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Introduction

The purpose of the Policy and Procedure section of the Canadian Sport Parachuting
Association Operating Manual is to provide consistency in the delivery of services and
resources to CSPA members, as well as to guide the General Membership, Voting
Membership, and Executive of the CSPA in its actions and decisions.

Where sections in this manual have parent documents which may be referred to, those
documents are the ruling documents and this document serves only to inform CSPA members
in general terms.

For more information on the Canadian Sport Parachuting Association or Sport Parachuting in
Canada, please contact the CSPA office at

Canadian Sport Parachuting Association
300 Forced Road
Russell, Ontario
CANADA
K4R 1A1
(613) 445-1881

or visit us on the World Wide Web at: http://www.cspa.ca
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1. Terms of Use

1.1 Terms
Terms used in this Manual:

e A “Policy” is defined as a principle used to guide the CSPA membership and Executive
in present and future courses of action.

e A “Procedure” is defined as the steps followed in order to implement a policy.

1.2 Abbreviations & Acronyms

Abbreviations used in this Manual:

AGM ..o, Annual General Meeting of the CSPA

BOD ..o, Board of Directors of the CSPA

CNTC..oveeeeeeeeeee, Competition and National Teams Committee

CAC ..o, Coaching Association of Canada

CSPA ..o, Canadian Sport Parachuting Association

CWC ., Coaching Working Committee

Executive.......ccccoveeeveennen. Elected Executive Board of the CSPA and appointed officers of
the CSPA.

FAL..coooiiiieee, Federation Aeronautique Internationale

General Member(s)(ship).All Classes of Membership as defined in the Constitution &
Bylaws (PIM 3)

IPC International Parachuting Commission

Manual ........cccoeevvrenennnne, Policy and Procedure Manual of the CSPA
Nationals ........cccevveeeevennnee. Canadian National Parachuting Championships
NCCP ...t National Coaching Certification Program
T&SC ..o, Technical & Safety Committee

Voting Member(s)(Ship)..All Classes of Voting Membership as defined in the
Constitution & Bylaws (PIM 3)

WPC World Parachuting Championship
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2. Manual Review and Policy
Modification

2.1 manual review
The CSPA Policy and Procedure Manual is a working document and as such is subject to
continuous revision. The Manual is reviewed from time to time and is influenced directly by
the wishes of the CSPA General Membership, changes in CSPA policy, and changes in the
sport and industry of parachuting, among others. The duly elected CSPA Executive may
amend policies and procedures in order to improve the implementation of new or existing
policies.
2.2 adoption of new policies
The CSPA endeavors to meet the future needs of CSPA members by keeping abreast of
advances in the sport and identifying rising trends in order that appropriate policies may be
implemented proactively.
e Adoption of new CSPA policies will be undertaken as follows:
e through motion of the Voting Membership at the AGM, or
e through general consensus of the Executive as set out in the Constitution & Bylaws.
e the Executive will develop a plan of action to implement these directions.
e the General Membership will have input into the plan at any time by contacting the
Executive through their Regional Representative or the appropriate Committee Chair.
e the Executive will report to the General Membership with respect to the progress of the
plan of action.
2.3 modification of existing policies
Modification of existing CSPA policies will be undertaken as follows:
e drafted by majority consensus of the Executive, or
e proposed by a motion from the Voting Membership at the AGM as set out in the
Constitution & Bylaws.
e all CSPA policies and procedures will be evaluated on an ongoing basis.
2.4 distribution of manual
The CSPA Policy and Procedure Manual shall be provided to every elected Member of the
Executive and every Officer. It will be made available to the General Membership. In
addition, any revisions made to this Manual will be communicated to the General
Membership in a timely manner.
8 CSPA Policy and Procedure Manual



3. Equity and Access

3.1 policies

In order to encourage the participation of all Members, the CSPA will provide Nation wide
resource access.

The CSPA is committed to membership representation from all regions of the nation and
endeavors to maintain a high level of membership interaction and communication.

The CSPA encourages its affiliated Voting Membership to allow access to the sport of
parachuting to all, regardless of race, national or ethnic origin, colour, religion, gender, or
sexual orientation.

The CSPA encourages its Voting Membership to provide access to parachuting to people
with mental and physical disabilities wherever possible, with due regard for safety and health
considerations.

The CSPA promotes activities for General Membership of all skill levels from junior through
to master classification.
3.2 procedures

Requests for resources will be administered without regard to geographic location of the
applicant.

Persons with handicaps, which preclude them from unassisted participation in skydiving, are
encouraged to make a Tandem Jump with a qualified Tandem Instructor wherever possible.

Competitions funded entirely or in part by the CSPA will include events for various skill and
experience levels.
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4.1

4.2

4. Harassment and Abuse

policies

The CSPA does not and will not condone any harassment or abuse of any kind towards any
persons, and in particular, within the membership of CSPA.

Harassment and abuse may be defined as persistent embarrassing, derogatory, or insulting
remarks or actions regarding a person’s race, national or ethnic origin, religion, age, gender,
mental or physical disability, or sexual orientation. Abuse can be defined as both physical or
non-physical such as verbal or emotional abuse.

Harassment of a sexual nature is specifically condemned. Sexual harassment may be defined
as persistent and unwelcome remarks pertaining to a person’s body, appearance or attire,
invitations or requests of a sexual nature, and/or unwelcome and inappropriate physical
contact.

procedures

In any complaint of harassment brought before the CSPA Executive, every effort will be
made to address the complaint in an expedient manner. Complaints of harassment shall be
held in the strictest confidence possible..

This process will adhere to the following Rules of Procedural Fairness:

1) That the BoD has the authority to make the decision

2) The procedure was fair and all the necessary procedural safeguards were in place
3) The defendant was given a right to a hearing.

4) Sufficient notice was given

5) The violation was clearly identified

6) The defendant was given full opportunity to present their side of the issue

7) The people making the decisions were impartial - Rule against Bias. They did not:
a) Sit in appeal of their own decisions

b) Have interest, personal or otherwise, in the outcome of the decision

¢) Show attitudinal bias

4.2.1 Definitions

e Jurisdiction

Every rating holder and member admitted to membership in the CSPA is subject to the
exclusive disciplinary jurisdiction of the CSPA.

e Discipline

The discipline of members is for the protection of parachutists and to uphold other
policies and procedures of CSPA and it’s members.

¢ Grounds for discipline

10
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It is a duty of all members of the CSPA to conduct themselves in conformity with the
guidelines and recommendations imposed upon members as conditions of that privilege.
Types of Discipline enacted by the Board of Directors:

e Suspension of membership in the Association pending termination of membership
at an AGM or SGM, and / or

e Suspension of membership in the Association for a fixed period of time, and / or

e Removal of privileges associated with a CSPA rating for a fixed period of time,
and / or

e Reprimand, and / or

e Such other actions as may be deemed appropriate.

4.2.2 Complaint, Inquiry, and Appeal Procedure
e Complaint Process

Complaints concerning the actions of CSPA members can be submitted in writing to
either the President of CSPA or the regional member of the BoD. All complaints will be
passed on to the President of CSPA and dealt with by the BoD.

e Inquiry Process

The BoD will decide if a formal inquiry is deemed necessary based upon the nature and
seriousness of the complaint. If necessary, external council may be sought, such as (but
not limited to) experts in the field, legal council, or police assistance).

