[bookmark: _top]                                                                                                        
[image: ]


INDALO BOWLING CLUB

STRUCTURE, MANAGEMENT &
INTERNAL POLICIES

Introduction


This document is a combination of working practices within the Club. It is drawn up referring to the Statutes (Spanish Law) and the Code of Governance, both documents having been accepted and adopted by the members of the Club. 
It endeavours to give a broad outline of our ‘ways of working’ to members, ensuring we do not contravene the above two documents.
This document, for first viewing and discussion will be presented to members at the Annual General Meeting in 2025, when we present the 2024 accounts. Once accepted in principle, any alterations to the document, either through amendments to the Statutes, Code of Governance, or changes in procedures to individual policies for operational reasons, the document will be presented to members at the Annual General Meeting/Extraordinary General Meeting for members to accept and adopt.
This document will be in force until 2028 when the incumbent President and Team are due to stand down. The incoming President and Team may choose to alter the structure and add to internal policies as long as it is in line with the Statutes and the Code of Governance.
PRESENTED FOR DISCUSSION and accepted by members on 24th February 2026
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IBC STRUCTURE – Appendix I
In February 2024 the following positions were accepted as the Indalo Bowling Club Governing Board to serve the Club for 4 years, i.e. until 2028 Annual Meeting. Should the incumbent President resign before this date, then an EGM is required to vote in another team.
GOVERNING BOARD:
President
Vice President
Secretary
Treasurer
Club Captain
Membership Secretary

Roles and Responsibilities:

President:

The President is the Senior Officer of the Club and has the right to chair all meetings of the Governing Board, Annual General Meeting and Extraordinary General Meetings (Article 28 and 29). The President should be available for advice when requested by any Member. The Governing Board should meet, as a minimum, 3 times a year. The present Governing Board meet monthly or as and when required.
Vice President:

The Vice President should assist the President during their tenure and be familiar with the responsibilities of the President. The Vice President will deputise for the President in his/her absence and will chair any meeting at the request of the President (Article 30).
Secretary:

The Secretary, in addition to the duties defined in Article 31, will also produce calling notices, agendas for, and record minutes of Annual, Extraordinary and General meetings. The Secretary should also receive any correspondence on behalf of the Club responding to it as required by the President.
Treasurer:

The Treasurer will be responsible for keeping and maintaining all records dealing with the financial affairs of the club (Article 32). The Treasurer will also prepare annual accounts and present a budget for the President within one month of the end of the financial year. The Treasurer, with the President, will assign bank transfers from the Club's account. Expenditure over 5,000 euros within a financial year must be agreed at an AGM/EGM. Bond schemes, where it may be necessary to raise funds for management of the Club, are to be presented and agreed at an EGM.  The operating procedures of the scheme are to be clearly outlined to Members and distributed on a fair basis. The Treasurer updates and presents any amendments to the Accounting Policies and Principles document to the General Assembly and abides by the Code of Governance (both documents attached).





Club Captain:

The Club Captain will oversee all matters relating to bowls, including tournaments, competitions, visiting teams and any other requests for green time for local, Federated, National and Provincial teams. The captain will also be responsible for all team selections including representative and friendly games and will also produce a member’s Handicap list twice a year, together with the Vice Captain and Competition Secretary, ideally April and October. The captain will also chair meetings of the bowling sub-committee, report to the Governing Board and ensure any recommendations approved by the Governing Board are implemented.
Membership Secretary:

The Membership Secretary will be responsible for maintaining and keeping Club membership records and collect subscriptions at the commencement of each year on a date approved by the Governing Board. The Secretary will ensure all applications for new members are prominently displayed on the Club notice Board and, if accepted, new members are made fully aware of their obligations. At present the Membership Secretary is responsible for taking the minutes of the Bowling Committee, which are presented at Governing Board meetings by the Club Captain. The role also includes the formulation of a Newsletter that is sent out to members, outlining decisions made by the Governing Board.





RESPONSIBILITY OF ALL THE MEMBERS OF THE GOVERNING BOARD
The Governing Board has the complete responsibility for the well-being and working of the Club bearing in mind, as far as can be ascertained, the wishes of the members. Each Board Member is there as a representative of the Members of the Club but, should matters arise in which there is a conflict between the immediate interest of the Members and the future of the Club, the future of the Club must take precedence. The Governing Board must adhere to the Statutes, Code of Governance and Accounting Policies and Principles as adopted by the members at an Annual General Meeting.
The President is entitled to vote and in the case of equality of votes shall have a second or casting vote. In casting this second vote the President should exercise the right judiciously and consider the welfare of the Club above personal feeling. It is perfectly acceptable that the second vote cast is different from the first.
The Governing Board shall meet at regular intervals throughout the year (Article 26.1). All major alterations or improvements (as defined in the Accounting Policies and Procedures) for the Bowling Green, Club buildings or Grounds must be approved by the Members at a General Meeting before they can be implemented. 



ELECTIONS 
The Electoral Commission is the body in charge of promoting the electoral process for the Club's Governing Board (Article 34). The system is defined in Articles 35 and 36).
The Commission is responsible for approving the presented lists for election and, if they do not satisfy requirements, establishing a new electoral timetable (Article 40).
The Electoral Board is responsible for ensuring the following: - (Articles 41, 42, 43, 44)
a) Ensuring the identity of all voters has been checked. 
b) Only one ballot takes place at a time.
c) All ballot papers are collected in ballot boxes identified as such and with the number used recorded. 
d) Announcing the closure of the ballot after which any votes not cast are deemed to be abstentions.
e) Counting and verifying the number of votes cast and the number of spoilt papers, if any.
f) Ascertaining the result and declaring the result to the President. 



