Creating/Scheduling a new event
All club events need to be approved and verified by the committee representative, who should consult with relevant experts. 
Each trip MUST have an organiser and a leader (they can be the same person).  The trip should:
· Have an approved leader for the appropriate grade
· It is worth consulting with other leaders of more experience for the type of trip e.g. Dale Clarke or Dave Clarke
· Two assistant leads (of appropriate skills cross over) can lead canal and green flow
· For newly qualified or leaders without large group experience:
· set the limit of people who can attend the trip (and the experience to be counted as part of that number)
· set the experience allowed to attend 
· Should not conflict with similar trips on the same day
· Should attempt to spread the trips throughout the year instead of clustered in one month
Once all agreed.  The following is needed:
· Create the description text to put in the events
· Create a website event
· Create a Facebook event
· Update the annual calendar


Setup the text:
Using the below template and in NOTEPAD (so no formatting), complete:
<Description>
<Constraints>
<Additional Info>
This event is being organised over Facebook – if you don’t use Facebook, please email trips@hinckleycanoeclub.co.uk who will pass your request on to the organiser.

         Leader(s): <whoever>
         Organiser(s): <whoever>

This trip is only open to club members. On occasions we will (and frequently do) allow other none members to attend, but this is only by prior arrangement.


Where:
· <Description> is a cheerful marketing description
· <Constraints> are any limits put on the trip, examples would include:
· Numbers limited so first come first served
· Experience of paddler restricted
· Kit limitations – e.g. canoe must have air bags; or poles needed
· Risks to selves and kit – e.g. damage to equipment is possible and is your risk (e.g. canoe pin)
· <Additional Info> includes things like camping or other bits and bobs.
· <Leader> and <organiser> are the names accordingly – the leader MUST have their mug shot on the leaders page
· NOTE: You can assign a leader later, but the trip can’t go ahead without one
· Facebook waiver: This is only on the website, obviously removed on the FB event
· Bottom waiver: This is generic.  Public events worded differently.


Examples:

A touring trip down the River Tame, a very scenic and relaxing paddle.

The trip has a limited number of places and is restricted to Kayaks only. You need to have river touring trip experience already for this trip.

This event is being organised over Facebook – if you don’t use Facebook, please email trips@hinckleycanoeclub.co.uk who will pass your request on to the organiser.

Organiser: Ro Puttergill
Leader(s): Ro Puttergill and Neil Smith

This trip is only open to club members. On occasions we will (and frequently do) allow other non-members to attend, but this is only by prior arrangement.

A pleasant paddle on the Dove, which is only paddler at this time of year. This trip is open to all.

This event is being organised over Facebook – if you don’t use Facebook, please email trips@hinckleycanoeclub.co.uk who will pass your request on to the organiser.

Leader: Dave Clarke

This trip is only open to club members. On occasions we will (and frequently do) allow other none members to attend, but this is only

A Grade 2/3 Trip somewhere within England/Wales. Further details to follow
The trip has limited numbers, so will first come first served.  Expectation is that you have experience of paddling Grade 2/3, for example the River Dee is ok.  If you aren’t sure, then please contact the leader who will assist you here.
We will be camping over the weekend an Tyn Cornell, details will follow.

This event is being organised over Facebook – if you don’t use Facebook, please email trips@hinckleycanoeclub.co.uk who will pass your request on to the organiser.

Leader: Dale Clarke
Organiser: Michael Ward

This trip is only open to club members. On occasions we will (and frequently do) allow other non-members to attend, but this is only by prior arrangement.

Below is an example for Open to the public:
East Midlands Paddlers is championing a new trail called the Bliss trail that is approximately 900 miles long in a continuous loop throughout England.

As part of this, we’ve agreed to play host to one of these sections and run a trip from the marina at Crick to Foxton Locks, with a possible half way exit at marina at North Kilworth, for a slightly shorter paddle.

This event is being organised over Facebook – if you don’t use Facebook, please email trips@hinckleycanoeclub.co.uk who will pass your request on to the organiser.

More details to follow.

Organiser(s): Richard Matthews
Leader(s): Dave Clarke, Martin Aldridge, Nikki Aldridge

This trip is open to none club members, but will require them to be British Canoeing members.