If a formal inquiry is not necessary, the President of CSPA will notify the complainant, in
writing, of the decision to dismiss the complaint and the reasons behind this decision.

However, if an inquiry is to proceed then the President of CSPA will:

1) Strike an Investigation Committee (IC) consisting of a minimum of three members
consisting of:

a) 1-2 members from the BoD
b) 1-2 CSPA Officers (committee chairs)
c) 1-2 Active CSPA members who are not Officers of the association

2) Notify the complainant in writing that they have 15 days to substantiate the claim
with the IC if this has not already been done

3) Notify the accused (otherwise known as the defendant) in writing, by registered
mail, that a complaint has been received and outlining the nature of the complaint.
The letter will identify the members of the IC and state that the defendant has 15 days
to refute the claim to the IC or accept the decision of the IC.

The Investigation Committee will:

1) Hear the allegations and evidence from the complainant and also give equal
opportunity for the defendant to present their defence.

2) Access and solicit other sources of information, including individuals/witnesses as
suggested by both the defendant and the claimant.
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3) On assessing all relevant information, notify the President of CSPA of their
decision and recommended course of action.

The recommendations will be that the Board:

1) Suspension of membership in the Association pending termination of membership
at an AGM or SGM, and / or

2) Suspension of membership in the Association for a fixed period of time, and / or

3) Removal of privileges associated with a CSPA rating for a fixed period of time,
and / or

4) Reprimand, and / or

5) Such other actions as may be deemed appropriate, or

6) Dismiss the complaint.

The President of CSPA will then send written notification of the decision of the BoD to
the defendant (by registered mail), the complainant and all members of the IC.

Appeal Process

If the defendant wishes to contest the decision of the IC and the Board, they will have 30
days (from receipt of the original disciplinary decision) to submit a formal appeal request
in writing to the BoD.

An Appeal Committee will then be struck, to consist of a minimum of 3 CSPA Officers
(as described above) who were not members of the original IC.

The CSPA BoD must again ratify any modifications to the original decision. The
President of CSPA will send written notification of the revised decision of the BoD to the
defendant (by registered mail), the complainant and all members of the IC and Appeal
Committee.

In the event that the individual has their membership and/or ratings suspended or
terminated, CSPA reserves the right to publish this decision (without reference to the
specific events and evidence presented, and without prejudice) in it’s national
publication(s) or notification forums, to advise and protect it’s members.

Note: Much of this policy is adapted from the Coaches Association of B.C. Disciplinary guidelines.
Additionally, all correspondence and communication dealing with disciplinary matters shall be kept strictly
confidential at all times.

12

CSPA Policy and Procedure Manual



5. Drug Use

5.1 General Drug and Alcohol Use
5.1.1 Policies

Due to the nature of the sport of parachuting, any use of alcohol or drugs (in
particular those which affect judgment) will not be tolerated under any
circumstances during parachuting activities.

5.1.2 Procedures

During any CSPA sanctioned event, any individual under the influence of alcohol or
drugs(s) will have his/her jumping privileges immediately suspended.

CSPA member groups will suspend any individuals jumping privileges if they are
suspected of being under the influence of alcohol or drug(s).
5.2 Performance Enhancing Drug Use (Doping)
5.2.1 Policies

The CSPA follows the 2009 Canadian Anti-Doping Program. A complete copy of
this Policy is available at www.cces.ca/CADP2009

In addition please refer to WADA - world anti-doping association www.wada-
ama.org. The IPC recognizes WADA and the requirements that are met at the world
meets.

5.2.2 Procedures

CSPA Coaches trained through the CSPA are required to complete the NCCP
Theory course(s) applicable to their level of expertise, in which are discussed the use
of performance-enhancing drugs and procedures for dealing with such.
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6.1

6.2

6. Fair Play

policies

The CSPA is committed to encouraging a spirit of sportsmanship in its athletes in all
recreational and competitive settings. It is required at all CSPA-sanctioned events that
participants adhere to the principles of fair play in all circumstances.

procedures

All athletes, coaches, officials, volunteers, sponsors and other participants will:

abide by the letter and spirit of the competition rules, and act in good faith.
respect judges and officials, and their decisions.

treat other participants with respect and courtesy at all times.

encourage participation and skill development as goals unto themselves.

In the event that an official is made aware of a breach of these principles, every effort will
be made to resolve the matter in an expedient and discreet manner.

In the case of the Nationals, refer to the CSPA Competition Manual for further details.

14
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7. Communications

7.1 policies

The CSPA is committed to continuous and comprehensive communication between the
Executive, Committee Chair persons, the CSPA office, and general membership.

The CSPA shall maintain at least one official communication medium, which reaches all
members on a regular basis.

The CSPA shall also endeavor to instigate and maintain any other such communication
methods as become available and are appropriate.

7.2 procedures
The position of Director is available for each of the following regions of Canada:
e  Western (British Columbia, Yukon)
e Mid-Western (Alberta, Northwest Territories, Nunavut)
e Mid-Canada (Saskatchewan, Manitoba)
e  Quebec
e Ontario

e FEastern (New Brunswick, Nova Scotia, Prince Edward Island, Newfoundland and
Labrador)

These positions exist to facilitate two-way communication between the Executive and all
Members. The CSPA encourages General Membership from each region to fill these
positions. In the event that any region is without a Regional Representative:

e All Members from that region may communicate with the Executive through any of the
regional Directors

e The Executive may appoint an interim director to represent that region until an election
can be held.

The position of Chair is available for each of the following areas of expertise:
e (Coaching and Working Committee

e Competition and National Teams Committee

e Technical & Safety Committee

e Translation Committee

s Government Regulatory Committee

o and other committees that the BOD sees fit or as directed by the Voting Members at an
AGM or SGM.

The position of Delegate is available for each of the following areas of expertise:

e Aero Clubs of Canada

CSPA Policy and Procedure Manual 15



¢ International Parachute Commission

Executives may be placed in the following areas when needed:
e Sport Canada

e Media Relations

e Military Liaison

e Canpara

e Website

e and other areas when needed.

These positions exist to disseminate pertinent information from each area of knowledge to all
Members through the Executive. Each Chair and Delegate also acts as a resource person to
the Executive, the volunteers acting within their sphere of knowledge, and all Members.

The official communication medium of the CSPA is Canpara Magazine, which is published
on a regular basis and distributed by mail to the General Membership. Canpara is compiled
and edited by the Canpara Editor and must be approved by the Executive before distribution.
It contains material relating to past and upcoming events held throughout the nation, any
items of interest from CSPA, Transport Canada, CAC, and the NCCP, advertisements for
parachuting equipment and services, and general interest stories.

