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A) Appointment of an Elections Committee: 
 
1) In accordance with the By-Laws the Past President shall serve as the head of the 

Elections Committee. 
2) Not less than 60 days before the Annual General Meeting, the Past President 

shall form the Elections Committee and initiate the elections process.  
3) The Elections Committee shall consist of the Past President plus two members in 

good standing.  These members shall be selected by the Past President in 
consultation with the President. 

4) No member may serve on the Election Committee if he/she or his/her 
spouse/’significant other’ is running for office. 

5) The Past President shall introduce the Elections Committee to the membership 
at the first General Monthly Meeting following the appointments.  
 

B) Duties of the Elections Committee:  
 
1) Confidentiality: All matters related to the search for candidates, the nomination 

of candidates and the names of members willing to stand for positions shall 
remain confidential until the nominations close and the list of nominees is made 
public.  

2) Search for Candidates: To maintain a fresh and forward looking club it is 
imperative that the Elections Committee contact all members in good standing to 
ascertain whether they would stand for office.  

3) Count the Ballots Results at the Annual General Meeting. These will include any 
proxy votes from those who cannot attend. Proxy votes must be delivered to a 
member of the elections committee before the start of the election. 

4) Announce the Election Results.  
5) At the closing of the AGM, after any requests for a recount are performed and 

approved by the membership, all ballots and tabulation sheets shall be 
destroyed.  

6) The last duty of the Elections Committee will be to examine our Elections 
Procedure with the Executive in case any issues had arisen. 

 
C) The Elections Committee shall:  

 
1) 45 days prior to the election: 

a) prepare an announcement to be transmitted via the Web Manager to all 
members via e-mail, outlining the following:  

b) Advise the membership of the positions which are currently coming up for 
election. 
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c) Advise the membership of the date of the election and invite members to 
nominate themselves or to nominate another member.  
 

2) 45 to 14 days prior to the election:  
a) Accept and confirm nominations made by members to ensure that 

prospective candidates accept the nomination.  
b) Contact any member whom the Elections Committee feels might be a suitable 

candidate for election to a position.  
c) Ensure that all accepting nominees are fully aware of the duties associated 

with the position for which they are standing.  
d) Obtain from each candidate a brief personal synopsis outlining their relevant 

skills and ambitions related to the club.  
 

3) Not Less than 7 days prior to the election:  
a) E-mail all members in good standing providing them with the names of all 

nominees complete with a brief synopsis of their relevant skills and 
experiences and the position for which they are standing.  

 
D) Election Procedure:  

 
1) The election shall be conducted by secret ballot at the AGM.  
2) Where only one candidate is nominated for a position, that candidate will win by 

acclamation and confirmed by vote of those present at the AGM. In the event of a 
Tie the Elections Committee will write the names of the candidates on separate 
pieces of paper. One is “drawn from a hat”. The name drawn is considered to 
have received one extra vote and is the winner.  

3) The new Executive Board members will assume their positions at the end of the 
AGM at which they were voted in.  

4) Outgoing Executive members will cease to be Executive members at the end of 
the AGM at which their replacement was elected; however, outgoing Executive 
members will continue to assist their replacement until the replacement has a 
working understanding of the position. In the case of a Treasurer leaving office 
some time will be required for the transfer of signing authorities.  
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The President 

 

The club’s president, will be planning, organizing, and carrying out responsibilities associated 

with the role as the club’s chief executive officer. 

 

The President shall: 

 

1. Preside at all meetings; 

 

2. Call special meetings of the Executive as may be required; 

 

3. Be 1 of 2 signatories permitted for financial disbursements; and 

 

4. Create and appoint chairs of any committees and serve as ex-officio member of all such 

committees at his or her discretion and ensure these meetings are well planned. 

