
 
 

 
 
 

Plockton Small Boat Sailing Club 

 

Standard Operating Procedures 

 

 

 

 

 

 

 

 

 

 

 

 

Date February 2015 

Version Number 3 

Prepared by DM, JL, KL, TS, FB 

Checked by Neil MacRae (VC) 

Date of Next review January 2016 



 
 

Contents 

Introduction 1 

Aim 1 

PSBSC Volunteers 1 

Document Review 1 

Officer of the Day     (PSBSC Races) 2 

On the Morning of the Race 2 

VHF Radios 2 

Setting a Course 3 

Sound Signals 3 

Starts 3 

Post Start 4 

Shortening Course 4 

Finishes 4 

Post Finish 4 

Protests 4 

Officer of the Day     (PSBSC Club Nights) 5 

Before Sailing Starts 5 

When Sailors Arrive 5-6 

When Boats are on the Water 6 

After Sailing 6 

Safety Boat 7 

Safety Boat Specification 7 

General Restrictions of Use 7 

Crew Competencies 7 

On Board Equipment for Safety Boat 8 

At the Start of the Event, Prior to Departure 8 

Safe Operating Practices 9 

Safe Rescue Practices 9-10 

At the End of the Event, Prior to Departure 10 

VHF Radio Communications 11 

Shore Duty (PSBSC Club Nights) 12 

Sub-Committee Tasks 13 

Responsibilities of Office Bearers 14 

Appendix 1: Emergency Procedures 15 

Sudden Storm / Freak Weather Conditions 16 

First Aid Incident 17 

Fire in Sailing Club Buildings 18 

Appendix 2: Locations of Key Safety Equipment & Information 19 



PSBSC Standard Operating Procedures. V3.August2014 

1 

INTRODUCTION 

Aim 

The aim of this set of Standard Operating Procedures is to provide a single point of 

reference for overarching guidance relating to volunteer duty officers, undertake their roles 

for Plockton Small Boat Sailing Club (PSBSC) events for the enjoyment and safety of all. This 

also includes details of the roles and responsibilities of club office bearers and management 

sub-committees and emergency procedures.  

All PSBSC members carrying out club duties should also be familiar with the PSBSC operating 

policy which includes a risk assessment matrix and the club’s child protection policy. 

Note: PSBSC is an authorised RYA training centre. However, this document does not 

specifically cover the activities of training. There is a separate set of operating procedures 

for PSBSC instructors carrying out duties for the PSBSC RYA affiliated the training centre. 

These are available on the PSBSC website www.plockton-sailing.com . 

PSBSC Volunteers 

All aspects of PSBSC are run by volunteers. The Committee, race organisation, RYA 

instruction and all social functions are only possible thanks to the hard work of many, many 

volunteers, without whom there would be no sailing club. However, in seeking to organise 

the many events of a busy sailing club we endeavour to ensure that all aspects of the club 

are properly run with responsibility and due diligence. To this end, the club seeks to ensure 

that all volunteers are aware of their duties and understand their roles and responsibilities. 

This document seeks to bring these actions, duties and responsibilities together into a single 

document. All club volunteers should refer to the relevant sections of this. 

Document Review 

The PSCSC Standard Operating Procedures is intended to be a ‘living document’ subject to 

on-going review and formally approved annually prior to the start of the sailing season by 

the PSBSC Committee. Once reviewed and finalised the document will be distributed to 

members, published on the Club’s website and displayed prominently in the boatshed. 

Should any club member wish to highlight any additions or omissions in this document, 

please do! Please address these to the secretary at info@plockton-sailing.com . 

 

 

  

http://www.plockton-sailing.com/
mailto:info@plockton-sailing.com
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OFFICER OF THE DAY   (PSBSC Races) 

This document gives an indication of the overall responsibility of the Officer of the Day 

(OOD) during PSBSC races. This should be viewed in conjunction with an up to date copy of 

the Sailing Directions contained in the current club handbook. Additionally, all OODs should 

be familiar with the PSBSC Operating Policies and the Emergency Procedures which are 

contained as an Appendix to this document. 

On the Morning of the Race 

As early as possible on race days, the OOD should raise the Club pennant and either the L 

pennant (for a local boat race) or the C pennant (for a centreboard dinghy race – both adult 

and junior) or both pennants (for combined fleet races) on the starters hut flagpole. The 

flags are stored in the Timekeeper’s hut at the Start Line. Additionally the OOD should: 

 Get weather forecast 

 Check tides 

 Check that Safety Boat skipper expects to be there 

 Collect Commodore’s box 

 Check hand held radio is charged 

In order to prepare the starter hut for the race, the OOD should put start / finish hooter 

speakers on hut wall, Connect batteries for PA and anemometer etc., take hooter buttons 

and cables out of box on flagpole. Finally, the OOD should check the PA, hooter and VHF 

radio. 