The CSPA maintains a web site on the World Wide Web that is of interest not only to its
members, but also to any member of the public interested in parachuting in Canada. The
CSPA web site is linked to various provincial groups’ web sites and other sites of common
interest. All CSPA members also have access to the CSPA e-mail News list, which
disseminates announcements from the Executive and the Committee Chairpersons. In
addition, CSPA members have access to the Canadian skydivers’ e-mail discussion group
which enables them to stay in touch with other Canadian parachutists and parachutists around
the world.

As other technologies become available, the CSPA will endeavor to integrate their use into
its communication structure.

16
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8.1

8.2

8.3

8.4

8. Codes of Conduct

athlete’s code of conduct

Athletes participating in CSPA-sanctioned events shall abide by the Policies and Procedures
of the CSPA in general, and in particular those regarding harassment, drug use, and fair play
(These sections are contained in this Manual).

coach’s code of conduct

Coaches working under the auspices of CSPA shall abide by the Policies and Procedures of
CSPA in general, and in particular those regarding harassment, drug use, and fair play. In
addition, they shall:

e follow ethical coaching practices and be fair, honest and principled

e support their athletes’ physical, technical and psychological development through the
utilization of all tools at their disposal

e be rated by CSPA

e cncourage the athletes under their guidance to abide by the Policies and Procedures of
CSPA

official’s code of conduct

Parachuting Officials participating in CSPA-sanctioned events shall abide by the Policies and
Procedures of the CSPA in general, and in particular those regarding harassment, drug use,
and fair play. In addition, they shall:

e demonstrate high standards of competency and commitment to fair play

e promote the ideals of fair play to those under their influence

e be impartial and ensure that each athlete has an opportunity to perform in a fair and
equitable manner

volunteer’s code of conduct

Volunteers participating in CSPA-sanctioned events will abide by the Policies and
Procedures of the CSPA in general, and in particular those regarding drug use, harassment,
and fair play.

Volunteers will be accorded the same respect as athletes, coaches and officials.

CSPA Policy and Procedure Manual 17



8.5

complaint procedures

In the event of a complaint being brought before CSPA regarding the conduct of an athlete,
coach, official or volunteer during a CSPA-sanctioned event, CSPA will endeavor to settle
the matter to the satisfaction of all concerned in an expedient and discreet manner. In the
case of the Nationals, refer to the CSPA Competition Manual (PIM 4B).

In the case of Athletes on national teams, refer to the Athlete’s Agreement and the CSPA
Competition Manual — PIM 4F and Appendix L

For further information regarding disciplinary action refer to PIMS5 Section 22

18
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9.1

9.2

9. National Championships

policies

The CSPA may, in conjunction with a member group, host a National Championship every
year in order to provide an opportunity for parachutists from around the nation to meet,
compare and exchange skills, and compete in an atmosphere of good sportsmanship and fair

play.
In non-selection years CSPA may host, in conjunction with member groups National
Conference Cups (NCC) Eastern and Western instead of a single National Championship.

procedures

Member groups interested in cooperating with CSPA in hosting the National Championship
should submit a bid in writing in accordance with the National’s Hosting Manual PIM 4A or
PIM 4A Part IL

The Competition and National Teams Committee will review all bids received by the
deadline as specified in the Hosting Manual and a recommendation will be presented to the
BoD for ratification.

Once the site of the event has been chosen, the member group will work in conjunction with
CSPA to organize and promote the event. CSPA will provide assistance towards the costs of
judging personnel when available from the budget.

The competition events will be open to all competitors, with categories offered for experience
levels of Junior, Intermediate, Senior and Open as required by the CSPA competition manual.

The member group will host an awards ceremony/banquet at the close of the competition at
which medals and trophies will be presented and achievements recognized.

Results and events of interest from the competition will be published in the next issue of the
Canpara Magazine.
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10.1

10.2

10. Annual General Meeting

policies

CSPA’s Head Office will host an Annual General Meeting every year in order to provide an
opportunity for all Members from around the nation to meet, exchange views and to have
input into the development of the sport in Canada. The location will be determined by the
BOD as per PIM 3.

Member Groups wishing to have the AGM in their area should contact the Head Office and
be prepared to assist the Head Office if needed.

The AGM location will be determined as soon as possible from the previous AGM.

procedures

All procedures (ex. location, date, notification of, etc.) will follow PIM 3.

Where possible the AGM will be held in varied regions and locations as the BOD see fits.
The location of the AGM will be rotated around the different areas of Canada.

When possible a banquet/dinner will be planned for after the AGM’s main meeting.

Awards will be presented before the adjournment of the AGM. When an official banquet has
been planned the awards may be held at that time.

20
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11. Defence Fund and Insurance
Coverage

11.1 General Information

CSPA maintains Insurance Coverage and the Defence Fund for all Individual Members and
those Drop Zones that have elected to purchase one or both of these options.

The Defence Fund is used to offset the costs of defending eligible members that are eligible
against lawsuits related to incidents arising from parachuting or parachute training.

CSPA’s Insurance Coverage is limited to third party bodily injury, property damage and legal
liability arising out of the act of parachuting only for those members that are eligible.

CSPA also provides Insurance Coverage to “off” Drop Zone parachuting activities; please
refer to PIM 1 for information regarding that coverage.

11.2 Policies

The following conditions MUST be met in order to qualify for either of these programs:

An ALM. must be filed with in 10 days to the CSPA Head Office. In exceptional
circumstances (eg. unknown injury) the CSPA BOD may override this on a case by case
basis.

Jumps must occur at an active, affiliated CSPA drop zone whith memberships and ratings
that are current and valid. Or, when jumping on a drop zone that is affiliated with recognized
FAI national association.

While jumping on a CSPA affiliated drop zone participants must follows CSPA BSR’s and
follow all other such rules as noted within PIM 1 and other PIMs. When jumping on another

FAI recognized national association drop zone; rules and regulations of that association must
be followed.

Insurance Coverage and Defence Fund is invalid if alcohol or drugs have been consumed
eight hours prior to parachuting activity.

You MUST be a member of the CSPA or a student of an affiliated member group which has
elected to purchase the CSPA insurance coverage and/or defence fund for its’ students.
Student coverage will cease to be in effect after a maximum of ten jumps and/or the passage
of twelve months from the first jump. If the student has not jumped within 12 months and is
required to retake first jump training, the student will be covered for the next ten jumps
and/or the passage of 12 months from the jump after retraining.

In line with CSPA’s Technical Recommendations, neither Insurance Coverage nor access to
the Defence Fund will not be provided for persons under the age of 16 The CSPA insurance
policy carries a substantial deductible that will be absorbed by the legal defence fund.
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Insurance Coverage and the Defence Fund with regards to Satellite Operations:

e Satellite Operations may take place with a Drop Zone’s current fee if the Satellite Operation
is not longer than 2 non-consecutive 3 day periods or 1 consecutive 7 day period. (Le. 2
weekends or 1 week.) If the Satellite Operation is greater than either of those previously
mentioned CSPA will charge an additional premium according to the Satellite Operations Fee
Structure; please contact the CSPA Head Office for the current fee structure.

e Satellite Operations may only operate 1 Satellite Operation at a time (the main base of
operation may remain open).

e It is highly recommended that those Drop Zones that do not have Insurance and/or Defence
Fund coverage also contact the CSPA Head Office for the Satellite Operations Fee Structure
in order to allow their licensed CSPA members access to Insurance and/or Defence funding.
Individually licensed CSPA members please note that if your Drop Zone does not comply
with the Satellite Operations Fee Structure you may not be eligible for individual Insurance
and/or the Defence Fund if needed.

e Please note that CSPA may change rates without notice or not grant a Satellite Operation if
the CSPA feels that there is an abuse to the system.