SUB-COMMITTEES (COMMISSIONS) – (see Appendix 1)

The commissions deemed necessary for the smooth running of the Club are: -

Bowling Committee
House & Grounds
Social
Bar Area

Roles and Responsibilities

Bowling Committee – (see Appendix II) plus Supplementary checklist for competitions
Under the control of the Club Captain and as a minimum must have a Vice Captain and Competition Secretary, both of whom can be named on the list put forward for election with the President or appointed by the elected President. The Vice Captain should assist the captain to carry out their bowling responsibilities and deputise for the captain in the event of absence through sickness or other commitments. The Competition Secretary will be responsible for the organisation and running of all club competitions and tournaments and publish the results thereof. The Competition Secretary will compile all club competitions/tournaments for the following year and present the dates to the FAB Technical Committee for inclusion in the FAB calendar.
House and Grounds – (Appendix III)
The Vice President is the responsible Governing Board lead for House & Grounds and can be named in the list put forward for election with the President or appointed by the elected President. Work pertaining to House & Grounds can be undertaken internally or externally depending on the expertise available to undertake the task in hand. The Vice President will direct the workforce required and report to the Governing Board on the maintenance and upkeep of the bowling green and surroundings, together with buildings, grounds, and associated car parking area. The Vice President will ensure that any recommendations approved by the Governing Board are implemented. They can invite any member/volunteers to assist in the maintenance and upkeep of the Club Grounds and buildings and manage external contractors.
Social Committee (supplementary checklist for External & Internal events)
The Secretary of this Committee can be named in the list put forward for election with the President or appointed by the President. The Committee will book, arrange, and organise any social functions as approved by the Governing Board under the direction of the Secretary of the Club. The Social Secretary will also supervise the provision of meals/sandwiches/refreshments when required during bowling tournaments. They can also include any members to assist with social activities with all that entails.
Bar Area
This position can be named on the list put forward for election with the President or appointed by the elected President. They can have an assistant secretary and will supervise the running of the bar, maintain stock levels and produce a rota of members to ensure that Bar cover is in place for all club days and during tournaments (Ref. IBC:04)




MEMBERSHIP APPROVAL
Attaining Membership:
1. Candidates for membership of the Club shall be proposed and seconded by different members of the Club, ideally personally known to the candidate. Applications shall be made in writing, signed by the candidate, proposer, seconded and then displayed on the notice board for members to view for a minimum of 2 weeks.
2. Refusal of membership is at the discretion of the Governing Board following any objections raised in writing by members within the two-week period of the notice being displayed.
3. Once elected the Membership Secretary, will send a written request to the candidate for payment of first annual subscription.  Upon payment and the acceptance of Article 12, Members’ Obligations, the candidate shall become a member of the Club.
4. It is a requirement of every successful membership of the Club, that said member agrees to abide by, and is made aware of, the Statutes, Code of Governance, Accounting Principles and Policies & Procedures and Internal Policies, of the Club. A copy of the Statutes, Code of Governance, Accounting Principles and Policies and Procedures document to be made available on the Club's website. 
5. Any member contravening any of the documents mentioned in (4) above will reported to the Governing Board who will decide on the action to be taken (Articles 12 and 48).

Loss of Membership:
Any member wishing to resign their membership of the Club (Article 14) shall give notice in writing to the Membership Secretary and (where applicable) shall forfeit the remaining subscription sum, surrender their bond and right of access (keys).  Should the bond not be produced within 6 months, the club will retain the value of the bond. On death, the bond will be repaid on request of next of kin.
Loss of membership can occur following disciplinary measures, as exercised by the Governing Board in accordance with Articles 48, 49 and 50.
Conciliation:
Matters of dispute between two or more members can be submitted for conciliation Articles 51 to 58 inclusive refer.



CLASSES OF MEMBERSHIP (IBC: 01)      
The classes of membership are as follows: -
a) Ordinary
· Admission 
· Periodical 
· For the use of facilities or services, where appropriate
b) Extraordinary or special: those established exceptionally

Membership subscription fees are determined annually, presented, and agreed at an AGM/EGM.
Membership applications are clearly outlined on page 8 of this document, however, should a candidate not be personally known to a member of the club, the Governing Board reserves the right to seek references.

Supplementary document attached, example of letter of acceptance

















SUBSCRIPTIONS

Subscription fees to be agreed with members at the annual AGM/EGM. Access to the Club premises is given to each member. The Membership Secretary will inform members when subscriptions fees are due to be paid. Refunded subscriptions are only payable pro-rota on death and by request.
Failure to make payment within the allotted period will forfeit membership of the Club (Article 14).
Members who join part year will pay pro rata to the length of the year remaining, calculated by the Membership Secretary.
A bond, indicating full membership of the Club, will be issued on joining the Club in the first year. The rate of the Bond is determined by Members at the AGM/EGM. The bond, together with club keys, must be surrendered when a member leaves the Club. Bonds not surrendered within six months of a member leaving the club, will be cancelled in Club records and the value taken as a donation to Club funds.
All full members, within their subscription fee, will have their regional FAB registration paid. Members should permit, on their behalf, the Club to register them with the FAB. (Approved April 2016)
Subscription fees can only be altered and agreed at an AGM/EGM.
Members who fail to pay the agreed subscription fees within three months of the due date, will not be allowed to partake in bowling activity until such payment is paid. 



INTERNAL POLICIES


IBC:01
Membership – Subscription fees determined at Annual General Meeting
a. Full membership currently requires a subscription of €225 together with the purchase of a bond. Ref. Article 8 of the Statutes. It includes FAB registration, together with full voting rights. Should a member leave the club, the bond is repayable on request, however, if more than 6 months lapses the bond will remain within the club. Once paid, a subscription is non-refundable. 
Honorary membership - full membership rights.

b. Periodical membership:

6 months - Currently €170 	
3 months - €117

· Includes FAB registration. This membership offers non-resident bowlers flexibility. 
· Undertake Bar duties which will be pro rota. 
· Not eligible to vote at AGM/EGM 
· Permitted to play in Club, Federated and friendly games but to be mindful of final dates to ensure attendance.




