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TERMS OF REFERENCE

MEMBERSHIP SECRETARY

The Membership Secretary’s most important job ikd¢ep a computer record of all club members
and to maintain a hard copy of the membership list.
The Membership Secretary should also be responfsibtecruiting potential minibus drivers.

Types of membership

NOTE: As of Michaelmas 2007, the Club changed its mentiyesolicy to make membership
simpler, in response to survey results, and to aaggossibly affiliation with the British
Mountaineering Council (BMC). All current membershexpire when they would under the
previous system. However, there is now only ope tyf membership sold (with no distinction
between internal and external members). No maften they are purchased during the year, these
expire at the end of the Long (Summer) Vacatioleage see below for descriptions of memberships
sold before the start of Michaelmas 2007. As dwange in membership policy is in a trial period,
we may return to our previous scheme at some point.

Term: This covers membership for one term, includingthcation after that term. If bought during
a vacation, the membership applies for that vacattee term following it, and the vacation
following that. Both students and non-students puaghase this type of membershiymte: All

term memberships will have expired by start of Kil2008.

Year: This covers membership for three terms, includivegvacation after the final term. If bought
during a vacation, it also applies for that vacati®oth students and non-students may purchase thi
type of membership.

Course This covers membership for the duration of aesti’d course which they are on when
he/she joins the Club, whether 3 or 4 years, thdaghmedical students, this extends to the entire 6
year duration of their course should they decideotatinue their Clinical School in Oxford. A
member who has been a member for one year maydegyahis category by buying a Course-
upgrade Membership. A member whose Course Memipehsis expired may extend it for another 4
years by buying a Course-renewal Membership. Wheset memberships expire, you should contact
the member to confirm that their course has actdiglished (e.g. their DPhil may have run over)

and to offer them the opportunity of a Course-resdeMembership.

External: This covers membership for up to 3 years for mensilvho are not students (formerly 4
years). A member who has been a member for oneny@aupgrade to this category by buying an
External-upgrade Membership. A member whose Extéfeanbership has expired may extend it for
another 3 years by buying an External-renewal Mesttg.



Ex-Life members: In Trinity Term 2002, the Club voted to abolistelihemberships, replacing them
with the current system of Course memberships aterial memberships (see attached document).
Those members who were life members at this tinte wedd they could remain members until
Trinity Term 2006, at which time they could rendweit membership if they wished by paying for an
upgrade in the same way as described above fous€&xternal member. These members are
indicated in the database under the ‘Ex-life’ catumhen their course expires, they should be
contacted to see whether they wish to continue thembership, and if so to give you contact
details.

Non-University members

The Proctor’s guidelines impose restrictions onrthber of non-University members of the Club
we are able to have. The rules state that at 88stof our membership should consist of members
of the University. The definition of a Universityamber is anyone who has matriculated at Oxford
or is a visiting studendr staff member (as of MT 07). To ascertain the number of places available for
non-University members, count the number of memimisare University-associated and divide by
4. The number of non-University members shouldexaeed this figure.

New Members

When money (cash or cheque) is received for merhigera numbered receipt must be given to
anyone who pays membership fees by cash, or byuehdgough the internal mail (along with their
termcard). If you run out of receipts, you can jpase more at Ryman’s Stationers.

New members may join the club:

* At Free Tea. Take plenty of termcards, membersirims$ (at least 100 for Michaelmas term),
minibus driver recruitment leaflets, your receipbk and get a float of small change from the
treasurer. Several receipts for each memberskggary should be prepared in advance, i.e.
with the date and the amount filled in, so thayahke name of the new member & ‘cash/cheque’
need be entered at free tea.

* Via pigeon post. Ensure termcards and receiptsiar envelope — if the termcard is visible we
have to pay to use pigeon post. You will need atant supply of envelopes — the packs of 50
envelopes from The Works are a good bet.

* At Fresher's Walks (Michaelmas term only). Ensinat &all walk leaders have some termcards,
membership forms and small change.

New members may also join the club by printing thembership form from the club webpage and

sending it to you, along with a cheque, via pigpost. At the beginning of term, make sure to add
your name and college to the membership form anewal form, and send these new versions to the
Webmaster, so that the previous term’s membershgpetary does not continue to receive new

membership forms!

Any new member must first complete a membershimfaiving various details, which are then put
on to the computer record. Use the ‘comments’ coldion any other useful helpful information, such
as external addresses or c/o instructions. Paymecds/ed must be given to the Treasurer at thé nex
committee meeting at the latest.