Before any dinghies appear on the water the OOD should line up the striped pole with the 

Flagpole and the outer limit mark. This gives skippers the opportunity to make timed runs to 

the line in their preparation for starting. The striped pole should then remain in place until 

all the boats have started. 

During this period, the Timekeeper(s) will take note of the boats as they appear on the 

water and confirm that all crews have signed in as required. It is vital to ensure that the list 

of names of all crew should be complete prior to the race start.  

VHF radio 

Familiarise yourself with both the VHF Radio and the VHF Handset. Check that both are 

working and call the Safety Boat(s) for a radio check. Radio communication should be kept 

to a minimum with channel 74 being used. 

Vessel / Station Callsign 

PSBSC RIB “Sheepdog” 

Pioner Workboat “Workhorse” 

Shore Base “Boatshed” 

Start Line “Tulloch Ard” 
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Setting a Course 
The OOD should give some consideration to the course to be set throughout the day but it is not 

necessary to decide finally until the last 20 minutes before the race starts. If there is a possibility of 

using the Dubhaird mark as part of the course, the OOD should discuss this with the Safety Boat 

Skipper.  

Ideally, courses should be set for a windward start. When setting the course imagine a string pulled 

tight without loops. The standard length course for a ‘senior’ race is 6 miles – the equivalent of 

Ulluva, Golach, Home x 2 (a list of suggested courses is available). Exceptions to this are the races 

run for the Consett Cup and the 2nd Ulluva Cup which are races with a time and a half time limit, 

and the Long Distance Races which have double normal limits.  

Exception: The course for the Long Distance Race is set by the Racing and Sailing Sub Committee on 

the evening before the race and is not promulgated from the start line – course slips can be 

collected from the Boat Shed. 

In setting a course, the OOD should be aware of the tides on race days as particularly in light winds 

the tidal currents at the Golach and Reraig marks can have an undue influence as they are 

particularly strong here although they do have an effect throughout a race. 

For junior races, only harbour buoys should be used. 

Once decided on a course, the OOD should set it out on the course board where it should then stay 

until after the end of the race even if there is a course alteration or shortening. The Safety Boat 

skipper should be informed of the course once it is finalised. 

Sound Signals 
A sound signal is given 30 minutes before the start signal for the first fleet to race (normally 

Centreboards). This is a warning signal only and need not be timed. However it is best to try to 

adhere to this count down. The standard starting procedure is as follows: 

 5 minute warning signal  (Timekeeper gives countdown) 

 4 minute preparatory signal. – Racing rules apply after this, no paddling or crossing start line. 

 1 minute warning – long blast 

 Start signal 

Starts 
All the instructions for starting procedures are contained in the Club Handbook. Before the 5 minute 

signal, the OOD should announce which races are being sailed and the course. It should be sufficient 

to make the announcement once but on occasion twice may be necessary. as they are unlikely to be 

heard. Bear in mind that sailors may not hear the announcement – particularly on windier days so 

there is little point in trying to make long complicated announcements, e.g. about social gatherings 

etc. 

The Timekeeper(s) will announce the countdown for each phase of the start(s) and the Commodore 

need only make the sound signal. There is a system for Recall of boats over the line at the start and 

for General Recall. The OOD should familiarise him/herself with this to avoid confusion. It should be 

borne in mind that a false start by any boat is an infringement and therefore boats starting 

legitimately should not be confused by sound and/or voice signals dealing with the infringement. 
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Post Start 
The OOD should inform the Safety Boat skipper of the number of boats participating in the race(s) 

broken down into Centreboards and Local Boats. Giving this information after the start means that 

any non-starters/immediate retirers are not included in the count. 

During Regatta, the Commodore/OOD must allocate points for starts for Local Boats for the majority 

of the ‘senior’ races. The Timekeeper will advise when this is necessary. It is important that these 

points are not allocated just for ‘first over the line’ type starts but for starts which are appropriate to 

racing sailing. For Example - First over the line may not be best placed for first round the mark. 

Shortening Course 
The up to date rules on shortening/altering courses are contained in the Sailing Directions, contained 

within the club handbook. OODs should ensure that they have an up to date copy of the handbook 

to hand. 

Finishes 
Before the first boat comes to the finish line, the Commodore/OOD should re-align the striped pole 

with the Flagpole and outer limit mark. The tide may have moved the outer limit mark. Once re-

aligned, the pole should not be moved again until the last boat has finished. 

