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CLUB AFFILIATION 2016-17
GUIDANCE NOTES
These notes are to guide you through the process of completing the online club affiliation form.  
There is also a video to guide you through filling out this form

www.saclubs.org.uk/using-the-club-affiliation-form-2016/ 

If your question is not answered by these notes or the video, please contact Carol Robison on 0131 476 7321 or membership@scottishathletics.org.uk.
The information you provide on the affiliation form will be held on a database for use by scottishathletics staff.
Starting your affiliation
· The Club Secretary/main contact should begin this registration process by going to http://www.saclubs.org.uk/affiliation2016 
· Enter your email address and tick the data protection information box.
· Click ‘Next’

· You will receive an email containing a unique code which has been attributed to your form. Keep this email safe as the code will enable you to access your form again in future.

General tips

· Please fill out your club’s details accurately. All fields are compulsory unless the field is marked ‘Optional’.
· All the information you enter is saved automatically. If at any time you want to close the form and return to it later, you can just close your browser window without saving. To return to your form in future, just go to the website and login with your email address and code. Other people in your club can also access the form if you want them to enter some of the data – just tell the email address you registered with, and your code. 

· If you forget/lose your code and want to return to your form, enter your email address on the first page as usual. On the second page you can ask for a reminder to be sent to you.
· Some fields on the form, such as totals, will fill automatically.

· At the top of each page you will see buttons for Previous and Next, and also a dropdown menu, which allows you to move quickly between different pages of the form.

Club information

· The details you provide in this section will be published in the club finder of the scottishathletics website. A contact phone number for publication is not compulsory, but the more information you give, the easier it will be for potential new members to find you.

· The club contact details may be shared with our commercial sponsors. If you do not wish our commercial sponsors to receive your information then please tick the box.
Secretary details

· The secretary is your main club contact for affiliation and other formal requests in line with the rules of the sport. This will be the e-mail for the mailing of ALL items to be circulated from either UK Athletics or scottishathletics for club use and guidance.

Committee details
· This contact information may be used by scottishathletics staff.

· The Welfare Officer is an essential contact to ensure swift and accurate circulation of important information and updates on the issue of Welfare Policy and Procedure.  These details are important in counter-signing of an Enhanced Disclosure Scotland Check. For further guidance, please contact Jim Goldie on 07739 506733 or jim.goldie@scottishathletics.org.uk
Club address

· This information may be used for correspondence by scottishathletics staff, so you may wish to enter the secretary’s home address rather than your training venue, if that will make mail easier to access.

Club training venues

· It is important that you give us at least one full and accurate location for your training venues, because we use this information to locate your cub in the website club finder. Having accurate information means people in your locality will be able to find you in the club search, and to see your training location on the map.

· Please note: If your only venue does not have a postcode (for example, for hill running clubs), you may instead enter latitude and longitude for your most common meeting place.

Disciplines
· In line with UKA Rules for Competition, a club should indicate those discipline areas for which it intends to register and allow its active athletes to compete.
· You may check as many or as few fields as are relevant.
Club Governance

· This is a new section for 2016. If you are unsure how to answer, please use the links on the page to read more on our website or contact your National Club Manager for help.

Club colours

· In line with the UKA Rules for Competition, the sport requires all club vests to be registered with the governing body - scottishathletics. Even if a club has not changed its colours, we would encourage you to attach an image as well as description, for our records.
Coaches, officials

· This information can assist in demonstrating the “state of play” within clubs. Key data help to illustrate areas of greatest need and assist in planning how the sport invests funds in developing both the existing and potential coaches and officials workforce.

· The totals on this page will complete automatically as you enter numbers in each section.

Athletes

· In order to effectively monitor club development across Scotland and the UK we need to have clear and accurate figures on age groups. 

· The totals on this page will complete automatically as you enter numbers in each section, and will also feed through automatically to create your total fees on the final page of the form.

Recreational Running

· This is a new section. If you enter details of a jogscotland group we are not aware of, we will use the contact details provided to get in touch and find out more about the group, so it can be displayed on the jogscotland Group Finder.
Fees payable

· These will have been automatically calculated by the online form as you entered your athlete numbers. The total due will be shown on this page, and you will also receive an email after submission confirming the total due and details of how to pay.

· Once your form is submitted, you will not be able to change the information included. If you wish to alter any information after submission, please contact Carol Robison with the contact details below.
· Your club must pay its affiiation fees by 31 August, 2016.

· Should you have any questions on this section or agreeing the appropriate fee then please contact Carol Robison on 0131 476 7321 or membership@scottishathletics.org.uk.
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