Insurance Coverage and the Defence Fund is valid worldwide for members who are residents of
Canada and is in effect while traveling outside of Canada, temporarily. i.e. vacation

Insurance Coverage and the Defence Fund is not in effect for members residing outside Canada
but is valid while such persons are in Canada temporarily.

Legal proceedings resulting in a claim against the Insurance Coverage and/or Defence Fund must
be initiated in Canada. A copy of CSPA’s insurance policy is available to members upon written
request to the CSPA Office.

There is NO Insurance Coverage and/or access to the Defence Fund for injury to skydiving
participants.

There is NO Insurance Coverage for damage and/or access to the Defence Fund relating to the
operation of a jump aircraft in flight.

11.2 Procedures

11.2.1 Insurance Coverage

The CSPA Insurance Coverage is renewed yearly by the BOD as directed by the Voting
Members at the AGM.

Existing Insurance Coverage is for two million dollars third party liability.
All individual members have access to this coverage if they meet the conditions above.

Drop Zones must purchase the Insurance Option at the time of affiliation in order to have access
for their students and must meet the conditions above.
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In the event that the Insurance Coverage is needed individuals and Drop Zones must have
followed the conditions above and inform the CSPA Head Office in writing within 90 days of
being informed that coverage is needed.

Access will then either be granted or denied by the BOD. Appeals to decisions must follow
those policies and procedures found within PIM 5.

11.2.2 Defence Fund

The CSPA Defence Fund is maintained by the contribution of $5 from each General Member’s
dues plus interest. It is also maintained by the Defence Fund option in Drop Zone affiliations.

When the Defence Fund is in excess of $125,000 the $5.00 contribution from each General
Member’s dues will be placed into the Team Fund.

The above conditions must be met to be eligible.

In order that a claim may be considered, the applicant must notify CSPA immediately upon
becoming party to legal proceedings. Such notification will be accompanied by supporting
documentation. i.e. writ, summons, etc.

The CSPA must be updated on the state of the proceedings at least once every six months to
receive payment from the Defence Fund.

All requests for reimbursement must be accompanied by a detailed description of services
rendered and by paid receipts.

No claim will be considered if the applicant is in arrears to CSPA for any dues or merchandise
purchased until such payment is made.

Payments to a maximum of $10,000 per incident will be made in the following manner:
e 100% of the first $5000.00

e a further $5000.00 may be authorized by the BOD as long as the total amount in the CSPA
Defence Fund is in excess of $75,000 using the following formula: 50% of any remaining
legal fees up to a total pay out from the Defence Fund of $10,000.00.

For those cases where more than one member requires coverage for the same incident, the CSPA
encourages all parties to share counsel. Where this may not be feasible or desirable, the same
maximum payment applies, but will be split equitably amongst the members requiring access to
the Defence Fund.

(This payment policy is designed to provide consistency in the awards given, to acknowledge the
reality of the higher legal costs to defend ones self today, and to protect the long term viability of
the Defence Fund. This format will insure that those with higher legal costs will receive the
higher amounts from the Defence Fund while those who have lower legal costs will receive
less.)
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12. Team Funds

12.1 policy

The purpose of the National Team Trust Funds are to provide a source of funding for teams
which represent Canada at World Parachuting Championships. The funds will be
administered with the goal of preserving an ever-growing principle amount so that in future
years significant interest will be generated to support our national teams.

12.2 procedures

The National Team Trust Funds are made up of six funds: Team Trust Fund, Formation
Skydiving, Style and Accuracy, Canopy Formation, Artistic, Canopy Piloting.

Funds are developed and maintained through the following methods:

e When the Defense Fund is in excess of $125,000, a $5 contribution from each member’s
dues will be placed into the Team Trust Fund.

e Contributions from Members or others, shall be credited to either:
a) the specific fund of choice by donor (FS, S&A, CF, Artistic, Canopy Piloting); or
b) to the Team Trust Fund, if no preference is given.

Further information on the Policies and Procedures, including the methods of distribution of
the interest and donations of the Team Funds is available by contacting the C&NT committee
or referring to PIM 4F chapter 8.
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13. Canpara

13.1 general policy

CSPA will maintain as its official medium of communication to the General Membership the
magazine Canpara.

The magazine will be published on a set schedule, and will include items such as official
notification of the AGM, information about the National Championships, and other items
communicated by the Executive.

The magazine will also carry items of general interest, particularly to the new parachutist, and
advertising. The magazine should strive to be self-sufficient in terms of soliciting advertising
revenue to cover publishing costs.

13.2 editor policy

The Editor of Canpara is a volunteer of CSPA and responsible to the BOD. When the editor
is unavailable or does not respond to the BOD’s question, the BOD may go directly to the
Publisher.

The Editor is responsible for writing an editorial (when space permits) up to 1/2 Page
Maximum, soliciting articles from throughout the country, reviewing the contents of the
magazine, and deciding on appropriate content.

The Editor will ensure that the editorial content policy is followed.
The Editor will provide a content outline to the BOD for review.

The Editor will ensure that articles are printed representing all regions of Canada.

The editor will ensure that proofs of each issue will be presented to the Canpara liaison(s)
and CSPA office, prior to publication for their approval. No issue will be published without
the approval of the BoD liaison(s).

13.3 editorial content policy
o Each issue will carry an update from the BOD or Head Office

e Items of importance to CSPA, including notification of the date of record for the AGM,
notification of the location and date of the AGM, notices to solicit bids to host the
National Championships, notification of the location and dates of the National
Championships, results of the AGM, results of the National Championships, must be
published in a timely manner.

e Articles of a controversial nature must be reviewed and approved by the entire Board. No
such articles can be printed without the full Board’s consent.

e All articles will follow the guidelines set out in CSPA’s Basic Safety Recommendations.

e All article content will be consistent with the spirit of CSPA’s Policy and Procedures
Manual.
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Training or Rigging Standards — Articles discussing policies, rigging, training standards,
recommendations, or committee policies will be confirmed to be accurate by the Chair of
the responsible Committee. A copy of the A.LLM. report will be printed or included in
Canpara once per year.

Endorsements — Canpara/CSPA will not endorse or recommend any specific products or
services unless approved by the BoD.

Info Ads — Info ads shall be acknowledged as such.
Gender Neutral — Where appropriate all articles shall be gender neutral.

Statements that circumvent intent — The editor, in their official capacity, shall not by way
of printed statement, qualifying phrase or derisive comment: contradict or undermine any
statement that the BOD requires them to print.

Negative News Reports — All articles that describe member groups, drop zones, teams,
individuals or circumstances in a negative way shall be deemed acceptable for printing if
and only if all of the following criteria have been met:

= the “reporter” is not personally involved with the story and is perceived/proven to have

nothing to gain

= both sides involved in the story have been contacted and provided with reasonable

opportunity (3 reasonable and verifiable contacts/failed attempts) to comment on the
specific issue.