The OoD should announce the name (or sail number) of each finishing boat as it nears the finishing 

line. If possible, a shout of ‘NOW’ should be given followed by a sound signal as the boat finishes. 

This gives the Timekeeper(s) a precise time for a finish. The OOD should not concern him/herself 

with the timings as all of this work is the responsibility of the Timekeeper(s). 

Check boats don’t re-cross finish line and go round the home mark. Disqualify if they re-cross. 

Post Finish 
Once all boats have crossed the line, the OOD should sign off with the safety boat(s). The 

Timekeeper(s) will give a list of results to the OOD for delivery to the Hotel. A further list is posted on 

the Club noticeboard. All flags should be lowered and stowed in the Timekeeper’s hut. Flags should 

only fly on race days. 

Protests 
In the event of a protest, the OOD should arrange a protest committee. This should consist of a 

chairperson (either the Commodore/OOD or his or her nominee) and two others. These must be 

independent of the parties involved in the protest. 

The time limit for presentation of the Protest is noted in the Club Handbook. The time and place of 

the meeting should be agreed and the protestor and protestee should be informed and given the 

opportunity to arrange for their witnesses to be present. The outcome of the protest should be 

posted on the Club Noticeboard. 

  



PSBSC Standard Operating Procedures. V3.August2014 

5 

Officer of the Day (PSBSC Club Nights) 

The role of Club night OOD will usually be carried out by a PSBSC member who is an RYA 

qualified dinghy instructor. In exceptional circumstance the role of club night OOD may be 

carried out by an experienced PSBSC member who has experience of carrying out PSBSC 

race OOD duties and is familiar with all emergency procedures. 

The club night OOD is in overall charge of all club night activities and should ensure that 

others carrying out club night duties (such as shore support and 2nd safety boat driver) are 

familiar with their roles. 

Before Sailing Starts 

 Get weather forecast 

 Check tides 

 Check that there is fuel for the Safety Boats 

 Ensure that Safety boats will be afloat at the start of the evening 

 Plan for alternative activity for about an hour in event of being unable to sail. 

 Check actual weather against forecast and consider if conditions are likely to 

deteriorate during the activity. 

 Decide if conditions are safe for the planned activities. 

 Discuss conditions with Safety Boat Crews. 

 Brief 2nd Safety Boat on their duties. (Normally to look after the boats not being 

coached) 

 Plan to restrict activities or cancel sailing if necessary  

 Check radio communication between Safety boats and Boatshed. 

When Sailors Arrive 

 Allocate boats. Where possible, let members and junior members choose unless 

there are too many kids 

 Split kids into first and second group if necessary with change over at half time. 

 Do not allow more than one Stage 1 or Stage 2 per Topper.  

 Enforce rule about 2 people to carry masts. 

 Assist Stage 1 & 2s with rigging and check their boats. 

 Make Stage 3 & 4 rig their own boats, give advice or help if asked. (They will 

never learn if someone always helps them) 

 Encourage parents to help moving boats etc. 

 Check that all sailors have suitable wetsuits and properly fitted buoyancy aids.   
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 Decide on sailing areas and brief sailors. (Use Sailing Areas guidelines) 

 Stage 1 & 2 to sail Toppers only and at Dall end of Harbour supervised by 

Instructor. 

 Enforce reefing for Stage 1 & 2s if appropriate 

 Recommend reefing to Stage 3 & 4s if appropriate 

 Ensure that one Safety Boat is afloat and in radio communication with shore 

before allowing boats to leave beach. 

 Ensure that someone helps Stage 1 & 2s launch safely. 

 For safety boat procedures – see Safety Boat Skipper SOPs contained elsewhere 

in this document. 

When Boats are on the Water 

 Take Sheepdog to carry out Safety Boat/ Coaching duties 

 Radio Boatshed to confirm you are afloat and number of boats on water. 

 Organise games, coaching etc as appropriate for Stage 1 & 2’s. 

 Keep them at Dall end of harbour and remain with them throughout sailing 

session. 

 Coach Stage 3 & 4s as appropriate and if they want it. 

 Radio Boatshed to let them know when to expect boats coming ashore or any 

changes to planned activities such as planned capsizing.  

 Liaise with 2nd Safety boat about ongoing situation. 

 Monitor weather conditions and abandon or shorten the session if necessary. 

 Monitor Sailors for signs of hypothermia and send ashore if necessary. 

 Call Boatshed to organise back up or help if necessary. 

 Restrict planned capsizing to a designated Capsize Zone and one boat at a time. 

 In Event of Emergency take command and follow PSBSC Emergency Procedures 

 Tell sailors to head for shore 15 minutes before end of session. 

 Ensure one Safety boat remains operational until all boats and crews are ashore. 