All under 18-year-olds wishing to join the Club abpecome involved in its activities should obtain
the U18 Membership Form, Parental Consent FormEthepment List, the Code of Practice and the
Risk Assessment from the Membership Secretary. Paental Consent Form must be fully



completed by their parent/guardian, before the $foramd fee are returned to the Membership
Secretary.

New members must also be subscribed to the wakkimgpunce mailing list. You can do this by
using the online update form (http://maillist.oxidd) — ask the Webmaster for instructions on doing
this. You must use the address in the form of
firsthame.lastname@shortened-college-name.ox.ac.uk

as the full-college email address is gradually ¢pgithased out (as of MT 2005). This will mean that
members cannot unsubscribe themselves throughehsites.

E.Q.

joseph.bloggs@univ.ox.ac.uk

NOT:

joseph.bloggs@university.oxford.ac.uk

It is important to get into the habit of checkinguy email and pigeonhole regularly (if you don’t
already!).

Non-university members

All members that are not current students or saaffhe University of Oxford or do not have an
official visiting student status are considerechas-university members, and this involves external
members. According to club regulations, the nundferon-university members should not be more
than 20 % of the total number of members. If thenber of non-university members exceeds this,
new external members cannot be accepted as memiiédre situation changes.

Expired Members

Any member whose membership has expired must ieesaembership renewal form, usually
distributed with the new termcards at the stateah.

If the member decides to renew his/her membersigip tpdate the computer records accordingly

and send them a termcard and receipt. If they doem@w membership, then remove them from the
club’s membership list.

Membership Forms

Membership forms should be kept in case of quefisk.the Quartermaster to put old ones in stores
if you don’t want them clogging up your room. TheiCcan contravene the Data Protection Act by
keeping data on people for longer than necessagnee a term you should go through the old forms
and dispose of forms for people who have left Ckfand/or haven’t been a member for a year or
more.

Membership Secretary’s Report at committee meetings

After the Treasurer’s report, give details of ahgmges in the membership figures since the last
committee meeting. Give the figures in the follogviorder:

1. Total membership
2. Number of male and female members.



3. Number of ex-life members (this will generally staynstant through each term), course
members, and external members.

4. Number of non-University members (see above). Alphow many places are currently
available for non-University members.

5. Change in membership since the last committee ngeeti

6. Any other important details that you feel should®eorded in the minutes.

The file ‘Report.xls’ on the membership secretagisk automates the process of producing reports.

This file updates itself whenever new members dded to the membership list (note:
‘members.xIs’ should be opened before ‘Reportixignsure that the report is updated).

Membership Secretary’s Report at the TGM

This should take the form of a summary (as for catbee meetings) of the membership figures as
they stand at the end of term. You may also likeaimment in the changes in membership figures
since the previous term, and since the same tetheiprevious year. It is not necessary to design a
printed sheet with graphs unless you think theeesame very dramatic trends that should be brought
to the club’s attention in this way.

Minibus Drivers recruitment

The availability of club drivers can be a ‘limitirigctor’ on running enough trips to satisfy demand,
So it is important to maintain driver numbers byedfective recruitment campaign. Free Tea at the
membership desk is a good place to recruit potedtiaers. When new members join the club you
can send copy of the minibus driver recruitmentlé¢gfound on the membership secretary’s disk)
along with the termcard. You can also occasioraidhgail those on the membership list who are over
21. Please bear in mind that Bob Barnes does notrmmend that those who are not used to driving
in the UK should take the test unless they havelbugexperience.

Other tasks:

1. To provide a list of members for the distributidrtermcards at the start of term, and mid-term
circulars in &' or 5" week. Print off the membership list from the conepwand divide it up into
colleges for this purpose.

Note: Be aware that distributing termcards is astaritial task during Michaelmas term each
year. You will need help, so make sure you askrotbmmittee members to assist you.

2. Atthe trip leader's meeting, a list of memberalso required to check that all those people that
have signed up and paid for trips are actually membf any are not members then it is up to the
individual trip leaders to contact them and askrthe join.

3. Update these terms of reference if necessary artti@f each term and submit the updated
version to the secretary before the TGM. Ensurethieacopy in your files is updated before
passing it on to your successor. Help your successeeded.

