Shalbourne Gliding Club – Membership Secretary Responsibilities

SGC membership Secretary to Liaise with SUGC membership secretary.  SGC membership secretary does not manage SUGC membership.

The tasks below in grey font will be subsumed into the FreeFlight paperless system so will not need to be done any more.  But some supervision of FreeFlight may fall to the new membership secretary:  it’s new and not yet clear how much.  Hopefully very little of the grey items or their equivalent will trouble the membership secretary. 
1. Collecting temporary membership forms from LPV
1. Collating and storing membership information as paper copies for as long as is reasonable under GDPR.
1. Updating membership database (on Excel)
1. Maintaining member details (contact details, DOB, NOK contact, gliding qualifications, medical renewal date)
1. Updating the membership name list on the LPV desk to include SGC, SUGC & TMs.
1. Informing club committee when new members join & leave.  (Always check before accepting Social members)
1. Organise the membership re-applications in March of each year
1. Request and receive Full membership forms from anyone who joins as a full member at the end of their temporary membership or otherwise.  Full membership forms should be electronic as far as possible.  NB: Temp membership form covers all Escape package members EXCEPT Escape 365 for whom Full membership and the induction process below is required. 
1. Sending welcome letter/email to new members with information about the club
1. Induction of new members including Escape 75 and Escape 365 members.
Ensure that the new member receives the following:

0. A safety briefing covering the fundamentals of airfield safety (This is on page 1 of the basic Airfield Safety Briefing)

0. Who’s who - club officers and other key people they may need to get to know

0. A summary of when we meet, what normally happens on a flying day and where the various facilities can be found. (This is on page 2 of the basic Airfield Safety briefing)

0. Details of where the new member can access information about SGC including procedures and practices, committee meeting minutes and other club archives and records.

0. Their name to be added to lists including Text messaging, e-mail messaging.  FOR JUNIOR MEMBERS, A PARENT MUST BE COPIED IN ON ALL COMMUNICATIONS

0. Get the Treasurer to set up a flying account (after they have flown and ask to fly again.)

0. Identify a suitable buddy/mentor

0. Issue a temporary log sheet followed by a BGA log book when they attend for the third day. (They can print this off from page 3 of the basic Airfield Safety briefing)

0. Make sure they have been issued with a ground crew training card after 3 days at site.

1. Purchase a supply of logbooks from BGA shop, maintaining minimum stock level of 3.  Give them to new Full Members, and any existing Full Member whose book is full.   [Full includes Concessionary and Junior, but not Reciprocal or Temporary, or SUGC (when we set up the SUGC block member arrangement, it was agreed that we would not provide BGA log books)}.  Do not charge for them.  (It is only about 1% of the Annual membership fee and for a new member it would look unwelcoming to charge.  Existing members only need one every few years.
1. Ensure that there are blank application forms in the LPV racks and reserve folder.    [Printer      Jane :  Waggoners Yard  Marlborough 515444] 
or Canon Inkjet £1/sheet + 1p/side B&White 
1. Maintaining the comms lists (google group, text notification)
1. Use logomatic to identify potentially lapsed members
1. Contact lapsed members; record reasons for leaving and report to committee
1. Come up with ways to use TL contact information to improve conversion to member rate and further TL sales
1. Prepare suitable data for BGA annual return each autumn from the membership list and using  Logomatic  down load.  (FreeFlight should do this automatically but you may need to deal with a few anomalies) 
1. As BGA declared Junior Liaison officer, to help with grant applications e.g. https://members.gliding.co.uk/launchpoint/ 


Visitors & Trial Lessons - Not part of Membership Sec duties
When responding to calls from the contact phone line and emails from contact@shalbourne-gliding, keep Stephen Ottner in the loop.
Encourage  enquirers to book via the Escape packages
SGC calendar When taking bookings you need to show:
Names of flyer, Arrival time, type of package purchased, where coming from  and a contact phone number in case we have to cancel.

Only book one visitors with an Escape package per day, unless you have checked with the DI says that it is Ok to book a second person.

BGA rules (insurance requirements?) is that only members of the club may fly.  We therefore have to grant temporary membership to visitors before they may fly.  The minimum duration is one month.
Temporary members exercising their free one month’s membership cannot book time slots.

Scout leaders are charged at Junior rates for group evenings.


Evening groups
Book to start at 6 pm but assume they start at 6:20 to 6:30 (They never start promptly).  Assume 6 launches per hour.  Need 15 flights to be fully worthwhile.  Assume last flight at 9 pm but depend on sunset time etc.
Staffing minimum:  One DI one BI one Winch Driver and 4 other ground crew
2 x 2-seater gliders is enough.  Launch them in pairs (Hold back the first one if the second one is not ready to launch within the next 5 minutes – It’s quicker in the long run)
Launch Point Position  Create a longer landing distane by moving the launch point 30 meters towards the winch if not much headwind.  Maybe 15 m if reasonable headwind.  If you do this the pull back after landing can be surprisingly quick.
2 spare parachutes over and above those in the gliders.  Prepare the next pair of visitors whilst the previous pair are flying.  Then make sure they are ushered out to the gliders asap and don’t wander off.
Gate Entrance Directions Some of the group may arrive after the flying has started.  Make sure they  turn right (people don’t read signs) and report to the winch or LPV.  Cones across the road.  Use the temporary A3 size arrow sign.  
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         PLEASE TURN  RIGHT AND  DRIVE ALONG BY  THE HEDGE    REPORT  in to the     WINCH  DRIVER           