 Confirm to Boatshed when all boats are ashore and sign off. 

After Sailing 

 Ensure both Safety Boats are put away properly. 

 Help and supervise de-rigging and stowing boats. 

 Check with Shore team that all sailors have signed out. 

 Debrief Sailors if appropriate. 

 Record any accidents or injuries in the Accident Book in the boatshed. 
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SAFETY BOAT 

Safety Boat Specification 

PSBSC owns 1 safety boat. This is a 5.8m rigid inflatable boat (RIB) with a 4 stroke petrol 

Honda 50hp engine. The boat is named “Sheepdog”. This is also the boat’s VHF call sign. 

Additionally, PSBSC has occasional use of the Plockton Harbour Association CIC’s boat. This 

is a Pioner Multi with a Yamaha 4 stroke petrol 50hp engine. The boat is named 

“Workhorse” and this is also the boat’s VHF call sign. Use of “Workhorse” is at the prior 

approval of Plockton Harbour CIC and is undertaken under the Plockton Harbour CICs own 

conditions of use. Notwithstanding, when "Workhorse" is being operated a by PSBSC as a 

safety boat, PSBSC take full responsibility for manning equipment and safety and 

"Workhorse" will be operated in accordance with the PSBSC standard safety boat SOPs. 

General Restrictions of Use 

The use of “Sheepdog” is restricted to daylight hours, and restricted to the boundaries of 

the normal PSBSC sailing area (as defined by the normal locations of PSBSC race marks). Use 

is limited to PSBSC events (such as races, club nights and other advertised events).  

It is recommended that “Sheepdog” not be used in excess of Force 6, unless in emergency 

situations. In emergency situations, PSBSC emergency procedures should be followed, under 

the instruction of the event Officer of the Day (OOD) and crews should not endanger 

themselves or the boat.  

Any use out with these limits of conditions and area requires a specific risk assessment by a 

competent person and the permission of a Committee Member. 

Crew Competencies 

“Sheepdog” should only be skippered by those holding a valid RYA Power Boat Level 2 or 

certificate of at least equivalent status. In event of any uncertainty over competence, an 

assessment may be carried out by a RYA qualified power boat instructor, in association with 

the PSBSC training principle. The PSBSC training principle will hold a list of all qualified 

rescue boat skippers. 

“Sheepdog” should at all times be crewed by a minimum of 2. Both Skipper and crew 

member should be at least 16 years of age and physically capable of pulling sailors out of 

the water. Where possible, the Skipper should give priority to crew who are on the waiting 

list for the RYA Power Boat level II course, in order that they gain experience in race 

situations. Skipper and crew must at all times wear a CE Approved 50N buoyancy aid or 

lifejacket and be prepared for worsening weather conditions. It is recommended that the 

crew should also be equipped to enter the water. 

When operating at speed the maximum number of people that the safety boat should carry 

is 2. Where it is necessary to carry more people on board (for example as a result of rescue), 

maximum operating speed should be reduced significantly. 
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ON BOARD EQUIPMENT FOR SAFETY BOAT 

The following equipment should be carried on board: 

Contained in water tight container 

(stored in boatshed) 
Permanently stored on board 

“Sheepdog” log book Knife 

1st Aid Kit Engine tool kit 

Flares, Tool Kit, Anchor and warp 

Survival Bag, Spare Kill Cord. Bailer, Paddles, Towing Bridle, 

Race Dan buoys 

(centre board and Local Boat class markers) 
Towropes, Throw bag, 

Spare kill-cord end attached to console Portable rule bilge pump 

At the Start of the Event, Prior to Departure 

It is important that safety boat skipper and crew arrive well before the stated start time of 

any PSBSC event in order that pre departure checks can be carried out (and if necessary 

rectified). The safety boat should be off its mooring and patrolling the sailing area when the 

first sailing boats take to the water – the only exception to this is for adult races where 

sailing skippers in privately owned boats begin sailing without safety cover at own risk.  

The following checklist can be used on arrival at the safety boat, prior to casting off from the 

mooring: 

 Ensure all equipment that should be on board, is on board (see above). 

 Ensure all tubes are fully inflated. If additional air is required, refill bow sections 

first, then working aft. 

 Ensure that there is sufficient fuel for the event. There is secure space for 2 x 

22ltr fuel cans on board, so there should be at least a complete spare fuel can 

carried at all times. Fuel cans should be securely stowed and the breather valve 

for the can in use opened. 

 Check propeller securely fixed and steering working. 

 Check that there is sufficient engine oil 

 Lower engine into water before starting and check tilt function is working (this 

will also confirm battery power). 