· Social Membership – €7 subscription for insurance purposes covered under the FAB T.I.T. licence.

· Green fees for individual visitors is €5 per session.

· Full nonplaying member. Currently €100. Requires full membership for 5 years and to hold a club bond. Members have full voting rights and are eligible to hold office on the Governing Board but must hold Spanish Nationality/Residency.
If membership fees are altered at AGM/EGM this policy should be re-submitted and approved by the Governing Board.




IBC: 02
Member Obligations
It is the duty of all Club Members (Article 12) to assist in the running and upkeep of the Club.
a) Bar Duty (Ref: IBC:04) supplementary document attached covering bar duties)
All members, except for those on the carpet cleaning rota, and any others nominated by the Governing Board, are required to assist with Bar duty, as drawn up by the Bar Secretary. Sanctions will apply to members who default on this duty. If a member defaults, they will receive a letter outlining their commitment to undertake Bar duty. Should it happen a second time, they will be suspended from all bowling activity for a period of one month. This suspension will be repeated on each subsequent occasion the default occurs.
The 2 monthly rota will be drawn up and circulated to members. Any member who cannot fulfil their bar duty on the allotted date should try to find a replacement. If this cannot be achieved, that member should contact the Bar Secretary.
The rota will comprise bar duty cover for Tuesday, Thursday and Saturday roll-up days from 9:00 am until 2 pm.
b) Work Parties
The responsible person for House and Grounds on the Governing Board, is the Vice President and he may have cause to organise work parties from time to time to assist with building and garden maintenance. Members are requested to assist whenever possible. Volunteers are a welcome asset to the Club.
c) Uphold the integrity of the Club
Should any member be found to be bringing the name of Indalo Bowling Club or its members into disrepute, the Governing Board will investigate and, if upheld, sanctions could be apportioned as decided by the Governing Board.



IBC:03
Duty of Care
Members of Indalo Bowling Club are entitled to a Duty of Care Procedure should they be elderly, have a disability, early onset of dementia or other medical conditions that may cause them a problem with their bowling. This procedure will enable them to continue to enjoy their bowling taking into consideration their health and safety as well as the health and safety of ALL our members.
On membership application, all members are requested to inform the Membership Secretary of NOK contact numbers to enable the Club to contact someone, should the need arise. File in President’s Office. President and Vice President hold keys to the office.
Should a player be compromised by a health issue, it is the responsibility of the Governing Board to address the issue with the player to ensure their health and safety on the green is considered.
· All members should alert the Governing Board of bowlers known to them who may be struggling, bearing in mind that each member has a right to confidentiality and may not wish this to be made public. 
· Members themselves can talk, confidentially, to the President, should they deem it necessary, if they are struggling.
· Once brought to the attention of the Governing Board a discussion will be held with the member to assess level of fitness and offer solutions to enable the bowler to continue enjoying their bowling. Equipment can be provided through the Club Coaches, for example, adapted wheelchair and bowling arm.
· Assessments would take place at roll-up, particularly with respect to players’ ability to enter competitions, taking into consideration: -
· the health and safety of the player. 
· health and safety of fellow players.
· possibility of disruption during competitions.
· avoidance of withdrawal from competitions prior to play date 
· fitness to complete 18 ends without injury, loss of energy that could be detrimental to their health and wellbeing.
· the above actions are not punitive but purely to ensure the health and safety of ALL our members.

Should any of the above apply, it is the responsibility of the President to discuss matters with the player who is struggling, with the possible outcome of non-entry into some or all competitions.

Members agreed the proposal to purchase an AED. Training for use, and maintenance of the AED to be provided for members.


IT IS THE RESPONSIBILITY OF ALL OUR MEMBERS TO BE TOLERANT WITH THOSE WHO MAY BE SUFFERING WITH A MEDICAL CONDITION BUT WHO WISH TO ENJOY THEIR BOWLING REMEMBER, IT COULD BE THEIR LIFELINE


IBC:04

Bar Procedure

· The Bar should be manned AT ALL TIMES by the Bar Secretary, or those members (Article 12 – Members’ Obligations) named on the Bar Rota, designed by the Bar Secretary scheduled two months in advance of any of the following events, all of which are listed on the TEAM-UP Calendar: 
· Designated Club mornings
· Provincial Team Almeria training days
· FAB competitions
· Internal Club competitions 
· Visiting teams
· Social events

Members who practice on non-club days may use the bar and leave it in good order.  CCTV operates in the bar and activity recorded.

Should a member not be available to cover the bar when allotted, it is the member’s responsibility to find a substitute, not the Bar Secretary. Non-attendance will result in a letter being sent to the member. Continued absence from Bar Duty will lead to sanctions.

· Cashing up
· All takings to be placed in the safe, insurance does not cover cash taken off the premises. Only the President and the Treasurer to hold keys to the safe. The safe should be emptied on a regular basis and reconciled on the premises, only to leave when the cash is to be banked. The safe should be the only repository for the bar takings.
· The Bar Manager will have a float of €300 to address payments that may occur when the bar is open. Cash from the till is not to be used to pay invoices. ALL external payments to go through the Treasurer.
· Use of the safe
·   The safe should be the only repository for the bar takings.
· Bar Stock
· Bar stock should be sourced from one supplier for consistency.  Any stock not fit for sale should be disposed of immediately. If greater than €50 the Treasurer is to be notified. It is the responsibility of the Bar Secretary to ensure stock is in date and the bar is fully stocked (Ref: Bar Secretary Job Description).
· Treasurer to be responsible for reconciling stock vs sales system
· The treasurer should review the system at least twice a month as well as the month end balancing
In compliance with Addendum 2 – Accounting Policies & Principles the bank signatories will be the President and Treasurer

REF: Code of Good Governance signed July 2023

IBC:05

Club Property
1. Any member negligently causing damage to the effects or other property of the Club will be required to pay for the value of the same in full. In cases of wilful damage or refusal to pay, the name of the defaulter will be placed before the Governing Board for appropriate action (Articles 48/49/50).
2. No member shall take away, nor permit to be taken away, from the Club premises nor destroy any article that is the property of the Club without the permission of the President.
3. It is the responsibility of every member to be vigilant and to report any wrongdoing to the Governing Board. 