= all sides must know that their comments may be used in Canpara

= if an individual cannot be contacted, or refuses to comment the article may run provided

that it states the individual could not be contacted/refused comment. Editor’s
comments must be unbiased.

= the editor has submitted to and received permission from the entire BOD to print the

article.
Profanity — Profane words or statements are not acceptable.

Nudity —Degrading or vulgar images are unacceptable. “Full frontal” nudity is
unacceptable, unless done in an artistic manner; images that could be controversial of this
manner must meet FULL BOD approval

Tandem — No pictures or articles that contradict the manufacturers recommendations or
CSPA BSR’s.

Helmet less Pictures — No helmet less pictures unless the individual has a CSPA D CoP
or E CoP and this is stated, or the individual is a foreign national and permitted by his/her
association to not wear a helmet.

BASE Jumping — Legal BASE Jumping stories are allowed; illegal activities are not.

Non-Current rigging or Training Doctrine Articles — Any article that’s purpose is to
educate/present for discussion any non-current equipment or training doctrine is not
permitted unless approved by the BoD.
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Benefits of Membership — Where possible, small blocks stating CSPA “Benefits of
Membership” and the many benefits to being a CSPA member will be printed stating
where to find the full information on the topic.

13.4 advertising policy

The advertising:editorial ratio for each issue of the magazine shall not exceed 40%
advertising. More pages will be added as more advertising is sold.

Rigging Advertisements — All riggers advertising their services must include their
rigger’s certificate level and be current CSPA members unless they are foreign riggers
advertising their services outside Canada.

One half page, 4 colour or one full page, black and white, will be provided free of charge
to the Summer Canadian Nationals Host member group for the purpose of advertising the
Canadian Nationals. The member group will be responsible for any advertisement
development costs.

The editor/publisher may accept any advertising that does not contradict any other CPSA
BSR, Recommendation or policy. Any questionable advertisement will be sent to the BoD
for approval.

13.5 publishing policy

The CSPA shall maintain full control of the editorial and advertising content in all issues
of the magazine.

Canpara shall be a minimum of 32 pages with 4 colour printing available on at least 16
pages if the budget allows.

Proofs of each issue will presented to the Canpara liaison(s) and CSPA office prior to
publication for their approval. No issue will be published without the approval of the
BoD liaison(s).

The publisher will maintain contact with the Editor on all matters and cultivate a good
working relationship.

13.6 translation policy

The following items will be translated in this order:

Editorial
Presidents Message
Committee communications/articles

Articles of national importance

Other articles will be printed in the official language that they are received, and may be
translated as space and resources permit.

CSPA Policy and Procedure Manual 27



14. Aero Club of Canada/
Federation Aeronautique International

14.1 policy
The CSPA will maintain membership in the Aero Club of Canada.
Through the ACC the CSPA will maintain affiliation with the Federation Aeronautique
Internationale in order to allow those teams chosen to represent Canada.
14.2 procedures
CSPA will maintain representation with the Aero Club of Canada.
CSPA will pay ACC dues from general revenue.

CSPA will provide, at cost to its General Membership, the FAI sporting license for
individuals competing at First Category Events, World Record Attempts, or any other
situation in which the Sporting License is required.

All FAI Sporting Licenses issued by the ACC are valid from the date of issue to 31 December
of the year of issuance.
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15. IPC & FAI

15.1 Introduction

The International Parachuting Commission (IPC) is a permanent commission of the
Federation Aeronautique Internationale (FAI), established in accordance with the Statutes and
Bylaws of the FAI to be responsible for all matters relating to Sport Parachuting.

IPC Procedures are governed by the IPC Internal Regulations. The Regulations for Sport
Parachuting are contained in the General Section and Section 5 of the Sporting Code. The
rules for each specific discipline are to be found in the Competition Rules for that discipline.

15.2 Policy

CSPA, by virtue of its affiliation to and agreement with the Aero Club of Canada (ACC), is
entitled to appoint a Delegate and , if it chooses, an Alternate Delegate to the IPC. These two
officers are appointed annually by the BOD at its post AGM meeting. The names are then
sent to the ACC, which forwards them to the FAI for acceptance at the FAI General
Conference (usually held in October each year). In this manner, the nominated officers are
properly accredited and it is quite clear to the FAI and IPC who are the authorized
representatives of a particular nation.

The criteria that should apply to the selection of the Delegate and Alternate Delegate are as
follows:

e cither separately or as a pair

e be thoroughly familiar with CSPA Policy and Procedure

e be knowledgeable about competition practice and procedures

¢ have an understanding of technical and safety matters

e have the ability to make their presence felt at the [IPC meeting

e be prepared to spend own money and vacation time to attend the annual IPC meeting

The Delegate will liaise with the Chairman of the CNTC to ensure that:

the list of International Judges is submitted on time
e the nomination of Judges for Championships is submitted on time

¢ information concerning the date and location of International competitions is given to the
CNTC Chairman on a timely basis

¢ information concerning competition rule changes and relevant documents are given to the
CNTC Chairman on a timely basis
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The delegate will write an annual report for presentation to the CSPA BoD and AGM and
will provide the CSPA Head Office with copies of the IPC meeting minutes and other
relevant documents.

CSPA will pay the registration fees and travel costs to attend the annual IPC meeting for the
Delegate and Alternate Delegate. Failing full funding being available, CSPA will give them a
reasonable allowance towards these costs.

It is also recommended that before a person is appointed to either position, they should attend
two IPC annual meetings with Observer status at their own expense.
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16. CNTC

16.1 Introduction

The CNTC is a Committee made up of at least five members. Committee members are
selected for their knowledge as competitors, judges, competition organizers, or some
combination of these experiences. When ever possible a broad regional representation is
desirable.

16.2 Policies

The CNTC'’s responsibilities include in part:

Inform membership about competition

To establish, maintain and revise the Competition Manual

To encourage the development of, and participation in, National/National Conference
Cups (NCC) parachuting competitions.

To solicit bids to host the Nationals/ NCC’s

Assist with Nationals/NCC’s

Oversee the revision of Judging Score sheets and competition related documents
Oversee the selection of National Teams; maintain communication with all national
team members regarding matters pertaining to national and international competition.
To administer the participation of National Teams in International Competition.
Select Delegation Personnel

Oversee the disbursement of Team Fund Monies

Assist with National Development Program

Administer the CSPA Judges' Rating Program.

Provide assistance, in the form of information and expertise, to Member Groups
hosting competitions, establishing records, and other competition related matters.
Advise the IPC Delegate on matters the CNTC may wish to have addressed at the IPC
— Ref PIM4F Chapter 9

Disseminate IPC Info

To establish, maintain and revise Canadian Records

Administer the Certificate Award Program as related to CNTC programs
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16.3 Procedures

Meetings - The committee conducts its business relying heavily on email, regular mail and
telephone communication. The committee should meet annually, preferably at a competition
venue i.e. Nationals or NCC, depending on funds available.