 Insert and secure kill cord and start engine (if necessary using the cold start 

lever). Leave engine running for several minutes before casting off mooring. 

 During the engine warm up, a radio check should be carried out with the shore 

base or event OOD. 

 Once the engine has run for a few minutes, remove the kill cord to ensure that it 

stops the engine as intended. 

 Skipper should give crew a briefing on crew responsibilities and all aspects of the 

boats operation, including engine and VHF operation, in case crew is required to 

use these in event of emergency. 
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Safe Operating Practices 
The skipper of the safety boat shall at all times use a “kill cord” (4-5 ft long) The RYA recommends 

that the kill cord be attached around your leg where it should not foul the steering or gear controls. 

The condition of the kill cord should be checked at the start for signs of wear and replaced if 

necessary.  

The following guidelines are taken from the RYA website to minimise the risk of propeller strikes: 

 Keep a proper look out at all times 

 Check the area around the engine for hazards before starting the engine 

 Stop the engine when there is a risk of a person in the water coming into contact with 

the propeller 

 Stop the engine when trying to communicate with sailing crews 

 Warn passengers and crew of the hazard associated with falling in, in particular prop 

strike.  

 Ensure passengers and crew are aware of the need to maintain good handholds whilst 

under way. 

 Communicate changes in direction or speed to passengers and warn passengers when 

approaching wash or areas of rough water 

 When operating at speed, ensure passengers are not positioned or seated in the bow 

where they can be easily thrown out of the boat if it stops suddenly 

 Operate at a speed appropriate to the conditions 

Smoking or the consumption of alcohol not is permitted in the safety boats at any time. In addition, 

crews should not be under the influence of alcohol or drugs. 

Safe Rescue Practices 
The first responsibility of the safety boat skipper and crew is to the safety of helms and crews 

participating in the PSBSC event. The Safety Boat skipper has ultimate authority during a rescue and 

those being rescued must accept his/ her decisions. When conditions result in one boat requiring 

help it is likely that others will also need help, therefore rescues must be carried out as swiftly as 

possible. It may at times be necessary to rescue the sailors and abandon the rescued sailor’s boat 

until there is time to return. Abandoned boats should only be recovered once it is safe to do so, this 

may be once all sailors are off the water. 

In the event of a centre board dinghy capsize the following points should be borne in mind: 

Manoeuvre quickly if necessary to ensure a clear visual sighting of the crew in the water and verify 

that all crew are safe and they are working to re-right the boat. If a crew is impeded, injured or 

trapped a rapid rescue may be required. If anyone is thought to be under an upturned hull rapid 

rescue is critical and this may require one of the safety boat crew to enter the water. However, in 

most circumstances the crew can normally right the boat themselves and will wish to do so. If the 

crew is unable to right the boat themselves then give assistance. Normally approach carefully from 

the lee side, watching out for trailing lines. Once contact is established the engine should be 

switched off and the kill cord removed. A dinghy on its side may be righted either by pulling upwards 

on the mast tip and “walking” it up until the dinghy rights, or by bearing down on the dagger/centre 
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board. In strong winds it may be necessary to lower the mainsail or release it from the end of the 

boom, depending on the type of dinghy. Once the boat is righted and the crew on board they should 

be left to sail to shore. Whichever method is used, make sure that the crew is not between the 

dinghy and the Safety Boat.  

Avoid damaging the dinghy’s hull and rigging (beware of the recover eyelet on the bow of the RIB 

which can do considerable damage if it comes in to contact). 

In the event of a Plockton Local Boat capsize the following points should be borne in mind: 

Ensure all crew are safe, manoeuvre quickly if necessary to ensure a clear visual sighting of the crew 

in the water. If a crew is impeded, injured or trapped a rapid rescue may be required. Plockton Local 

Boats are much more difficult to self-right and crew will typically require assistance. If not safe to 

provide immediate assistance, the Local Boat crew should be taken on board the safety boat and the 

Local Boat left for later recovery. The OOD should be informed immediately if crews have been 

taken aboard the safety boat and if possible attach a “crew removed” buoy to the boat. In the event 

of more than one Local Boat capsizing the race will automatically be abandoned. Don’t waste time 

trying to right the boat(s). Focus the initial rescue operation on people in the water. 

Only if safe to assist with re-righting the boat, inform the OOD of your intention to do so. Normally 

approach carefully from the lee side, watching out for trailing lines. Once contact is established the 

engine should be switched off and the kill cord removed. A local boat on its side may be righted by 

pulling upwards on the mast tip and “walking” it up. In strong winds it may be necessary to lower the 

mainsail or release it from the end of the boom. Once the boat is righted the portable rule bilge 

pump may be used to help empty the boat. This is switched on by connecting the wires to the 

battery terminals. All safety boat skippers should familiarise themselves with the use of this pump. 

