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RAFMA MEET CO-ORDINATORS GUIDELINES

1. As meet co-ordinator, you are responsible for the general running of the meet.  The format of each meet will vary but the following guidelines are to be used.

2. Security.  You are the point of contact for all security matters.  In particular, ensure that no military stickers are displayed, that uniform is not worn, and that any Service vehicles are civilianised.  Security Sweeps are to be carried out when ATC or Service huts are used.

3. Attendance.   Keep a log of all those who attend the meet on the RAFMA Meet co-ordinator’s Financial Return.  If there is likely to be insufficient accommodation, inform the Meets Secretary as soon as possible so that alternative or additional accommodation may be arranged.

4. Accommodation.   Ensure that you know where the key is to be obtained, and open up the building as soon as possible.  Members will generally head for the nearest hostelry if the hut is locked.  Familiarise yourself with the building, noting specific instructions about electricity (metered mains or generators are common), plumbing and gas stop cocks and location of solid fuel if applicable.  If you need to purchase coal or other sundries, keep the receipts for the treasurer’s use and record it on the RAFMA Meet Co-ordinators Financial Return.  On departure, make sure that the hut is clean, that rubbish bags are put out or removed, and that any plumbing/electricity instructions are complied with.

5. Hut /Campsite Fees.
Collect the appropriate fees from all those personnel who attend the meet.  A standard charge of £7.00 per person per night applies to non-Service huts and £3.00 per person per night to Service-subsidised huts.  Milk, and other necessities may be purchased using money from hut fees (but retain receipts). All cheques should be made payable to RAFMA and be forwarded with a copy of the financial return to the RAFMA Treasurer.  Campsite fees are the responsibility of the individuals and normally have to be paid immediately. 

6. Travel.   If the meet is designated as travel assisted, up to 12 claim forms may be submitted.  Ensure that cars are shared whenever possible, especially for the popular meets, and if more than 12 cars have been used, issue the forms to those personnel who have travelled furthest.  Record on the financial return form who has received claim forms. Return all unused claim forms to the Meets Secretary.

7.
Safety and Supervision.   Meet co-ordinators are neither accountable for safety or supervision, nor obligated to check abilities and competencies of individuals, however they are to ensure that personnel attending meets, particularly novices are briefed on the equipment they require for their chosen activity.  The role of the meet co-ordinator is that of facilitator, ensuring that the domestic and administrative arrangements are in place for those attending the meet.  As part of that “service” the meet co-ordinator may provide information on the area, including possible objectives for parties and appropriate equipment to take.  The meet co-ordinator should encourage individuals to acquaint themselves with the requirements of Duty of Care and Risk Assessment.  If a individual ignores the advice offered and ventures out to tackle something other members feel is at the limit of that individuals experience, it is ultimately the individuals responsibility and prerogative to do so and the Meet Co-ordinator should respect that decision.  In the event of an accident involving an Association member you should follow the guidelines of Appendix 1.

7. Conduct of Meet.  It is imperative that any new faces are well looked after; their first impression will be lasting.  Ensure that they are allocated to a suitable walking or climbing group, and that all groups furnish you with route details, which should be recorded on the Activities log.  Return the paperwork to the Meets Secretary which includes a copy of the financial return, travel costs proforma, Activities log and finally a meet report for inclusion in the newsletter along with any photographs. Lastly, return the key from wherever it was obtained.

8 Post Meet Responsibilities.  

a. Within 14 days produce an article with photographs if available for the newsletter editor and website.

b. Forward all hut fees and financial return to the Treasurer.

c. Forward a copy of the financial return to the Meets Secretary.
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