Refer to PIM4F and PIM4G for detailed information on policies and procedures
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17. CWC

17.1 Introduction

The Coaching Working Committee consists of approximately six experienced Course
Conductors, Instructors, or Coaches who volunteer their time and expertise to promote the
development of parachuting and parachutists in Canada.

17.2 Policy

The goals of the committee are to:

Develop resource material for skydivers, Coaches, Instructors, and Course Conductors in
the form of Coaching, Instructing, and Parachuting Information Manuals (PIM).

Co-ordinate the training of Coaches and Instructors.

Oversee the issue and maintenance of Coach and Instructor ratings.

Develop material to enable Course Conductors to more effectively deliver the courses.
Co-ordinate the training of Course Conductors.

Oversee the issue and maintenance of Course Conductor ratings.

Recognise outstanding service and performance by Coaches and Instructors.

Inform and communicate with the CSPA membership through bulletins and articles
published in Canpara and on CSPA’s e-mail information list.

Investigate complaints against Course Conductors, Coaches, and Instructors, as directed
by the BoD.

Promote the public image of parachuting as a safe and enjoyable sport.

In conjunction with the Technical and Safety Committee, produce the Certificate of
Proficiency (CoP) exams

17.3 Procedures

Meetings

e The CWC meets twice each year, normally once in western Canada and once in
eastern Canada.

e The meetings are generally held over three days and are open to members of
CSPA. The minutes of the meetings can be obtained from the National Office and
a summary of the proceedings is published in Canpara.

e One evening is reserved for an information workshop in which current advances
and updates are shared with the local instructors and coaches who will receive a
formal invitation from the Chair.

Committee Composition

e The committee is guided by a Chair who is appointed by CSPA's Board of
Directors (BoD) for a one year term normally after a recommendation from the
members of the CWC. The overall tasks of the chair (or delegate) include
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e Selecting the members of the committee bearing in mind regional
representation, specialised knowledge, and the ability to complete assigned
tasks.

e Preparation and presentation of the annual report to the BoD and CSPA
membership and attendance at the Board Meetings at the Annual General
Meeting (AGM).

e Preparation of the CWC annual budget.

e Acting as the spokesperson for the committee.

e Assigning and monitoring the tasks and reports of the committee members.

e Receiving and replying to all correspondence addressed to the CWC.

e Maintaining the Course Conductor, Coach and, Instructor system

e Issuing temporary and certified rating cards.

e Other members of the committee have special responsibilities. These include the
Rating Processor, the Director of Course Conductors, and the Coaching
Association of Canada (CAC) Liaison Officer.

¢ One member of the BoD serves on the CWC acting as a liaison between the two
groups.

e Manuals and Certificates of Proficiency

e The CWC prepares and updates the following CSPA manuals and documents both
in English and in French:
e PIM 1 (in conjunction with the T&SC), PIM 2A, PIM 2B, PIM 2C
e Instructor A and Instructor B
e Coach 1 and Coach 2
e Progressive Free Fall
e (CWC Policy and Procedures
e Course Conductor Training Seminar Manual
e A, B, C, and D Certificates of Proficiency (in conjunction with the T. & S. C.)

e The CSPA Course Conductor, Coach and Instructor Systems

e The CWC oversees several programs on behalf of CSPA. This includes provision
for the training and monitoring of Course Conductors; Coaches 1 and 2; A and B
Instructors; and PFF Instructors. Information and details of the pre-requisites,
evaluation procedures, privileges, and practical requirements for each rating are
outlined in PIM 1.

e Public Statements

e No member of the CWC, Course Conductor, Coach, or Instructor will make a
public statement that connects that person's individual opinions with the position
of CSPA or the CWC. Only the Chair of the CWC may make statements with
reference to the stance of the committee with respect to any matter. If the Chair is
making an individual opinion then he or she must explicitly state that fact.

17.4 Additional Information

More detailed information on the following aspects of the CWC may be found in the CWC
Policy and Procedure Manual:

e The Master Course Conductor
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Qualifications
Activities

e The Course Conductor

Qualifications

Application and Selection Procedure
Training

Rating Maintenance

Grounds for Privilege Suspension
Substandard Courses and Paperwork
Course Delivery Guidelines

General

Course Paper Flow

Course Package Pricing System
Special notes to Course Conductors regarding Supervision and Evaluation
Instructor Courses

Coach Courses

PFF Courses

Candidate Access to Courses

e The Coach and Instructor

The Role of the CWC in the Instructor and Coach system
Candidate procedures to obtain a Certified Rating

Coaching Association of Canada Certification

e Disciplinary Action
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18. Government Regulatory
Committee

18.1

Introduction

The Government Regulatory Committee (GRC) represents CSPA in matters relating to
government (to include Crown Corporations) regulation and/or restrictions to the sport of
skydiving.

This committee will act primarily as a standing ad-hoc committee. When an issue arises that
the BOD or Voting Members decide needs attention experts from those areas will be called
upon to represent CSPA and CSPA’s interests as a whole.

When more than one different issue is present at the same time there may be separate
functioning sub-committees.

If there are no pressing issues the GRC will have no standing Chair or members but the BOD
will handle requests and monitor potential issues.
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19. T&SC

19.1 Introduction

The Technical & Safety Committee maintains the safety standards of CSPA by promoting the
highest principles of honesty, integrity, and professional behavior in dealings with the
industry, CSPA membership, and the public.

19.2 Policies
The T&SC:

Oversees the issuance of Certificates of Proficiency (CoP’s)

Promotes safe skydiving through rigger education and maintaining the rigging system.
Investigates and acts upon complaints against riggers.

Maintains a schedule of technical bulletins.

Issues Exhibition Jump Ratings (EJR’s).

Investigates and acts upon EJR incidents and accidents.

Compiles summaries of accidents, incidents, and fatalities (AIM reports).

Maintains PIM 1 (Basic Safety Rules and Recommendations) on a bi-annual basis.

19.3 Procedures
The T&SC conducts meetings in various regions of Canada. Meetings are open to any CSPA
member wishing to observe; except during in-camera sessions.

For more information see the T&SC Terms of Reference Manual.
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20.1

20. Official Languages

Policies

CSPA endeavors to provide communication and information to its members in the
official language of the member’s choice.

The CSPA will collect language preference statistics from its members.
Key membership services will be provided in both official languages
Static sections of the Web site will be in both official languages

Key high performance and technical documents will be in both languages.

CSPA will ensure coaches are available which meet the needs of both English and French
speaking athletes.

At least one office staff will be fluent in both official languages.

Canpara will be published in both official languages as per Canpara policy 13.6.

20.2 Procedures

CSPA will maintain a volunteer translation committee to translate materials required by
the association.

CSPA will translate items in the order of highest necessity to the association and its
members.

CSPA will publish new materials in whichever official language it is developed in ASAP
and translate the material as quickly as the volunteer translation committee can manage.
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21. Conflict of Interest

21.1 Policy

In order to prevent any conflict of interest, real or perceived, on the part of any officer,
employee, official, or volunteer, those who will receive a direct benefit from any of the
programs or funds available from the CSPA will be required to abstain from any voting or
decision making on the issue.