Membership fees are currently:
» Join during Michaelmas Term, Christmas Vacatiorlibary Term: £12
» Join during Easter Vacation, Trinity Term or Loi&u(mmer) Vacation: £6

Last updated MT 07 by Chelsea Purvis



Amended OU Walking Club Life Membership Reform — 1206.02

Problem

There are four main problems with the club opegatinsystem of Life-memberships: (1) it is oftenlaac when
Life-members have left Oxford - the club generéiligls out because there is no pigeonhole to detidermcard to
- a clear waste of money in printing, (2) althodlgére is an ‘expired Life-member file’ for the ldstv years, if an
individual said to the club that they were a Lifember then there is no way of proving whether (8§he not - it
is unacceptable to have no proof as to whethendora individual is a member or not, (3) the clubsinbave
thousands of members given that it has been goingd years - not being able to keep an accuratadeof our
members is breaking Sport Federation rules - initaddwe are not complying with paragraph 5b of our
Constitution: “non-University members shall not stitute more than one-fifth of the total member§hgmd (4) it
seems that Life-members get removed from the meshigedatabase into the ‘expired Life-member fildiem
there is reason to suspect that they are no langexkford, hence they are not kept up-to-date withh affairs and
the opportunity to go on a trip rests on the websit

Solution

Change past, present and future Life-membership€darse-memberships or External-memberships, where
appropriate. There are three cases that we needn&ider to make sure that the transition is smodt) new
Course-memberships and External-memberships, (8hwWlourse-memberships and External-membershipsegexpi
and (3) converting existing Life-memberships to Seamemberships or External-memberships. The Ctigeni
has the authority to implement cases 1 and 2 fraoha&lmas term 2002. However, to implement caae 8ell, a
majority is needed in a secret ballot vote of thigion by the members at a General Meeting.

1. New Course-member ships and Exter nal-member ships

This is an ideal time of year to change a membprisSue to have it in place for the new acadense.y€hanging
the sale of Life-memberships to Course-memberstijs External-memberships is simple. Course-merhipers
could be categorized as up to 4 years, as mostrgnaditiate degrees are not longer and this will covest
postgraduates as well. This may even increas@r@ortion of Course-members in the club, resulimgnore
membership revenue, because spelling out the ddayears for £25 is very reasonable. There casnl print
saying that if the undergraduate course in quesiists more than 4 years because of a satisfactaspn, such as
a D.Phil. taking longer than expected, or becaliseniember takes time off from his or her coursetdu#ness,
then duration of the Course-membership will be nsatered by the Membership Secretary at his odiseretion.
This extension would not apply to an individual whoishes the course in question then starts anskco
undergraduate or postgraduate course, even ifnitial icourse is three years then the second cdarsaly one
year. Individuals who are not carrying out a Unsity course may take out an External-membershipyears.

2. When Cour se-member ships and Exter nal-member ships expire

A few weeks before a Course-membership expiresMémbership Secretary can write to the member gskin
whether (s)he would like to remain a member ofdlub. If the answer is ‘yes’ because (s)he isisgain Oxford

to do a second degree then (s)he can be asked/ta paminal fee of £10 for a Course Renewal-menhiyers
which will last the duration of the course. If thaswer is ‘yes’ but (s)he has finished his or ¢murse then a
nominal fee of £10 can be paid to cover termcandtipg and postage for an External Renewal-memijeish4
more years, with the Membership Secretary keepggr thome address on record. A few weeks before an
External-membership expires, the Membership Sagret@n write a letter to the member asking whetlsgine
would like to remain a member of the club and & #mswer is yes then a nominal fee of £10 can laetpaover
termcard printing and postage for an External Retemembership of 4 more years, with the Membership
Secretary keeping their home address on recorae nlimber of people who opt to remain a member efcthb
once they have finishes their course will be snimlt, it will mean that keen members have the opmitt to do

s0. The club must have more than 80% of its meshiggfrom resident junior members of the Universsty if the
number falls to less than 80% then the club shalkho consider restricting External-membershipghis respect,
the club must reserve the right to withdraw the sdilall External-memberships.

3. Converting existing Life-member ships to Course-memberships or External-member ships

With a majority in a secret ballot vote of this mot by the members at a General Meeting, existiifg-L
memberships shall be converted to Course-membershigExternal-memberships. In such an outcomeryeve
existing Life-member shall be informed that dudfte club breaking University regulations and cordgrang its
constitution, it can no longer support the systérife-memberships, so his or her membership isdpeonverted

to a Course-membership or External-membership, evhegspropriate. This measure can be most fairly
implemented as follows. The default Course-mentiyershall run up to the end of an individual's et course,



but those affected in this change will be contattethe Membership Secretary at that point andgtiested, their
membership may be converted to an External-memipeasithe end of their course to run up to Tritéym 2006,
by supplying the Membership Secretary with theimecaddress. The default External-membership stallip to
Trinity term 2006.

Richard Campbell, amended 12" June 2002, written up 20" June 2002