At the end of the Event, Prior to Departure 
The safety boat should remain active on the water until all participating boats are either ashore or 

secure on their moorings. Permission to ‘stand down’ should be requested from the event OOD. 

If the OOD decides that conditions have become too rough or windy for safe sailing the safety boat 

should inform all sailors present that safety cover will be withdrawn, then allow sailors sufficient 

time to return to shore (and assist in this process if necessary) before mooring the Safety Boat, 

adults in their own boats may continue to sail but must be told that safety cover is being withdrawn. 

On completion, the safety boat is to be moored up in a seamanlike manner, and all equipment 

neatly stowed. “Sheepdog” should not be left unattended on either pontoon for an extended period 

of time as this can cause damage to both tubes and engine. The engine should be brought out of the 

water (fully up). The VHF should be switched off. The logbook for the event should be completed 

after each use and any faults requiring urgent attention should brought to the attention of the 

Safety Boat Convenor. Minor faults should be logged and will be dealt with in due course. All rubbish 

is to be disposed of, all deck equipment securely stowed and finally the canvas cover securely 

fastened.  

All empty or nearly empty fuel cans should be removed and returned to the fuel bunker. Any fuel 

cans left on board should have the breather valve closed to prevent rain water entering the fuel. If 

fuel is getting low, please inform the safety boat convenor. Ensure fuel bunker is securely fastened 

and key returned to its proper place. 
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VHF Radio communications 
 

Radios will normally be operated on Channel 74 for communication between Safety Boats and 

Boatshed and event OOD. Communications should be limited to those needed for the safe and 

efficient operation of the event. In emergencies communications will normally be undertaken on 

Channel 16, however the instruction to change will normally be given either by the OOD or the 

coastguard (see PSBSC emergency procedures). The call signs for stations routinely used by PSBSC 

are noted below. 

 

Vessel / Station Call Sign 

PSBSC RIB “Sheepdog” 

Pioner Workboat “Workhorse” 

Shore Base “Boatshed” 

Start Line “Tulloch Ard” 
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Shore Duty (PSBSC Club Nights) 

The role of Shore Duty on PSBSC is to support the Club Night OOD in carrying out their duties, 

including providing a contact on the shore, ensuring all sailors sign in and sign out correctly, and 

overseeing the boat shed. All volunteers undertaking Club night shore duties should refer to the 

PSBSC Operating Manual – in particular the child protection policy.  

The OOD will be in overall charge of club nights and would take responsibility in event of emergency. 

 On arriving, introduce yourself to the OOD. 

 unlock Toppers  (key hanging in boatshed) and toilets too. Remember to lock up again at 

end of night.  

 locate the box with book, radio and/or phone 

 check list of first aiders (on wall) and find out who is one for the night (i.e. need to know 

who to call if need help. If none of the people rota’d on have first aid, there is usually 

someone at the Plockton Hotel 544274 or Inn 544222 who is) 

 Ensure that all sailors (both adult and junior) sign in and collect their payment for club 

night. Oversee the allocation of boats or get instructor to allocate boats and note who is 

in which boat. As a check it is useful to verify that the number of people signed in 

matches the number of people allocated to boats. 

 Where necessary help sailors get appropriate gear, e.g. wetsuits and buoyancy aids etc. 

 liaise with rescue boat skipper and crew 

 check radios are working (get shown if necessary by the rescue boat skipper) 

 notify the rescue boat skipper on how many sailors and boats on the water 

 do not be alone with a child (for child protection reasons). Call another adult or 

someone in if the situation arises. 

 when sailors come in, make sure each person signs out  

 check all boats and sailors ashore 

 shore support to encourage kids etc and their parents to work together to tidy away 

boats and equipment 

 hot drinks for anyone 

 If a problem arises (eg rescue boat engine fails etc) alert the OOD and seek their 

instruction. If necessary, refer to the PSBSC Emergency Procedures. 
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Sub-Committee Tasks 

Boat Shed & 
Maintenance 

 General maintenance and upkeep of the Boatshed and adjoining ground area, 
including painting and decorating and the fabric of the building. 

 All matters relating to the flagpole and Starter’s shed. 

 Upkeep of the ground area surrounding the flagpole. 

 Maintenance of the electrics to the tannoy and VHF at the start line. 

 The maintenance and stowage of the race marks. 

 Setting out and uplifting of the race marks. 

 Setting out and uplifting of any extra race marks for the Long Distance and Yacht 
Races. 

Club Night 
 Organising all club night activities. 

 Setting (and reviewing as required) club night rules and guidelines. 