 

The position of President normally includes: 

 

1. Providing an agenda for General, Annual and Extraordinary Meetings; 

 

2. Keeping executive officers on task and providing assistance and making sure that each 

executive officer is aiding the committee in which capacity he/she is assigned; 

 

3. Leading the entire membership in a well-rounded program of activities and projects. 

 

4. Receiving help and information from the past president; 

5. Reviewing the membership roster and trying to increase the number of members that 

attend meetings;  

6. Organizing the President’s Fall Run; 

7. Selecting an HBCC member deserving of the President’s Award, and coordinating with 

Mr. Malcolm Stanton, his decision for the member to receive the Jenny Stanton Award; 

and 

 

8. Ensuring that a relationship is maintained with the British Car Council. 
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The Vice-President 

The Vice-President shall: 

1. Work closely with and assume the responsibilities of the President in his absence; 

2. Be one of two signatures permitted for financial disbursements; and 

3. Serve as a member of any committee as requested by the president. 

The position of Vice President normally includes: 

1. Being in charge of arranging guest speakers; 

2. Running the Winter Quiz; 

3. Looking after the Restoration Award; and 

4. Arranging for gifts for guest speakers. 
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The Treasurer 

 The Treasurer shall: 

 

1. Maintain the financial records of the Club; 

 

2. Be 1 of 2 signatories permitted for financial disbursements;  

 

3. Prepare financial statements and present reports every two months at the Monthly 

General Meetings; starting in January of each calendar year. The final presentation of the 

books will be at the November AGM meeting to reflect the October 31st, fiscal year end. 

 

4. Arrange for auditing of the financial statements by appointing two people from the 

general membership who are not on Executive, or associated in anyway with spouses or 

have relatives on Executive; and 

 

5. Present audited financial statements for year end at the Annual General Meeting. 

 

The position of Treasurer normally includes: 

 

1. Reviewing expense reports and preparing disbursement cheques; 

2. Periodically reviewing the Bank service fees and other programs to ensure the Club is 

getting the best deal; and 

3. Providing training and assistance as required to the newly elected Treasurer. 
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The Secretary  

The Secretary shall: 

 

1. Record the minutes of all General and Executive meetings and confirm that a quorum 

was present;  

 

2. Record and keep a Registry of any Motions and Resolutions passed at the various 

meetings. Make special note of any motions that affect the Club's By-Laws. The names of 

motion presenter and seconder shall be recorded; 

 

3. The Secretary shall have available at any meetings the minutes of the last meeting so that 

these can be presented for approval; and 

 

4.  Ensure that notices of all meeting are properly given. 

 

The position of secretary normally includes: 

 

1. Sending out meeting minutes to the Executive within 3-5 days to check for errors and or 

omissions;  

 

2. Making a note of any items that require future attention and filing a copy of corrected 

minutes for future possible use of the Club;  

 

3. Preparing any other printed material for the Club as requested; and 
 

4. Maintaining copies of our Rules and By-Laws as requested by the Executive. 
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The Membership Coordinator. 

The Membership Coordinator shall: 

1. Maintain all records relating to memberships;  

2. Prepare application forms for inclusion in the Club’s website;  

3. Collect the annual membership fees and give these to the Treasurer, no later than April 1st 

of each year; and   

4. Make sure the membership forms and waivers have been signed. 

The position of the Membership Coordinator normally includes: 

1. Retaining blank membership forms for any members who require a hard copy; 

2. Preparing non-member waiver of liability forms for guests on our runs, as well as having 

on hand hard copies and including them on the website; 

3. Preparing welcome letters for new members and mail these out; 

4. Preparing a membership hard copy list for those who wish to be listed; 

5. Maintaining the membership contact list on the website and / or keeping the Web 

Coordinator up to date on changes in memberships; including the  removal of members’ 

names from the distribution list that are in arrears as of April 1st; 

6. Ordering membership cards, completing and signing these for members each year; and 

7. Ordering and distributing name badges as required for new members, and providing 

replacements for lost badges. 
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The Event Coordinator. 