IBC:06
Loss or damage to Personal property
The Club cannot accept responsibility for equipment, clothing, vehicles, personal effects or money left on or about the Club premises. Members are advised, in their own interests, to take out personal insurance.
Items left on the premises will be placed in the Lost Property box until claimed.


IBC: 07
Unseemly Conduct
The Club will not tolerate: -
· Drunkenness
· Disorderly conduct
· Bringing the Club into disrepute 
Any infringement will render the offending member/s subject to disciplinary procedure possibly resulting in expulsion. It is the duty of all members to report any of the above offences to the Secretary for submission to the Governing Board.
Persons failing to comply with the Statutes, Addendums and Internal Policies following a request by a member will be asked to leave the premises and will be reported to the Governing Board (Articles 48, 49 and 50). All disputes and complaints by one member against another must be submitted in writing to the Secretary (see IBC:13)

IBC:08
Food
When food is prepared by the Club's Social Sub-committee for:-
I. Social functions
II. Tournaments
III. Hosting visiting teams
Members are not permitted to eat their own food on the premises when the social committee provides food. Members who require special dietary requirements, should inform the Social Committee who will endeavour to cater to their needs.
ONLY water is allowed on the banks of the green. 

IBC:09
Access and Practice on the Green
All full members can access the club for personal practice whenever it is free. Please check the TEAM UP calendar for all scheduled competitions. All practice sessions by members should be recorded in the Rinks Book held in the Club House.
Practice is not permitted whilst ANY competitions are taking place at the Club.
Practice before a match is not permitted. In circumstances when permission is granted by the Umpire, the rink number on which the practice has taken place should be withdrawn from the draw. 
Practice on Club roll-up mornings is not generally allowed. Members are encouraged to join the roll-up team games as drawn on the day. Should a member want to practice on a roll-up day they should arrive after 10:30 am and only play if rinks are free. Special dispensation to practice, on roll-up days, must be requested through the Club Captain but this may only be granted if rinks are free and the reason for practice is legitimate. Dress Code is the same as roll-up attire.
Coaching sessions can take place for individuals, members of the Provincial and National teams by consulting the team-up calendar to view the days available. All sessions should be entered in the Rinks Book by the Coach, who should then inform those involved in the coaching session. The Governing Board hold the right to stipulate the number of rinks that can be in use at any one time.




IBC:10

Dress Code

In all Indalo matches against visiting teams (home or away), including FAB Team Almeria (unless a member of TA), the Winter/Spring League competitions, official IBC Club shirts are to be worn. During cold weather, white or purple over jackets and jumpers are permitted.
For IBC internal matches and leagues the following are permitted: -
Official Shirts
White Shirts
White shorts/trousers/skirts (no logos)
Club mornings (roll-up), the following are permitted: -
Any shirt which has been an official IBC shirt
White Shirts with a collar
White, Dark Grey or Black shorts/trousers/skirts (no logos)
For social bowling, (none of the above activities) official bowling clothes are not required except for regulation bowls shoes which ARE required.
The markers for any singles competitions must wear the Green marker Shirt (white if not a registered marker). White shorts or trousers to be worn. Only registered markers should be used for the semi-final or final of a singles competition. The Governing Board has determined, and it was agreed at a CAUMA meeting held on 10th April 2025, that markers should wear white trousers/shorts/skirts to distinguish they are markets and NOT umpires.

CARGO PANTS FOR MEN, JEANS, LEGGINGS/HIGH* LEGGED SHORTS FOR LADIES 
are NOT permitted
*(ideally the length should be on, or just above the knee)





IBC:11
Suggestions and Communication
Any Member wishing to co communicate with the Governing Board can do so through the following:-

· Email, addressed to the Secretary – all emails to be acknowledged to include a response as to where the email has been directed, i.e, Governing Board member or Commission lead.

· Speak to a member of the Governing Board (2 committee members present). Any relevant request/suggestion will be placed as an Agenda item for discussion. It is the prerogative of the Governing Board to decide whether to act on requests/suggestions and, if so, share with all members relevant outcomes.


· Speak or arrange a meeting with the President at the President's Surgery, generally held on a Monday between the hours of 10:00 and 13:00 at the Club, exceptions being when there is a meeting of the Governing Board or competitions are being held at the Club on that day.

· Newsletter – this is produced following actions taken by the Governing Board to ensure all members are kept informed. Queries arising can be raised with committee members (2 in attendance) if seeking clarification on points of concern. 


· The Secretary, at present, is responsible for ensuring the Indalo Bowling Club Website is maintained. Members are encouraged to view the website which has a lot of useful information, together with competition listings. Members are also encouraged to download the TeamUp Calendar app, formulated by the Federation, which displays all local bowling activity.


IBC:12
CCTV & Audio Equipment


The Club has CCTV equipment installed that monitors the bar area, the main hall and outside areas, such as the front gate and approach, patio and the green.
The system allows for a play-back of 7 working days and access to the system is through the President who holds access codes.
Designated members are allowed access, through an app on their phones, to be able to view activity at the club.
The present system, whilst still functional, is under review to ensure we get maximum coverage should the footage be required for insurance purposes.