Handicap 

 Allocating handicaps to the Local Boats 

 Amending handicaps in accordance with Club policy and when alterations are 
made to boats’ hull and/or rig/spars. 

 Communicating handicap changes (website / notice board) 

Junior 
Endeavour 

 Selecting a suitable candidate for the award from the submitted nominations. 

 Judging any logs received as entry for the Cruising Cup. 

Racing & Sailing 

 Preparation of the Sailing Calendar (including regatta timetable) 

 Coordination of all racing duty rotas – OOD & Timekeeper & liaise with rescue 
boat convenor. 

 Preparation and review of sailing directions 

 Ensuring adherence to the sailing directions – in particular local variations 
(insurance, buoyancy, sail area etc). 

 Organising / setting courses for the following races: Yacht race (Frithard Trophy), 
long distance race, Ragamuffin & rowing race. 

 Resetting time for any postponed races. 

 Advisory group for the Commodore 

Safety Boat 

 Making recommendations on all aspects of ‘on the water’ safety including 
organising safety cover for club activities i.e. racing and training. 

 Care and maintenance of the Safety Boats and their ancillary equipment i.e. 
moorings, trailer, dinghy, radios and all on board equipment. 

 Organising crews for the Safety Boats. 

 Liaising with the Training Committee over Safety Boat Training. 

 Considering replacement of equipment as appropriate. 

Social & 
Fundraising 

 Organising the Sailing Club’s social events 

 Organising fundraising activities 

Training 

 Organising all relevant training courses: sailing / power boat /First Aid etc. 

 Coordinating training course promotion and application process. 

 Maintaining the club’s RYA training centre status, including coordinating 
the inspection process. 
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Responsibilities of Office Bearers 

The Commodore 
 Oversight of all aspects of the club 

 Chairing Committee meetings and AGM 

 Race management (unless delegated to an OOD).  

Vice Commodore 
 Assist the Commodore and deputise where necessary 

 Review and advise on all aspects of health and safety 

The Treasurer 

 Responsible for all club finances 

 Prompt payment of invoices – in particularly RYA membership and 
insurances. 

 Advising committee on the state of the club’s finances 

 Preparation of annual accounts and arranging for these to be 
audited. 

The Secretary 

 Calling General Committee meetings 

 Taking the Minutes of General Committee meetings 

 Circulating these minutes 

 Receipt and circulation of all correspondence 

 Liaising with outside bodies 

 Communications to members 

Racing & Sailing 
Secretary 

 Chairing the Racing & Sailing sub-committee 

 Arranging the race calendar and circulating accordingly 

 Oversight of racing directions  

 Oversight of all (racing & sailing) duty rotas 

Training Principle 

 Oversight of all training carried out by the club 

 Maintenance of the ‘RYA training Centre status’ 

 Chairing Training sub-committee 

 Advising committee on relevant RYA updates. 

Timekeeper 

 All aspects of race timekeeping 

 Coordinating any training of timekeeper volunteers as required. 

 Arranging timekeeper rota 

 Maintaining a record of all club race results all club race records in 
full. 

 Submitting annual race returns to the RYA. 

Membership 
Secretary 

 Collecting membership. 

 Liaising with the Treasurer regarding monies collected. 

 Liaising with those who wish to advertise in the Handbook. 

 Maintaining and updating a membership list. 

 Arranging rotas for the Boatshed during Regatta 

Social Secretary 
 Chairing Social & Fundraising Sub-committee 

 Organising all club social events, including arranging volunteer rota 
where requires and publicising events. 
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Appendix 1:   Emergency Procedures 

The following pages include emergency procedures to be carried out by the 

OOD in event of a number of situations. 

This should all be printed out and displayed prominently both in the Boatshed 

and in the Starters’ Hut. 

Additionally these procedures should be reviewed and revised as part of the 

annual review of the club policies. 
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Sudden Storm / Freak Weather Conditions 

Contact list: 

Phone numbers: 

Commodore/OOD: Line Team: Coastguard: 

999 

Contact list: 

Phone numbers: 

RNLI: 

999 

Local Police: 

01599 534222 

 

Who makes the decision to abandon race in storm /freak weather conditions? 

The Commodore / OOD has ultimate responsibility for the decision and must be adhered to by all on 

shore and in the Safety Boat 

Safety Boat to advise on conditions at sea, Commodore/OOD to take advice and take the 

appropriate action 

Steps to take 

1 Call 999 for professional assistance 

2 

Commodore/OOD to send one of the line team to the junction between Harbour and 

Innes St with radio or mobile phone communications and high viz vest (if available). 

