background checks it deems appropriate prior to anyone being allowed to conduct any work or coaching at the club. Permission may be denied without any reason being given to the person wishing to work at the club. All individuals have a responsibility to maintain the highest standards of safety for themselves and others , particularly children, while working at the club. By agreeing to work at the club they accept this responsibility and will advise the committee of anything they consider dangerous, having immediately attempted to rectify the situation themselves.

Risk Assessment.

Fire risk is minimal due to no gas supply on the premises, however, fire extinguishers are provided and serviced by contract with Fire Action Ltd on a yearly basis. Fire extinguishers are replaced in accordance with the service engineer’s recommendations. Emergency lighting is fitted in the club house, in accordance with the requirements of the fire officer.

Appropriate external lighting is provided to ensure safety on the stairs. Stairs are also fitted with high grip edges to minimise the risk of slipping. 

Risk to individuals is minimised by maintenance of playing surfaces to the highest possible standards and ensuring that coaches are appropriately qualified to provide a safe environment. Coaches are required to apply their profession skills to be continually aware and email the Chairman and Secretary in order to raise any issues which they consider to present a risk to those at the club.

First aid equipment is available at the club.

Risk assessment is an ongoing responsibility of every member, and it is expected that if any member perceives a risk to be present they will inform the Chairman and Secretary as soon as possible, in order that it can be discussed and addressed as deemed necessary by the committee.  Similarly, in the event of any accident or injury, it is the responsibility of every member to react in a responsible way, call the emergency services where appropriate, and send a written report of  the accident by email to the Chairman and Secretary.
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