IBC:13
Water Requirements – supplementary document attached re cleaning of Embalse filter system

The Club has access to fresh water which is stored in a tank next to the shed. The water is supplied locally when the tank water is low. This is checked by the Bar Secretary and President on a regular basis to ensure we have enough fresh water that supplies the kitchen area and the bar. The Governing Board request that when covering bar duty, members should use the glass washing machine which will reduce the amount of fresh water we use. A dishwasher has been installed in the kitchen, and it is hoped that this will also reduce our freshwater usage.

The toilets and outside areas are served by water from the Embalse. Meter readings are taken approximately every 3 months and, together with the Unit value, are sent to our supplier. This is an area that the Club has to maintain by cleaning and replacing filters when required.  This is a priority area for the Governing Board especially if the supply from the Embalse should cease. Outside contractors are being sought to maintain the area.


IBC:14
Carpet Cleaning Procedure

The Club has a team of volunteer members who regularly undertake the process of cleaning the carpet and the ditches. The Vice President, at present, presides over the formulation of the team rota, all of which are exempt from undertaking Bar Duty. Team leaders should ensure that any new volunteer members are made fully aware of these procedures, particularly regarding the carpet hoover before commencing and on completion of process.
The following procedure is an outline of the process: -
· Access to the electric points is outside opposite the smoking area.
· The cleaning rota is regular, but flexible, to allow for any changes in competitions, weather conditions etc that may preclude going ahead with the clean.
· Identify and remove required equipment from the storage shed, paying particular attention to the primary hoover. Ensure that it has been properly cleaned and made ready for use by the previous team.
· The green should be completely dry as the carpet hoover must NEVER be operated on a wet or damp surface. Failure to observe this may result in permanent damage to the hoover.
· Starting times, particularly in winter, should allow for drying of morning dew. If the surface is not going to dry, it will be necessary to postpone this part of the operation. However, all other duties can be completed if the surrounding areas are merely damp and there is no standing water on the outer surfaces and ditches.
· When moving the hoover to the green, ensure that it is tilted in order that the front rollers NEVER touch the ground other than on the green.
· Two people are required to operate the hoover, ensuring that it is only operated in a forward motion. At the end of each pass the front of the hoover must be raised and turned before proceeding. Regularly ensure that the interior of the hoover is clear. Generally, if the hoover begins to resist forward motion, it requires emptying the collection bag and clear the funnel of any blockage. The interior bags can be emptied and re-used several times during a clean. New bags should only be required after at least two complete cleans.
· Using the handheld suction, and the ‘Henry’ if required, clear surrounds and ditches of detritus from the gardens etc.
· Return all equipment and wiring to the storage shed, empty all collection bags, clear the main hoover of any remaining signs of rubbish, paying particular attention to the funnel and rollers, which should be left as clear as possible.
· Replace storage bags as necessary, note that the small bags for ‘Henry’ are not suitable for re-use and should be replaced if full.
· On completion team members are permitted one hot drink or water, plus one additional drink of choice, which team leaders must enter in the red bar book.
· Ensure all areas have been secured and locked before leaving the premises.






IBC:15

Complaints Procedure

· ALL complaints to be written and sent to the Secretary, who will acknowledge, record date and present to the President.

· The complaint will be categorised as Serious or Non-serious by the Secretary who will then inform the President.


· Despite the nature of the complaint, at this stage, all relevant information will be gathered from those involved and the Secretary will collate the information and present the documents to the Governing Board.

· NON-SERIOUS complaints will be discussed, and the President will speak with all parties involved to produce an amicable outcome.


· SERIOUS complaints consist of those listed in Unseemly Conduct (IBC:07) but are not mutually exclusive. Procedure to be followed is clearly set out in Articles 48, 49 and 50 of the Statutes.


IBC: 16

Accident Book

Accidents of any nature should be recorded in the Accident Book that is held in the main hall. A statement of the accident should be dated, signed by the person suffering the injury and by a member of the Committee.

A severe injury that may include compensation for the unfortunate person should be reported to the FAB, submitting the form that is held on the FAB website and be within 72 hours of the accident. 

The Club has a list of first-aid responders listed in the main club house. 

There are two first-aid kits held in the club house, one in the main hall and one in the bar storeroom. It is the responsibility of the first aiders to replenish relevant stocks for the kits.








IBC:16
Miscellaneous Restrictions
IBC:16a -Dogs
During major competitions dogs are to be registered on entering the event. Owners are required to take full responsibility of their dog. NO dogs are allowed in the club house, bar, kitchen and in any other areas that are in close proximity to where food is being served.  Should a dog cause a disturbance, then the owner will be asked to remove the dog from the premises.
Dogs should always be controlled and secured if unaccompanied whilst their owners are bowling. Dogs are not welcome if they cannot be controlled by their owners. The owners should ensure they adhere to the above when bringing their pets to the Club.
IBC:16b - Smoking
Smoking (including e-cigarettes) is allowed in the designated area identified i.e right hand side of the shed and opposite outside sink, or on the roof terrace above the Club House. Please do not encroach towards the green while smoking as it can affect the bowlers on Rinks 1 and 2. No vaping is allowed on the green or the terraces.
IBC:16c - Mobile Telephones
Unless permission is granted from the Bowls Committee or Governing Board, mobile telephones are NOT permitted on the bowling green. Their discreet use is only permitted on the patio, club house or bar area. The only exception is if there is a state of emergency for the member. If a member needs to keep their phone to hand, they should be placed on silent and put onto vibrate mode.
IBC:16d - Unauthorised Notices 
No notices are to be posted on Club premises without the authorisation of the President, Vice President or Secretary. All notices are to be typewritten.
IBC:16e - Children 
Children are always welcome at the Club if they are accompanied by a responsible adult and do not disrupt proceedings at the Club.
IBC:16f – Etiquette (see Appendix IV)
Members should be conversant with the etiquette expected of them on the green and on the patio whilst bowling is in progress. Members persistently disregarding etiquette may find themselves being dealt with under the Unseemly Conduct Policy (IBC: 07).
IBC:16g - Grippo type products
The use of Grippo type products is totally prohibited.  Should any IBC member become aware that a visitor, or a member, is using these products, they should be reported to a member of the Bowling Sub-committee, who in turn, should inform the offender/s of the rule and ask them to desist using such products.
Ref:  Information on Article Numbers can be found in the IBC Statutes                                                      pg. 2
Appendix I