The Event Coordinator shall: 

1. Organize or cause to be organized the Clubs events such as, but not limited to drives, 

rallies, social gatherings and other events; and 

2. Report to the members at meetings the results of Club events since the last meeting. 

The position of Events Coordinator normally includes: 

1. Sending “thank you” e-mails on behalf of the HBCC to members who have done an 

Event of any kind; 

2. Assisting the Executive Members with Christmas party arrangements; 

3. Providing a monthly report for the Wednesday meetings; 

4. Calling on members at monthly meeting to discuss their events; 

5. Speaking on behalf of a member, who may be reluctant to speak about their event; 

6. Announcing at most monthly meetings that the Club is looking for members to volunteer 

to do an event and that the Executive are very willing to help them; 

7. If it becomes necessary, contacting a member directly to see if they are willing to do an 

event; 

8. Determining which events are appropriate to be posted on the website (not all members’ 

requests can be accommodated); 

9. Allowing a member to speak about a personal event at the monthly meeting only, nothing 

to go on the website;  

10. On the front page of the website, putting notice in for next meeting and changing it 

monthly; 

11. In the Next Meeting section of the website, announcing time, location, guest speaker (if 

any), 50/50 draw and other required information for that particular meeting and change 

this section monthly; 

12. In the Events section of the website list Club, indicating sanctioned events in red print 

and all other events in black print.  Announcing monthly meetings in this section with 

date and location. All events are listed and updated (as the information becomes 

available) with a short description (arrive time, departure time, location, hosts and any 
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applicable info or special requests).  Updating as soon as possible any changes in event 

information;  

13. Composing the event information emails on behalf of the hosts, and coordinating with the 

Web Coordinator, the date the information is to be sent to members. (Must give Web 

Coordinator the appropriate information regarding the event. Contact person to be 

included in this message). Message usually goes out 5-6 days before the actual event; 

14. Contacting persons doing events to see if they require any assistance; 

15. Volunteering to help at any event; 

16. Promoting our own HBCC events before events of interest;  

17. Keeping a list of all sanctioned events and events of interest. At the end of the year 

making a summary which includes car count and members names per event for the 

sanctioned events only (Only list the events of interest). Figuring out the average turnout 

based on this info and submitting to the Secretary to keep with their records for future 

reference. This list does not go out to the members; and  

18. Being careful with all information that goes to our web-site, as it is a public web-site. 
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The Director at Large 

The Director at Large shall: 

1. Fill in for or assist any member of the Executive as required; and 

2. Assume other duties as required. 

The position of the Director at Large normally includes: 

1. Running the 50:50 draw; and 

2. Serving as Chair of the Christmas Party Committee. 
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The Past President  

The position of past president is a non-voting member of the Executive. 

 

The Past President shall: 

 

1. Chair the Elections Committee. 

 

The position of Past President normally includes:  

 

1. Providing Guidance to the existing Executive; and 

 

2. Sitting as a voting member on other committees, as required.  
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The Web Coordinator:  

 

The position of Web Coordinator is appointed at the discretion of the Executive Board 

 

The Web Coordinator shall: 

 

1. Oversee the management of the Club’s website.    

 

The position of Web Coordinator normally includes:   

 

1. Maintenance of the data bases of current, past and prospective members as per 

information supplied by the Membership Coordinator.  

 

2. Sending notices to the membership on behalf of the Executive, the Events Coordinator 

concerning events, and general members via the website email system.  

 

3. Maintenance of the ‘Contact Members’ section of the website; 

 

4. Maintenance of a Club picture gallery; 

 

5. Maintenance of sections on the website which provides members with current forms and 

information such as By-Laws, Procedures and Guidelines, the names of officers and 

events calendar; 

 

6. Maintenance of a section on the web site for technical articles and links where members 

can obtain information about maintaining their British cars; 

 

7. Publishing the Club newsletter, “British Driven” on the website; and 

 

8. Maintenance of a ‘Trading Post’ section of the web site where British cars and parts are 

offered for sale, or where members may advertise for items wanted. 
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The Newsletter Editor:  
 

The position of Editor is currently by appointment. 