Create a website event
Log in to the administration web site:
http://www.hinckleycanoeclub.co.uk/wp-admin/index.php
Once logged in, navigate to Events / All Events:
[image: ]
Then click the “Add New” button:
[image: ]
Provide a name.  Include the Year/Month at the end in order to prevent duplicating previous events.  (the name needs to be unique) e.g.) Scotland White Water Easter Weekend 2017; or Grade 2/3 trip April 2017.
Set the date and times (note that below I’ve set it to “All Day”):
[image: ]

Scroll down and then copy the text from Notepad prepared earlier into the big white box.  (IMPORTANT: The tab should be set to TEXT):
[image: ]
Preview the event:
[image: ]
Once happy, publish the event:
[image: ]

TADA, now to create the Facebook event.



Create the Facebook event
Log in to Facebook as the Hinckley Canoe Club user.  You can do this either by using a different browser to the one you usually use, or by using Incognito sessions from your browser.  This way it won’t screw up your own facebook!
IMPORTANT: You MUST be a friend of Hinckley Canoe Club (Phil keeps bloody removing me!)  Log in as above and then setup the friendship between the accounts!

Once logged in, navigate to the Hinckley Canoe Club website:
[image: ]

Navigate to Events and click New Event:
[image: ]

Populate the name and date as per the website event.  
Put a location if you wish, and put a photo in there.
[image: ]
Copy the description in REMOVING the facebook text (as this is facebook ).
Press CREATE.
Edit the event:
[image: ]


Scroll down and add YOU as a Co-Hosts:
IMPORTANT: You MUST be a friend of Hinckley Canoe Club (phil keeps bloody removing me!)
[image: ]

Now in YOUR facebook account, set yourself as going.  Edit the event, and then add the leaders and organisers as co-hosts (sometimes you have to refresh the browser several times as Facebook takes a while to update):
[image: ]
Once they’re going or interested they can update the event accordingly.

Advertise the event on the main HCC facebook page, as this isn’t now done automatically.  An example:
[image: ]

Try and encourage that people communicate via the event and not the posts.


Updating the Annual Organiser
The annual planner is an excellent way for people to see what is happening over the year.  You need to :
· Download the latest planner from the website:
· The Club / Club Documents / Event Calenders / HCC Events Excel Sheet
· [image: ]
· Change the heading to todays date:
· [image: ]
· Update the calendar accordingly
· I just copy and paste from the legend or other squares
· Ask Rob/Comms bod to upload the latest Excel sheet
· Once done, post on the Facebook page that it’s been updated

[bookmark: _GoBack]






image5.png
@ Dashboard

A Posts
A Events

Creator

Ticketing

07 Media

M Pages

P Comments

Add New Event
Scotland White Water Easter Weekend 2017

Permalink: http://www.hinckleycanoeclub.co.uk/event/scotland-white-w...ter-weekend-2017,

Event Details

© EVENT DATE AND TIME

All-day event
No end time

Start date / time: 14/412017

End date / time: 171412017

Time zone: London v
Repeat.
Exclude (Choose a rule for exclusion)

9 EVENTLOCATION DETAILS

W EVENT AACT AND TICKETS

Edit

SRR AP RMST

s2Member™

Post Level Restriction?

* see: Restriction Options — Posts

Require Custom Capabili

* see: API Scripting — Custom Capabilities

Publish

Save Draft
? status: Draft Edit
® Visibility: Public Edit

[ Publish immediately Edit

Preview





image6.png
Add New Event

Scotland White Water Easter Weekend 2017 s2Member™ N

Permalink: http://www.hinckleycanoeclub.co.uk/event/scotland-white-w...ter-weekend-2017/ Edit

Post Level Restriction?

Event Details . o
© EVENT DATE AND TIME * see: Restriction Options — Posts
Require Custom Capabilities?
All-day event
No end time
* see: API Scripting — Custom Capabilities
Startdate / time: | 14/4/2017
End date/time: | 17/4/2017 i
 S— Publish -
Time zone London
Repeat Sme Dot
Exclude. (Choose a rule for exclusion)
9 Status: Draft Edit
9 EVENTLOCATION DETAILS ® Visibility: Public Edit

[ifl] Publish immediately Edit
= EVENT COST AND TICKETS

Move to Trash

t ADAANITED AAMNTA AT INEA





image7.png
I il Find friends

HCC' Hinckley Canoe Club # Create:
2 News Feed T HEC
@ Messenger =

SHORTCUTS Edit

(4 Pho

@y Hinckley Canoe Club ~ +++

EXPLORE Hinckley Canoe Club

m—





image8.png
n inckley Canoe Club

HCC' Hinckley Canoe Club

News Feed
@ Messenger

SHORTCUTS

@)y Hinckley Canoe Club  *

EXPLORE

Hinckley Canoe Club

© Public group

Discussion Members Videos
2L Find Friends

(il Photos Events

1L Friend Lists
Saturday, 25 March 2017

Photos

ﬁHinckley Home  Find Friends

Files

Settings v





image9.png
Create public event for Hinckley Canoe Club

@ Add Event Photo

For the best results, use a 1920 x 1080 pixel image (16:9 aspect ratio)