GOVERNING BOARD (Legal Entity)

PRESIDENT


Vice President		Treasurer	Secretary	Club Captain		Membership Secretary

COMMISSIONS

House & Grounds	      Bar		  Social		Bowling Cttee		     Coaching Team
           Web
 				          Advertising





· Commissions can have any number of members
· Commission meeting minutes to be taken by the Membership Secretary and submitted to the Governing Board
· Chairs of Commissions may be required to attend Governing Board meetings as required
· Chairs could be co-opted onto the Governing Board if deemed necessary



Appendix II
Bowling Committee Structure, Roles & Responsibilities
Club Captain			Chair of Committee & Governing Board member	
Oversee all matters relating to bowls (Club Captain duties page 4)
				FAB representative

Vice-Captain			Deputise for club captain when required
				Organise Club away visits
				
Competition Secretary	Organise and run all club competitions, tournaments and publish results 
				Organise Presentation Day
Advise on new competitions, taking into consideration FAB calendar dates
				Compile all club competitions/tournaments for the following year
Present the dates to the FAB Technical Committee, together with the Club Captain or Vice for inclusion in the FAB Calendar
Allocate committee member to run internal competitions
FAB Calendar Liaison

Members			Assist in all the above 
(unlimited numbers)
Responsibilities: -
· Club Captain to call meetings one week before the Governing Board meeting to be able to present up to date information and seek approval where required. 
· Discuss any implications arriving from the Federation that will affect the Club.
· Work together to compile the competition listings for the year ahead.
· Formation of new competitions to be discussed and agreed.
· The draw of each competition is to be undertaken by the allocated member, plus 2 others, placed on notice board, followed by the collection of fees.
· When running an allocated competition, the responsible member should arrive early enough to set out the green, jacks, mats, pushers, umpires kit etc.  Know and read the rules to participants and ensure the smooth running of the competition.
· At the end of the competition ensure that all equipment is gathered and put away.
· Twice yearly handicap selection to be undertaken by Club Captain, Vice-Captain and Competition Secretary.
· Ensure only qualified markers are appointed to mark Semi Finals or Finals in singles competitions.
·  In conjunction with the Winter League Captains, formulate teams to be represented in the League
· Visiting club teams’ home and away fixtures to be agreed and organised. Identify who within the team will be the responsible person. IBC teams to be determined by the organiser.

Appendix III

House & Grounds Worksheet

The House & Grounds worksheet can be viewed on the Committee notice board in the main Club House. It is a “living document” and is continually updated following regular Committee meetings.




Appendix IV
ETIQUETTE ON THE GREEN
The etiquette of the game of bowls is a combination of Good Manners, Sportsmanship and Sociability. These courtesies are best described as the unwritten Laws of the game. They are extras and designed to promote social ability and the excellent reputation for friendliness and sportsmanship, the game of bowls has rightly earned.
Before the game
· Be conversant with the Laws of the game and observe them
· Be punctual to commence play at all matches and be properly attired
During the game
· Keep quiet and refrain from moving where players are on the mat. Movement at the head or talking at the mat end is very distracting.
· Stand behind the mat while your opponent bowls.
· Always allow your opponent the right to the head as spelt out in the Laws of the Game, failure to do so decreases the enjoyment of the game.
· Keep track of play, be ready to bowl when it is your turn. Always play your bowl with the minimum of delay, BUT NEVER deliver your bowl before the previous bowl has come to rest.
· When changing ends, walk close to the centre of the rink with minimum delay, you could distract play on the next rink. Do not walk up the rink ahead of the last player if they stay on the mat, they are entitled to watch their bowl finish.
· Don’t just step on the mat and indicate which way you intend playing, wait for the Skip’s instruction.
· Never applaud or complain about lucky bowls, accept them graciously. They tend to equal each other out over the course of a game.
· Always inform your opponent when you wish to leave the green.
· Every player at the head end should assist in collecting bowls when the end is completed.
· Respect the decisions of the Umpire. It is polite to thank the umpire of the day before leaving the Club.
· When walking off the green be aware of players bowling from the other end and wait until that bowler has played his/her bowl.
After the game
· If you lose, be a good loser, don’t blame your loss on other people, the green, the weather etc.
· Win or lose, always shake hands with your opponent and thank them for the game. Don’t be too taken with your win today, the position could be reversed tomorrow.
· Offer your opponent and marker (if playing singles) a drink after the game. Be sure to thank the marker and offer to buy them a drink. Remember that they have given their time to assist your game. You an repay them by being courteous in return.
· Learn to be a good marker. When offering your services remember a marker can make or break a game.
· If you are a spectator, do not engage in conversation with a player(s), this could be distracting for players on adjoining rinks. Do not attempt to give a player advice, even if they ask for it.
· Always respect the green. Do not drop bowls on the green, stand on the edge of the green, walk in the ditches. Always take care to always protect and conserve the green and yourself.
· Respect other games still in play once your game has ended so as not to disturb their game.
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1. Approval

This Sports Club, registered in the Second Section of the Andalusian Registry of Sports Entities (RAED) with number _______________ , in the exercise of its functions, has developed the Code of Good Governance, which has been approved by agreement of its Board of Directors, in a meeting held on 10th July 2023, as reflected in the Minutes dated 17th July of  2023.