 

The Editor of the newsletter shall: 

 

1. Be responsible for the Editing and Publishing of the Club’s Newsletter.       

 

The position of Newsletter Editor normally includes: 

 

1. Encouraging members to submit articles that may be of interest to fellow Club members; 

 

2. Ensuring to the best of his or her knowledge that the content of the articles is accurate; 

 

3. Ensuring that the content is professional and will in no way harm fellow members; 

 

4. Approaching the Executive on potential articles that he or she feels may not be 

appropriate; and 

 

5. Working in conjunction with the Web Coordinator with respect to newsworthy items or 

upcoming Club events.  
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Fundraising 

The Headwaters British Car Club is not a charity driven organization but it does support various 

charities as opportunities arise. 

As an ongoing effort, the HBCC, through its "50/50 Draw", will be a supporter of a local charity 

selected by the Executive, after the AGM. The collected funds are retained by the Treasurer until 

the end of the year and then a single donation is made. The charity which receives the Club's 

support is reviewed annually by the Executive and the decision is renewed or changed as the 

Board decides. 

While the Club is not a 'charity driven' organization, members are free to organize a drive in 

support of their own personal charity. In those cases, members are asked to support the efforts of 

the member in whatever way the member arranges. Those runs or events will be advertised on 

the Club's website and the details included in the advertising. 

Website Promotion: With the large number of members who have their own charitable projects, it 

quickly became apparent in the early years of the Club that using the website's communication 

system for advertising and promoting individual member’s charitable events was not possible.  

The Executive felt that the volume of such requests would quickly become very large and the 

impact would desensitize the Club's communications to its members. Therefore the HBCC e-

mail system is not used for these purposes. 

However, in addition to organizing and sponsoring drives in support of their personal charity, 

members are welcome to make an announcement at any monthly meeting with regard to any 

event they are involved in, and seek support from individual Club members.  

These requests may only be in the form of 'brief announcements' and making pledge forms 

available at meetings and are not to be more involved presentations which would use meeting 

time. 

Any questions? Please contact either the President, the Event Coordinator or person arranging 

the run. 
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HBCC Monthly Meeting BBQ Guidelines  

 

Due to the popularity of the HBCC’s summer monthly BBQs the Executive would like to make 

available to the host/hostess some helpful guidelines. We hope the suggested guidelines will be 

of benefit in planning and organizing a BBQ. 

As a host/hostess please keep in mind our pricing guidelines.  

 

1) Annually, the Executive will establish a set fee for a basic menu which might include a 

hamburger/sausage or vegetarian alternative on a bun, all condiments, a salad selection and a 

light dessert. However, if the host wishes to provide more than what is outlined, they may set 

their own price. 

 

2) Suggestions for salads: tossed green with dressings, potato salad, Caesar salad or any 

varieties of cold salads. 

 

3) Suggestions for desserts: fruit platters, cookies, squares or brownies etc. 

 

4) ALL ALCOHOL IS BYOB ,  pop and water are $ 1.00 each 

 

5) Coffee, tea and ice should be available 

 

6) Main course food and supplies can be purchased in bulk or large quantity packaging ( eg. 

Costco, Zehrs, dollar stores etc.). 

 

7) Please contact previous BBQ host to see if plates, napkins, glasses, cups, cutlery and any 

food products are available for your BBQ 

 

8) Host may request in advance of the meeting donations of food from members; eg. munchies, 

salads, desserts or any extras required 

 

9) Please make an alphabetical list by surname, of the members attending the BBQ from the 

emailed responses for the purpose of collecting money 

 

10) An attending Executive member will collect the meal fee from the members and give the 

money (all monies collected from meal fee and beverages) to the Treasurer 

 

11) Please provide enough change/small bills for meal payments as members tend to bring 10’s 

and 20’s 
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12) Suggested arrive time is 5:30, eat by 6:00 and meeting to start at 7:30 pm for the months of 

June, July and August. Due to reduced day light, for September, arrival time 5:00, eat by 6:00 

and start meeting at 7:00 pm. 

 

13) Please attach all cost receipts to a completed expense claims form (found on the website 

under Forms and Documents) and give to the Treasurer (if in attendance) or Executive 

member for reimbursement.             