Line team member to make every effort to stop traffic going along Harbour Street (this 

is to allow for easy access by the emergency services) 

3 Remaining Line Team Members to stay with Commodore/OOD to assist as required 

4 
Switch all radios (Commodore’s, Line team’s and PSBSC Safety Boats) to channel 

instructed by emergency services 

5 
Commodore to request info on boat and crew situation and relay to emergency 

services on an ongoing basis 

6 Commodore/OOD to follow all orders given by the emergency service at all times 

7 
Commodore/OOD to act as co-ordinator between PSBSC rescue team and emergency 

services, report any change in circumstances to emergency services 

8 
Commodore/OOD to instruct remaining Line Team member to co-ordinate traffic 

management system for the area in which emergency service will require access 

9 
Emergency services take over incident management on arrival.  Commodore/OOD and 

other PSBSC volunteers to follow emergency services instructions 

Follow up actions 

1 All skippers and PSBSC team to meet with emergency services at Boatshed for de-brief 

2 Commodore/OOD to record incident in accident, incident and near miss book 

3 
Racing & Sailing subcommittee to meet and assess how the situation was dealt with 

and review emergency procedures, taking any advice given by the emergency services 
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First Aid Incident 

Contact list: 

Phone numbers: 

Commodore/OOD: Line Team: Coastguard: 

999 

Contact list: 

Phone numbers: 

RNLI: 

999 

Local Police: 

01599 534222 

Local Doctor 

01599 534257 

Steps to take 

1 Contact first aider (list in Boatshed and Line Shed) 

2 Remain calm and with the patient, try to keep them calm until the first aider arrives 

3 
If no first aider available call the local doctor or emergency services in emergency 

situation 

4 First aider to administer first aid, if they are comfortable doing so 

5 First aider to request the emergency services are called if required 

6 
If emergency service not required but patient needs medical assistance take the patient 

to the local doctor (if the patient is a child ensure you have another adult present)  

7 Hand the case to the doctor or emergency services, Giving all the information you can 

8 Contact next of kin and inform them (without being alarmist) of the situation 

Follow up actions 

1 Report the incident to the Commodore/OOD 

2 Report incident in the accident, incident and near miss book in the Boatshed 

3 
All who played a part in the situation to take part in the investigation into the incident 

and assess if further controls are required to prevent re-occurrence 

4 Sailing Club Committee to put any further actions required in place 
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Fire in Sailing Club Buildings 

Contact list: 

Phone numbers: 

Commodore/OOD: Line Team: Fire brigade 

999 

Insurance company 
Local Police: 

01599 534222 

Neighbours: Boatshed 

Edmund MacKenzie 

Church flat residents: 

Other neighbours: 

Neighbours Line Shed 

Alasdair MacKay: 

Dr Maclaren 

John MacDonald: 

Steps to take 

1 
On Observing a Fire of any size it is imperative that you RAISE THE ALARM before 

attempting to fight the fire, call the fire brigade or have someone call them. 

2 

If safe to do so and you are confident in the use of then attempt to fight the fire with 

the nearest fire extinguisher. DO NOT end up in a position where the fire is between 

you and the exit, even if it is to collect the fire extinguisher. 

3 Advise neighbours to evacuate homes 

4 Stop any entry into the building and surrounding streets 

5 Account for all persons on site 

6 Meet the fire brigade and update them on the situation 

7 Advise fire brigade of any persons not accounted for 

8 Advise fire brigade of flammables and chemicals in building 

9 Follow orders from the fire brigade 

Follow up actions 

1 
With advice from fire brigade assess damage to buildings 

(do not enter building until fire brigade say it is safe to do so) 

2 Tape off and secure buildings if there is any risk of collapse or it’s deemed unsafe 

3 Inform insurer of the fire and damage caused 

4 Report incident in accident, incident and near miss book. 
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Appendix 2:  Locations of Key Safety Equipment & Information 

 

Item Location 

First Aid Boxes In the Boatshed and on the Safety Boat 

Details of Next of Kin 
Details of next of kin and contact numbers are on 

membership forms, held by the Membership Secretary. 

Copy of Emergency Procedure 
PSBSC emergency procedures are posted in the Boatshed 
and in the Starters Hut and are also on the Club website. 

First Aiders 
A list of trained first aiders is on the Boatshed notice 

board, along with contact numbers and date of certificate 
expiry. 

Accident Book 
An accident book is kept in the Boatshed and should be 

filled in, in event of accident or near miss, but the OOD or 
other duty holder. 

VHF Radios 

A fixed VHF is contained in the Starters Hut and on board 
both safety boats (“Sheepdog” and “Work Horse”). In 

addition a handheld VHF is in the OOD box both for races 
and club nights. 

 

 

 

 