Said agreement to be submitted to the Club Assembly at the meeting to be held on 16th February of 2023 and the Assembly agreed to its definitive approval and its inscription in the RAED.

2. Legal basis

The present Code of Good Governance includes principles and practices for the best management and development of the Club, as well as the set of measures and obligations necessary for its fulfilment and must be fully respected and defended in its entirety by the members of the Board of Directors and other members of the club.

This instrument is approved in accordance with the general principles of legality, efficacy, social responsibility and transparency, and is inserted in the general legal system and in the legal-sports framework established in state legislation and that of the Autonomous Community of Andalusia.
Law 5/2016, of 19 July, on Sport in Andalusia, establishes in its article 64 that a code of good
governance code must be adopted by any sports entity that receives public aid managed by the competent Ministry responsible for sport. In the same sense, Decree 41/2022, of 8 March, which
Andalusian Sports Entities and establishing the structure and operating regime of the Andalusian Register of Sports Entities, establishes in its article 9.4 that the adoption of a code of good governance is a requirement for access to public aid managed by the Regional Ministry responsible for sport.

3. Objective scope
The present code formulates rules that regulate good governance practices in the Club Deportivo (Indalo Bowling Club), both in reference to the actions of the governing and administrative bodies and the day-to-day management of the club, as well as the control of economic transactions relating to expenses, income, investments and transactions relating to expenses, income, investments or other operations that they carry out, regardless of whether or not these are financed by public subsidy.

4. Subjective scope

The Code adopted will be obligatory for the person holding the Presidency and for the rest of the 
members of the Board of Directors of the club. Likewise, and where applicable, it will also be applicable to the Manager, Administrator or similar positions, if any. The other employees and members of the club must be familiar with and observe its provisions of a general nature.


5. Standards of good governance

The duty to act loyally with respect to the club of which they form part, imposes on the members of the Board of Directors to comply with the following obligations:
a) To keep secret any data or information they receive in the performance of their duties, and may not use them for their own benefit, nor provide them to third parties.
b) Refrain from taking part in deliberations and voting on any matter in which they may have a particular interest; and
c) not to misuse the club's assets or use his or her position to gain financial advantage.
d) Not to take advantage of business opportunities of which they are aware in their capacity as a member of the Board of Directors.
e) Actively participate in the meetings of the Board of Directors and in the tasks assigned to them.
f) To oppose agreements contrary to the law or the Club's statutes.
g) Prove that he/she has not committed any offences against the Public Treasury or Social Security, or any serious misdemeanours against the Public Administration, by means of the presentation of a responsible declaration.
The Secretary of the Board of Directors will ensure observance of the principles and practices of good governance of the Club.

6. Standards of action

6.1. Remuneration and contracting
a) Prohibition, except with the express authorisation of the Assembly, of the making of golden parachute contracts, with compensation in excess of current legislation or notice of termination of more than 3 months, with both administrative and technical personnel of the club.
b) Obligation for sports professionals who offer their services to the club, either as part of the club's staff or through the provision of services to the club, comply with the provisions of 
current regulations on sporting professions in Andalusia.
c) The obligation to provide information in the financial report on the monetary or in-kind remuneration paid to the members of the Board of Directors, if any, both in the form of reimbursement for expenses incurred in the performance of their duties, as well as remuneration for services rendered to the entity, whether by way of employment or commercial relationship, both inherent in and other than those inherent to his function.

6.2. Ordinary control and management and relations with third parties
a) Appropriate payment terms shall be established with suppliers or service providers regarding the time of payment after their invoices have been approved. Subject to duly 
justified exceptions, payments shall be made by bank transfer or other means where there is documentary evidence.
b) A rigorous budgetary and management system shall be established, always complying with current fiscal, tax and accounting regulations in force.
c) The information referring to the members of the Board of Directors who, in their private activity, have an employment, mercantile, economic, commercial or similar relationship with companies, firms or professionals who provide services to the club.
d) It shall be established as a criterion for action the request for a minimum of three offers in operations that (VAT included) exceed €15,000 in the case of the supply of goods or provision of services and those that exceed €40,000 in the case of building works.

6.3. Code of sports ethics
In all matters not foreseen in this Code of Good Governance, the recommendations contained in the Code of Sporting Ethics, approved by the Committee of Ministers of the Council of Europe on 24 September 1992 and revised by the same on 16 June 2010.

6.4. Principle of social responsibility and adherence to the Andalusian manifestos on sport

By virtue of the principle of social responsibility, and in order to contribute to the common development and wellbeing, sports club voluntarily adopts and expressly adheres to the principles set out in the following manifestos in the field of sport, which are published by the Junta de Andalucía:
· Andalusian Manifesto for Equality and the Participation of Women in Sport.
· Andalusian Manifesto for Sport and the Environment.
· Andalusian Manifesto for the Integration of People with Disabilities in Sport.

On the other hand, as indicated in section 3 of the eighth final provision of the Organic Law
8/2021, of 4 June, on the comprehensive protection of children and adolescents against violence, any person or authority, especially those who, due to their profession, trade or activity, detect a situation of risk or possible lack of protection of a minor, shall notify the authority or its nearest agents, without prejudice to providing the immediate assistance that he or she may require.

7. First final provision: Powers of development

The Board of Directors is authorised to introduce such modifications to this Code as may be derived from requirements of strict legality, without prejudice to its immediate enforceability and subsequent ratification by the General Assembly.

8. Second final provision: Entry into force and registration

This Code of Good Governance, which shall enter into force on the day following its approval, shall be published on the Club's website and on the Club's notice board, for the general knowledge of all its members, and sent to the competent Regional Ministry in matters of sport for its registration in the RAED, in accordance with the provisions of article 67.2 b).
article 67.2 b) of Decree 41/2022, of 8 March, and other applicable regulations.