 

SPECIAL EVENTS 

 

On occasion, members may decide to provide a special event. They are responsible for 

determining the fee, as well as all expenses. 
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                                              HBCC EVENT /DRIVE CHECK LIST 

 

         Information to be considered by the leader of a specific event or drive: 

1. Date and Time 

2. Description of Event for publishing to the membership 

3. Estimated duration of Event 

4. Meeting Location (adequate parking & washrooms available?) 

5. Meeting Time (30 minutes prior to departure) 

6. Start Time 

7. Any Pre-trip Permissions required for Event (by the destination venue or HBCC) 

8. Route and Maps (available on website? or copies to hand out?) 

9. Mid -route Stop (availability of parking, washrooms, food &  length of time of stop) 

10. Destination Address and Phone Number (with estimated arrival time) 

11. Event held Rain or Shine? 

12. Is the HBCC Banner required at the destination? (see Norm or Tom) 

13. One Lead Vehicle (with magnetic signs on vehicle –see Norm) 

14. One “Tail-End Charlie” 

15. Walkie Talkies required? 

16. Leader’s Cell Number  on route and map information 

17. Availability of Gas for anyone requiring it on route 

18. Is there a Quiz (if so, need copies of quiz with pens/pencils)? 

19. Any Notable Route Information participants should be aware of  

20. Find out at the destination who is leaving the return drive early  
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21. Is there a Last Stop for remaining drives to say goodbye to each other? 

22. N.B. Strongly suggested to make 2 test runs with a passenger to verify all drive 

information  

 

Destination Info: 

1. Reservation and parking arrangements at the venue. 

 

2. Let destination venue know number of people attending. 

 

3. Pre-order meals (if required to make it easier for pub/restaurant). 

 

NOTIFICATION INFO: 

 

All information regarding the event/drive MUST be forwarded to Web Coordinator  5  

days before event. The Web Coordinator will send out a reminder notice with reply links 

and you will receive confirmation of members attending. 
 

 

 



Headwaters British Car Club  

GUIDELINES: General 

 
Guidelines Name: Rules and Etiquette for Trips  Pages: 1 

Document Number: G-14 Revised:  

Prepared By: Road Etiquette Committee Original Issue: 08/01/2012 

Approved By: The Executive 

 

 

Page 1 of 1 

 

RULES AND ETIQUETTE FOR TRIPS 
 
Preparation: Check your car and have enough gas in the tank for the planned trip. 

Bring a hat, water, sunglasses and UV inhibitor as needed. Give your cell-phone number to the 

leader. Have written route instructions, a destination address and planned arrival time. Provide 

walkie-talkies for the “leader” and “last car” in each group. Both the lead car and the last car, 

should have a navigator that operates the “\walkie-talkies. The leaders of the groups must know the 

route and should have been over it before we start out. Leave on time. 
 
 
Groups: If the whole group is large, leave in smaller groups of 6 or 7 cars. Have a leader and 

last car for each small group. Have one group that may go faster and one that includes the 

slower cars. An alternative is for everyone to leave separately as in rallies. 
 
 
Speed: This is not a race. The leader must stay within the local laws and speed limits. Keep the 

car BEHIND you in view. Do not race to catch up to the lead car. If you lose sight of the car 

behind you, you must wait for them to catch up.  

 

Turns: Do not leave a turn until you know the car following is also turning. Treat roundabouts 

in the same way. 
 
 
Spacing:  Keep 3-4 car lengths between vehicles to allow other traffic to pass. In case of a 

long line at the rear, the last car must alert the leader. Then all cars should pull over to let 

traffic through. 
 
 
Heavy traffic: In busy areas you may get separated. Have places to regroup along the route. 

 
 
Rests: Plan sufficient rest stops along the way. 