21.2 Procedure

Any member of the CSPA who believes that they may be in a position of conflict of interest
shall disclose that conflict to the appropriate committee chair. In the case that a committee
chair feels they are in a conflict of interest, they shall disclose that conflict to the BOD.

If any member feels that another member is in an undisclosed conflict of interest, that
member shall notify the BOD of the CSPA in writing.
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22. Disciplinary Action

22.1 Definitions

Jurisdiction: Every rating holder and member granted membership in the Association is
subject to the exclusive disciplinary jurisdiction of the Association.

Disciplinary Action: The discipline of members is for the protection of parachutists and the
maintenance of the standards and principles of CSPA.

Grounds for Disciplinary Action: It is a duty of all members to conduct themselves in
conformity with the policies, rules and recommendations of the Association.

Types of Disciplinary Action available to the Board of Directors:

e Suspension of membership in the Association pending termination of membership at an
AGM or SGM, and / or

¢ Suspension of membership in the Association for a fixed period of time, and / or

e Removal of privileges associated with a CSPA rating for a fixed period of time,
and / or

e Reprimand, and / or

e Such other actions as may be deemed appropriate.

22.2 Complaint, Investigation, Enquiry, and Appeal Procedure

22.2.1 Complaint Process

Complaints concerning the actions of CSPA members can be submitted in writing to
the CSPA Head Office. The Head Office will inform the BOD and process the
complaint. The person that the complaint is against must be clearly identified by
name.

If the complaint is against a BOD member the Chairs of the TSC, CWC and CNTC
will be informed and they will form an adhoc committee to process the complaint.
The BOD (with the exception of the member the complaint is against) will be
informed of the complaint. From hereon within this section (where a complaint is
against a BOD member) duties of the BOD will be passed onto this adhoc committee
as allowed by PIM 3 Constitution and Bylaws of the CSPA to process the request.
Special attention should be placed to ensure that constitutional rights are protected.

Note: All correspondence and communication dealing with disciplinary matters shall
be kept strictly confidential at all times.

40

CSPA Policy and Procedure Manual



22.2.2 Investigation Process

On the receipt of three independent letters of complaint, the BOD will appoint a
member of the BOD, CWC, CNTC or TSC, based on the area/nature of the
complaint, to conduct a preliminary investigation. The BOD may elect to initiate this
process with fewer than 3 complaints. This will involve discussion with the
complainants and an opportunity for the member (defendant) to make comment. At
this time the names of the complainants will be kept confidential. Based on the
findings of this investigation, which shall involve the accused member, actions can be
recommended to the BOD by the investigative member and the process deemed
complete. If there is acknowledgement by the defendant that the said events did
occur, recommendations regarding actions to be taken can be provided to the BOD
who may either accept or reject them.

22.2.3 Enquiry Process

If there are significant differences in the statements of the accused and complainants,
the BOD will decide if a formal enquiry is deemed necessary.

If not, the BOD will notify the complainants in writing within 30 days of receiving the
complaint of the decision to dismiss the complaint and the reasons behind this
decision.

If an enquiry is to proceed then the BOD will:

- Strike an Enquiry Committee (EC) consisting of at least three members, where
one is from the BOD and deemed the official of the EC, a second person from an
appropriate committee, and a third member acceptable to both the BOD and the
Defendant.

- Notify the complainant(s) in writing that they have 15 days to substantiate the
claim with the EC

- Notify the defendant in writing, by registered mail, that a complaint has been
received and outlining the nature of the complaint. The letter will identify the
members of the EC and state that the defendant has 15 days to refute the claim to
the EC or accept the decision of the EC.

The Enquiry Committee will:

- Listen to the complainants and defendant.

- Canvass other sources of information, including names suggested by both the
defendant and the complainant(s), concerning the complaint.

- On assessing all relevant information, notify the BOD of their decision and
recommended course of action.

- The recommendations will be that the Board effect one of the available types of
discipline, or to dismiss the complaint.

The BOD will:

- Send written notification of the decision of the BOD to the Chair of the
appropriate committee(s), the members of the EC, the defendant (by registered
mail), and the complainant(s).
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BOD

Investigation

BOD Notice of Dismissal to
Defendant and Complainants

Notice of action takento [—
defendant and camnlaint’c

Committee of
Enquiry

Defendant Complainants Other sources of
information

Committee
recommendation

Written notification of the decision of the BOD to the Chair of the appropriate
committee, the members of the EC, the defendant (by registered mail), and the
complainants.

22.2.41 Appeal Process

A Defendant who wishes to contest the decision produced from the enquiry, has 30 days to
lodge a notice of appeal with the BOD.

The BOD will appoint a regional Appeal Committee (AC) composed of three members, who
were not members of the EC, determined as follows:

- One member from the relevant committee

- One member from another committee

- One member chosen by the BOD of CSPA

The decision of this committee to suggest the dismissal of the complaint or to support or
modify the original disciplinary action will again be ratified by the BOD of CSPA. Written
notification of the decision will sent to the BOD, the appropriate committee, the AC, the
defendant (by registered mail), and the complainant(s).
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22.2.4.2 Final Appeal:

In the event, when all internal processes have been exhausted, and a satisfactory conclusion
to the complaint has not been reached; the alternate dispute resolution services of the Sport
Dispute Resolution Centre of Canada will be consulted for their assistance in settling the
dispute or complaint.

Notice to Appeal the
Decision

BOD

Committee of
Appeal

Defendant Complainants Other sources of
information

Committee
recommendation

BOD

Written notification of the decision of the BOD to the Chair of the appropriate committee,
the members of the AC, the defendant (by registered mail), and the complainants.
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22.2.5 Notification Process:

Notification of any disciplinary action will be made available to those that need to be
notified, via email, written, or verbally. If warranted the decision might be published in
Canpara; giving brief details and reasoning’s behind the decision (the name of the persons,
organizations and location will not be published). The privacy policy of CSPA must be
followed.

22.2.6 NOTES: The above processes will adhere to the following Rules of
Procedural Fairness:

e The BOD has the authority to make the decision

e The procedure is fair and all the necessary procedural safeguards are in place.

e The defendant is given a right to a hearing.

e Sufficient notice is given.

e The violation is clearly identified.

e The defendant is given full opportunity to present their side of the issue.

¢ The people making the decisions are impartial - Rule against Bias. They will not
- Sit in appeal of their own decisions
- Have interest, personal or otherwise, in the outcome of the decision
- Show attitudinal bias.
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23. Code of Ethics

23.1 Policy

CSPA recognizes the need for ethical conduct in sport and upholds the principles and
standards adopted on August 10, 2001 in the “Declaration on Expectations for Fairness in
Sport ““ (the London Declaration) (http://www.gnb.ca/0131/d-r/londonen.pdf).

The Canadian Strategy on Ethical Conduct in Sport, May 24, 2002
(http://www.pch.gc.ca/progs/sc/pol/eth2002/StEthic.pdf) will be a guiding document for
CSPA in the provision of services to their membership.

CSPA believes in the right of all people to participate in sport and pursue their personal
levels of excellence.