At ________________________________ , on the ___ day of _______________ of 20 ___.
THE SECRETARY THE PRESIDENT

s/he ________________________________ s/he __________________________________


ACCOUNTING POLICIES and PRINCIPLES
OUTLINE 
The club is required to present annual accounts to the members at the AGM. As a non-profit organisation, profits are required to be used for the benefit of all members and the club as a whole in pursuing its sporting and social activities. The annual accounts should consist of a) an Income & Expenditure Statement, also known as a Profit and loss account, which will show the excess or shortfall of income against expenditure. b) a Balance Sheet showing the assets, liabilities and reserves of the club. The club is also required to maintain a Fixed Asset register and a book of members. 
The Code of Governance that is now registered with the Junta de Andalucía and ratified at the members AGM, underpins these principles to provide a framework for the Financial Statements in meeting certain key goals which are supported by the concepts of ‘going concern’, ‘consistency’, ‘prudence’ and ‘stability’. They should be understandable, relevant, consistent, comparable, reliable and objective. They should also provide guidance, particularly to the treasurer, in their dealings with other committee members who carry fiscal responsibilities. 
The following is not a definitive list but is adaptable to be fit for purpose. 
The Income and Expenditure Statement should clearly show the various transactions by category to assist the members to understand the income being generated. The Treasurer should also provide additional comments and notes as deemed appropriate. 
As the club is a non-profit organisation, it is necessary to create reserves, provisions and/or sinking funds for major projects that will be of benefit to the club in the furtherance of its activities. It is important that great care is taken with these reserves and accounting procedures have been produced to assist in this matter. 
The accounts are prepared based on historical cost conventions and revaluations should only be reviewed where the original records are not available or where there is a fundamental change in the value of an asset against its original recorded cost.
PRINCIPLES
1. FIXED ASSETS
Definition of a Fixed Asset 
a) A fixed asset is a long-term tangible property or piece of equipment that has a useful life beyond the accounting year in which it was purchased. 
b) Qualification as a fixed asset is usually classified by meeting the following criteria:
i. 	The asset would have a cost greater than 250 euros
ii.	The asset would have a useful life of 5 years or greater
iii.	The asset must be land, building, building improvements or purchases of a tangible nature.
iv. 	An asset cannot be a repair of service item
v. 	An asset cannot be an item purchased as part of a sinking fund or project where the annual cost has already been accounted for
Classification of Fixed Assets 
A. Land 
B. Buildings 
C. Building Improvements 
D. Equipment (including tools & machinery) 
E. Furniture, Fixtures & Fittings 
F. Computer & Office equipment 
Depreciation 
Depreciation is a charge to the annual accounts from the structured reduction of an asset. The calculation of the depreciation of the assets is based on the straight-line method over the periods adopted by the club.
Assets Useful Life 
The following useful life calculations are the current adopted values. 
G. Land 							Nil
H. Buildings 							20 years
I. Building Improvements 					20 years
J. Equipment (including tools & machinery) 			  5 years
K. Furniture, Fixtures & Fittings 				  5 years
L. Computer & Office equipment 				  5 years
The Treasurer should monitor these periodically and advise the Governing Board (and club members, where appropriate) of any items of note.
2. STOCKS
This policy mainly applies to the bar and food stocks. It can also similarly be adapted to significant stocks of other materials. 
i. 	All stocks are valued initially at a cost on a FIFO basis (First In First Out)
ii. 	Any stock that is expected to sell for less than the purchase price will be written down to their actual selling price.
iii.	 Any stock that is not fit for sale, such as spoiled bar stock, should be disposed of immediately and written off at cost. All such items must be validated by the Treasurer. 
3.    REVENUE AND EXPENDITURE RECOGNITION
A. 	Revenues are defined as earnings, both realised and realisable, within the current accounting period. These revenues are not defined by the receipt of payment.
i. 	Accrued revenue is treated as a debtor to ensure the revenue is recognised and provided a balance sheet entry to balance the accounts.
ii. 	Deferred revenue is treated as a creditor to ensure the receipt of funds that apply to a future period is correctly recognised. 
Typically, in our case this mainly affects the membership fees. 
B. 	Expenditure is recognised in the period to which it is applicable. To enable the correct accounting treatment to take place where expenditure is across more than one period, accruals and prepayments on the balance sheet will be used. 
C. 	Provisions, reserves and other items are an accounting mechanism dealing mainly with specific projects and unusual items to either provide auditable transactions or one-off items. These should be made with correctness and prudence in mind. 
Where possible these should be managed with a budget and have transparency to the Governing Board and the members at the AGM. 
D. 	The club accounts are utilising the method of a sinking fund to provide for the replacement of the full carpet. The complete cost (including items such as delivery, installation, taxes etc) should be calculated and apportioned over the projected life of the carpet, currently 8 years. 
The value and time period should be monitored by the treasurer on an ongoing basis. Should the time period need variation, a proposal should be submitted for discussion with the other members of the Governing Board at a pre-year end meeting. 

4.   EXPENDITURE
The Treasurer should ensure that all expenditure is for the benefit of the club and its members. Payments to members should only be on a pre agreed basis for work carried out, where it is more beneficial that using outside contractors. Payments made to individual member(s) is by way of reimbursement and is supported by appropriate documentation. 
5. CASH HOLDINGS
The club should periodically review its approach to cash/bank holdings to ensure the club not only benefits but protects itself from changes in the financial organisations. 
6. OTHER MATTERS
The club should always be aware that it is a non-profit organisation, and future projects and forward budget planning reflects this.


SUPPLEMENTARY DOCUMENTS:-
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