 
 
Breakdowns: Only one member stays with a crippled car. Everyone else keeps to the plan. 
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Membership Application Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Headwaters British Car Club 
www.headwatersbritishcarclub.org 

2014 Membership Application 
 

Name:______________________________________________________________________________________________ 
Mailing Address:__________________________________________________________________________________ 
E-Mail:_____________________________________________________________________________________________ 
Phone (h):      Cell:________________________________________ 
Joint Member Name:___________________________________________  Cell:_____________________________ 
New:      (  )                                            Renewal:    (       ) 
The HBCC publishes a confidential membership list annually for its members only. Please 
indicate if you do not wish to be included on the list by checking and initialing the 
following:  [     ]     Initials ________ 
If you wish to withhold only specific information such as email, phone number please 
indicate here_________________________________________________________ 
 
 Cars, Make, Model and 
Year: 

Comments and Suggestions/reason for joining the 
club: 

Annual membership Fee $ 35.00 
Mail this form along with payment to: 
Headwaters British Car Club c/o Mary Valade 
30 Autumn Drive, Caledon L7K 0T8 
jlvalade@rogers.com 
 

Waiver of Liability: 
I and my family members are aware of the hazards associated with motor vehicle events and 
hereby release the Headwaters British Car Club, its Executive, Officers, Directors, Event 
Chairpersons, Sponsors and /or Non-Members and Guests and the aforesaid parties, agents, 
assigns and heirs from any and all liabilities whatsoever purported to arise from and of the 
said party’s act{s} or omission{s} that may result from my participation, or my presence at, any 
event or activity of the Headwaters British Car Club including but not limited to, death, injury, 
damage, or loss of any kind of nature whatsoever. 

Membership requires completion of the form: 
Signed by Member:        Date:______________________ 
Signed by Family Member:       Date:______________________ 
 

When completing this 
form, please print 

clearly 

http://www.headwatersbritishcarclub.org/


Headwaters British Car Club  

FORMS: General 

 
Guidelines Name: Non Members Waiver of Liability Pages: 2 

Document Number: F-2 Revised: 11/01/2013 

Prepared By: The Executive Original Issue: 11/01/2009 

Approved By: The Executive 

 
 

Page 1 of 2 
 

Non Members Waiver of 

Liability 



Page 2 of 2 
 

 Driver’s    Signature:                                           Date:   

 Co-­­Driver’s    Signature:                         Date: 

 

 

 

     
 
 
 
 
 

 
     

 

 
 
 
 
 

Headwaters  British    Car    Club   
 www.headwatersbritishcarclub.org   

 Non-­­Members’    Waiver    of    Liability     
 
 
 
 
 
 
 
 
 

Driver’s    Name: 
Co-­­Driver/Navigator: 
Address: 
Phone  (h):                              Cell: 
     
             

 
 
 

 
     

     
     

     

 

 
 
 
 
 

Waiver  of    Liability:     
I  and    my    co-­­driver/navigator    are    aware    of    the    hazards    associated    with    motor    vehicle    events     
and  hereby    release    the    Headwaters    British    Car    Club,    its    Executive,    Officers,    Directors,    Event   
 Chairpersons,    Sponsors    and    /or    Non    Members    and    Guests    and    the    aforesaid    parties,    agents,   
 assigns    and    heirs    from    any    and    all    liabilities    whatsoever    purported    to    arise    from    and    of    the     
said  party’s    act{s}    or    omission{s}    that    may    result    from    my    participation,    or    my    presence    at,    any   
 event    or   activity    of   the    Headwaters   British   car    Club    including    but    not    limited    to,    death,    injury,   
 damage,    or    loss    of    any    kind    of    nature    whatsoever.     
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Headwaters British Car Club 

Expense sheet 

 
Name__________________________________________ 

 

Event__________________________________________ 

 

Date____/____/____Time_____________ 

 
List of expenditures 

 
1/_________________________________Cost______.____ Receipt attached  Y   N 

 

2/_________________________________Cost______.____ Receipt attached  Y   N 

 

3/_________________________________Cost______.____ Receipt attached  Y   N 

 

4/_________________________________Cost______.____ Receipt attached  Y   N 

 

5/_________________________________Cost______.____ Receipt attached  Y   N 

 

                                                    Total Expense ______.____  

 

Signature________________________________Date___________/______/______ 

 

Approved________________________________Date__________/______/______ 

 

Paid by cheque #__________________________Date__________/______/_______ 