Scotland White Water Easter Weekend 2017
Event Name
Long event names may not fully appear in some places (e.g. mobile phones)

Location nclude a place or address

Start 1442017 [E)  00:00

End | 17/42017 % |[49:00

Description | 7o) peopie more about the event

Posting ® Anyone can post

Anyone can post, but a host must approve the post





image10.png
H: Hinckiey Canoe
Club
Edit Profile

MY EVENTS
Upcoming
[ calendar
(@) Discover
@ Past

[+] Create

Find friends

APR

4

' Going ¥

Add event photo

Scotland White Water Easter Weekend

2017
Public - Hosted by Hinckley Canoe Club

A Share ¥

A share v  # Edit |

EVENT TIPS Next tip

Add a Location

Your event is missing a location. Add

avenue so that people can easily
find your event





image11.png
Edit Event

interest, as we can potentially run a second lower grade group.
Specific details to follow, including campsite details.

Leader(s): Dale Clarke
Organiser: Dale Clarke, Martin Aldridge

This trip s only open to club members. On occasions we will and

frequently do) allow other non-members to attend, but this is only by
prior arrangement.

Keywords Type and select keywords from the list of results

Options
Choose who can edit and post in your event

Co-hosts Add friends

Pending

' Martin Aldridge





image12.png
Edit Event

Keywords Type and select keywords from the list of results

Options
Choose who can edit and post in your event

Co-hosts Add friends
Accepted

Martin Aldridge

Pending

Nikki Aldridge
™ Nick Topley

Dale Clarke





image13.png
e

A fun bonkers WW kayaking weekend up in deepest darkest Scotland -

APR  Scotland White Water Easter Weekend 20..
14 14 Apri-17 April v Going ¥




image14.png
Event calendars

HCC EVENTS EXCEL SHEET
EAST AND WEST MIDLANDS EVENTS EXCEL SHEET

Wa have rraatad thace ralamdarc +m haln meanmla nlam far e




image15.png
K L M N o P Q | o - T u v w X Y Z | AA

Hinckley Canoe Club - Event Planner - 2017 (version: 2017-03-19a)

Tadministered by Marlin AlGHage. Far Event detals, pleass refer 1 e Websie or Facebook]

SUP Cont Canoe Conen Touring | Camcewv [PV Uy Kasak | wv





image1.png
@ @ Hinckiey canceclub S 6 B + N

) it Dashboar
Home
Ata Glance
Updates (@
»
A Posts WordPr 3 running
A Events All Events
07 Media Add New
B Pages Organize
Import Feeds
¥ Comments Addeons
A Portfolio Calendar Themes
A Pricing Table Theme Options
Settings.

Bapia
Widget Creator
> Appearance Ticketing

Plugins (&




image2.png
@A Hinckley CanceClub & 6§ 0

@ Dashboard Events

A Posts All (332) 39 |

Bulk Actions V| Apply

All Events

‘Add New




image3.png
@ Dashboard Add New Event

£ s Scotland White Water Easter Weekend 2017
A Events

al Event Details

© EVENT DATE AND TIME

Import Feeds

All-day event

Add-ons
No end time

Start date / time: 14/412017

End date /time: | 17/412017
ttings

widg Time zone London .
Ticketing Repeat
Exclude (Choose a rule for exclusion)





image4.png
® @&

Import Feeds
Add-ons

ndar Them
Theme

i
Widge
Ticketi
97 Media
M Pages
¥ Comments
A Portfolio
A Pricing Table

Bapia

9 EVENTLOCATION DETAILS

™ EVENT COST AND TICKETS

. ORGANIZER CONTACT INFO

0] Add Media Visual | Text

b | i | link | b-quote || del | ins | img | ul | ol | li | code & more | closetags || SmartSlider Pa

A fun White Water frenzy up in God's country otherwise known as Scotland. Four days of paddling fun on Grade 3/4 water.

The trip is limited to people who already paddle Grade 3 water, or for those of competent Grade 2/3 who are looking for their next thing.
If you're not sure, then talk to one of the leaders/organisers who'll help you decide :-).

NOTE: If you only want to paddle Grade 2/3, then please still express interest, as we can potentially run a second lower grade group.





