Guidelines on Co-ordinating a Weekend issued 9.12.07
1. The only policy that the Club has adopted is that no booking for weekends by members is confirmed until payment has been received. All that follows are guidelines which do not cover every eventuality. 
2. The co-ordinator  books the bunkhouse/camp site etc. for an appropriate number. Watch you book Friday and Saturday and not the Sat/Sun dates in the newsletter. Over the last year the Club had to be cautious with the  turnout at weekends. Try to book for 8 to 12, as in general it is easier to ask for extra places. It is possible to avoid guessing the turnout at some locations by getting members to book their own individual places at youth hostels, hotels. In fact this may suit members who want to go for fewer or extra nights etc. When booking other Club huts such as SMC or MCofS you do not need to book the whole hut. Next let the newsletter editor know the details of the weekend including your name and contact details, cost, location and nearby mountains and rock climbing. 
3. It is my view that we must deal fairly with the owners of  bunkhouses and hostels. Cancelling meets/beds at short notice may put them at a financial disadvantage, especially where they have turned others away. It may be sensible to review likely attendance 2 or 3 months in advance and to try and adjust it in consultation with the owner. Presumably following bad experiences, several huts etc. now insist on money up front. 
4. It is practice to put out an e-mail say 3 months and 2 months before a meet advertising the meet, stating whether sleeping bags, campamats etc. are needed plus suggestions as to what mountains and climbing routes are local and a note of the relevant web address for the bunkhouse etc.
5. The treasurer can provide cheques for deposits for accommodation. You then collect cheques, (usually made payable to the Cairngorm Club) from members for the cost of the weekend and send to the treasurer. Final payment for the accommodation maybe made using a cheque from the treasurer. If this is made in advance, say 4 weeks before the meet, you may have to deal with late bookings, possibly by getting them paid directly to the accommodation. Some members will give you cash and some members may book after the treasurer has paid the amount due. A difficult one is how to deal with cancellation due to illness. In general refunds are not given unless a replacement is found, and the club is not out of pocket. However this is left to your discretion.
6.  It may help hostels/bunkhouses etc. if you e-mail them lists of those attending, possibly with room allocations where relevant.

7. Members who are not on the committee do not receive a list of members (with phone numbers, e-mail addresses and addresses) and they may wish/need help in organising/offering lifts.

8. The provision of communal meals is optional. One problem is the late return of the cook
9. You may wish to state the cost of the weekend rather than the cost per night where you are booking for 2 or more nights, and it is not practical to offer one night stays.

10. At weekends it is good practice to encourage members to leave a note of their routes and on the last day to either notify their home of their route or the co-ordinator. It is courteous to let the co-ordinator know you are back safely.

