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WASC Internal Disputes & Complaints Procedure

1. Purpose

1.1    To enable WASC to manage disputes from within the membership and complaints from external parties.

2.    Scope

The procedure applies to internal disputes as well as to complaints originating from outside e.g. suppliers, general public, pool operator.

The procedure is intended to cover those circumstances that are not appropriate to,or fully circumscribed by ASA Law. The procedure however, does have a requirement to follow current ASA Judicial Guidelines for Handling Internal Club Disputes and the Code Of Ethics as well as other relevant guidelines and protocols.

The existence of this procedure demonstrates compliance with ASA General Law 308.

The procedure does not cover complaints from anonymous sources.

Definitions

In this procedure the word “complaint” is used in its general sense as opposed to formal “Complaints” and “ Protests” refered to In ASA Judicial Law. It should be noted that for internal club matters, the ASA uses the word “Disputes”.

Description

Complaints communicated to the Club by whatever means, shall  be logged along with relevant details and brought to the attention of the Committee Officers as quickly as possible.

An “Owner” shall be assigned to deal with the complaint, and an early acknowledgement sent to the complainant that the matter is being looked into.

Depending on the severity of the complaint, the Owner shall seek appropriate assistance aiming to resolve the matter expeditiously and satifying the complainant.

Should the Owner experience exceptional difficulty in gaining a speedy resolution then the circumstances must immediately be refered to the Club Chairman and Officers without delay.

Adequate records of events, dates, times, interchanges and correspondence will be kept while the complaint is being managed.

Upon the satisfactory resolution of a complaint/dispute, the complainant is to be notified in writing at the earliest opportunity.

The outcome of the management of the complaint will be reported to and and briefly reviewed in committee. At this stage “closure” of the complaint will be deemed to have taken place.

Throughout the process every effort shall be made to identify any features of the complaint that are likely to give rise to a re-occurrence.

Brief details of the complaint/dispute and its outcome will be kept on file.
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WASC Procedure for Control of information to the media including the Internet (WWW)

2. Purpose

1.1    To ensure the safety, privacy and dignity of WASC members.

2.    Scope

2.1 This procedure embraces all information (including graphic images) for intended release to the media, for promotional publications and posting on the Club’s website.

2.2 The procedure is primarily for use by the Club’s Press Officer, Website Editor (Webmaster) and Secretary.

Background

2.3 It has always been Club policy to provide press releases indicating the results and achievements of our swimmers.

2.4 With the advent of the Internet it is recognised that this growing medium has lots of advantages for communicating information and ideas, and WASC are committed to protecting our members from unwelcome aspects of the Web.

Description

2.5 WASC will at all times follow the guidelines prepared by the ASA Child Protection Working Party.

2.6 The WASC Website will not include photographs which show full length images of chidren in swimwear.

2.7  Ensure that if possible, photographs are group shots. If this is not possible then only head & shoulder, fully-clothed or action shots of individuals will be used.

2.8 No names will appear with a photograph.

2.9 Profiles on WASC members will only be used with the permission of  the person concerned, and for those under 18 with the permission of their parents. The information included in the profile will be carefully selected – PB’s, best event, medals won, favourite TV programmes etc.

2.10 No reference to where WASC members go to school or work will be included.

2.11 No reference to WASC members’  postal addresses, E-mail addresses or telephone numbers will be included.

2.12 No links to chat lines will be included on the Club’s Website.

2.13 Any contact details for Club officers will  only be given with their permission.

2.14 Video recordings will only be used for training purpose and will be securely stored or erased.

2.15 Individual consent forms (WASC Form #) pertaining to to the dissemmination and usage of information and images of Club members will be made available. These records will be managed and controlled by the Club Secretary.

2.16 Review of candidate material for the Club’s Website will be the responsibility of the Website Editor/ Webmaster.

5. References

5.1 ASA Child Protection Working Party Guidelines.

5.2 Extracts of ASA Laws and ASA Technical Rules also Code of Ethics, Guidelines to Competition and Prompt Cards.
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WASC Procedure for Trophy Control

3. Purpose

1.1    To enable WASC to institute, award and manage all trophies.

2.    Scope

2.17 The procedure is for use by WASC Committee, the appointed Trophy Steward and trophy recipients.

2.18 The procedure applies to internal and external trophies.

Definitions

2.19 Internal trophy:  A trophy instituted by and for use within WASC. Most internal trophies are classified  as ‘perpetual’ and thus remain Club property.

2.20 External trophy: This is a trophy awarded to WASC . It may be retained on a temporary or permanent basis.

Description

2.21 WASC Committee will review all applications from potential trophy donors /sponsors.

2.22 A register of  all trophies issued/awarded will be maintained.

2.23 All trophies, awarded and received, will attract the signature of the recipient in the trophy register. In the case of external trophies awarded to WASC, a club receipt with the Trophy Steward’s or other WASC official’s signature will be issued to the donor organisation (i.e. club, league etc.). A copy of the receipt will be kept with the trophy register/file. If the donor organisation issues a receipt form, a signed copy for WASC’s retention will suffice.

2.24 Trophy recipients/guardians will use their best endeavours to ensure safety and security of the trophies. Damage, loss or theft is to be reported to the Trophy Steward and Secretary immediately, and in writing. Loss or theft shall also be reported to the Police.

2.25 All trophy recipients are to be made aware of this procedure.

2.26 The Trophy Steward will manage all aspects of trophy control including return, collection, repair, signatures and availability for presentation. All internal perpetual trophies shall be returned to WASC one month before the Club Championships, or on demand by the Committee.

2.27 The Club Treasurer and Trophy Steward will review and ensure an  adequate level of insurance for all trophies with due regard to keeper and location.

2.28 The Club Secretary and Trophy Steward will jointly review and identify trophy holders who rescind their club membership. All trophies will be returned to the Club before members depart.

2.29 Matters of trophy disposal or replacement will be decided by the Committee.
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