CSPA believes sport is characterized by safety, equality, integrity and fairness.

CSPA Board of Directors, committee members, officials, staff and volunteers will adhere
to these ethical principles and standards in carrying out their duties and promoting the
sport of skydiving.
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24. Sport Canada and CSPA

241 Sport Canada and CSPA

24.1.1 Policy

To achieve the goals of the Canadian Sport Policy, Sport Canada provides financial support
to eligible, national level sport organizations. CSPA is the National Sport Organization for
parachuting.

24.2 Procedure

CSPA will complete all necessary documentation required for the Sport Funding and
Accountability Framework to be eligible for funding support

When approved for Sport Canada financial support, CSPA will complete all
documentation required on an annual basis in compliance with Sport Canada guidelines.

CSPA will appoint a Technical Administrator, on a contractual basis, to prepare all
required documentation and applications for Sport Canada.

The Technical Administrator will assist the CSPA Board of Directors and committees in
meeting the requirements of Sport Canada.

The Technical Administrator will be responsible for submitting all required
documentation to Sport Canada by the specified deadlines.

24.2 Senoir National Team — Training Assistance Program

24.2.1 Policy

In co-operation with Sport Canada, it is the goal of the Canadian Sport Parachuting
Association to promote the Enhanced Excellence of Canadian Athletes in the sport of
parachuting.

When Sport Canada provides funding support, CSPA will distribute the available funding
to those members of the National Team who meet the eligibility requirements.

Those eligible team members who placed in the medals or in the top 25% of the
discipline at the previous World Meet, and who compete at the current World Meet in the
same discipline and with the same team (as applicable) will receive recognition for their
previous standing.

Eligibility requirements include: completion of the National Team Agreement;
completion of a Training Plan outline; training completed in the specific discipline per
the athlete’s National Team designation; for team events, only training completed by the
entire team will be eligible for funding support (unless approval is obtained from the
CNTC and Technical Administrator for training not involving the complete team);
submission of a completed Training Expense Claim including all required receipts by the
designated deadline

46

CSPA Policy and Procedure Manual



24.2.2 Procedure

The Senior National Team Training Assistance Program application will be distributed by
CSPA to each National Team member, upon confirmation of the National Team members
by the CNTC.

Each national team member is to complete the required application and return it to CSPA
by the designated deadline.

Those National Team members, who meet the eligibility requirements and provide the
necessary documentation to CSPA, will qualify to receive training support funding from
the funding provided by Sport Canada.

The Board of Directors of CSPA will determine the equitable distribution of the available
funds to the eligible National Team members. Distribution of the available funds will
reflect the efforts of those team members who finish in the medals; finish in the top 25%;
have the potential to finish in the medals; improve their performance over the previous
world meet results.
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25. Privacy Policy Statement

25.1 Policy

CSPA will collect, use and disclose the personal information of members,
staff members, volunteers and other individuals in a manner that protects such
information, and will abide by the principles and requirements as specified in
the Personal Information Protection Act (PIPA).

“Personal information” is considered to be any information that may identify an individual.
PIPA identifies certain exceptions to the general principles in the application of the Act.

Application

The principles and requirements set out in this policy apply to the collection,
use and disclosure of personal information by CSPA. Members of CSPA, as
separate legal entities, are required to enact their own privacy policies applicable
to their specific organizations.

25.2 Summary of Principles

Principle 1 — Accountability

CSPA is responsible for personal information under its control. To ensure CSPA
accountability and adherence to this policy, as well as timely response to questions

of interpretation and possible complaints, the president of CSPA will designate a senior
staff member or volunteer to assume the responsibilities of Privacy Officer. Public
information regarding CSPA's privacy policy and practices shall include current contact
information for the Privacy Officer.

Principle 2 — Identifying Purposes for Collection of Personal Information

CSPA shall identify the purpose for which personal information is collected at or

before the time the information is collected. Collection of personal information will

be limited to what is necessary to fulfill the purpose for which the data is being collected.

Principle 3 — Obtaining Consent for Collection, Use or Disclosure of Personal Information
The knowledge and consent of a member, staff member, volunteer or other individual are
required for the collection, use or disclosure of personal information, except where
inappropriate, including how and with whom any information may be shared. Members, staff
members, volunteers and other individuals have the right to abstain from providing personal
information on the understanding that if they choose, the purpose for which the information
was being collected may not be fulfilled and/or that CSPA may not be able to provide some
services to the member, staff member, or volunteer.

Principle 4 — Limiting Collection of Personal Information
CSPA shall limit the collection of personal information to that which is necessary
for the purposes identified by the association. CSPA shall collect personal information
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by fair and lawful means.

Principle 5 — Limiting Use, Disclosure, and Retention of Personal Information

CSPA shall not use or disclose personal information for purposes other than those

for which it was collected, except with the consent of the member, staff member, volunteer or
other individual, or as required by law. CSPA shall retain personal information only for as
long as necessary for the fulfillment of those purposes.

Principle 6 — Accuracy of Personal Information
Personal information shall be as accurate, complete and up to date as is necessary for
the purposes for which it is to be used.

Principle 7 — Security Safeguards

CSPA shall protect personal information by security safeguards appropriate to the
sensitivity of the information. Personal information will be maintained in strict confidence
and will be safeguarded through the use of administrative, physical and technological means
such as database passwords and restricted access to secured storage cabinets and rooms, as
appropriate.

Principle 8 — Openness to Concerning Policies and Practices

CSPA shall make readily available to members, staff members, volunteers and other
individuals specific information about its policies and practices relating to the management of
personal information. Individuals from whom personal information has been collected have
the right to access their own information to confirm accuracy and/or make appropriate
changes, as needed

Principle 9 — Customer and Employee Access to Personal Information

CSPA shall inform a member, staff member, volunteer and other individual of the existence,
use and disclosure of his or her personal information upon request and shall give the
individual access to that information. A member, staff member, volunteer and other
individual shall be able to challenge the accuracy and completeness of the information and
have it amended as appropriate.

Principle 10 — Challenging Compliance

A member, staff member, volunteer and other individual shall be able to address a challenge
concerning compliance with the above principles to the designated person or persons
accountable for compliance by CSPA with the CSPA Privacy Policy

The ten (10) principles, which form the basis of the CSPA Privacy Policy, are interrelated
and CSPA shall adhere to the ten (10) principles as a whole.

25.3 Privacy Officer

The Privacy Officer of CSPA shall be accountable for ensuring that the collection and

use of personal information complies with the Privacy Policy of CSPA as well as any
appropriate legislated requirements. The Privacy Officer shall address any actual or potential
breaches of this Privacy Policy, or any complaints received from individuals from whom
personal information has been collected.
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25.4 Complaints

If any member, staff member, volunteer or other individual believes he or she has a possible
complaint regarding the collection, use or disclosure of his or her personal information by
CSPA, such complaint shall be in writing and submitted to the Privacy Officer.

All complaints received shall be investigated and the outcome documented. The Privacy
Officer shall manage the investigation process, delegating where appropriate. To ensure all
relevant information is obtained in order to make a determination concerning a complaint, the
Privacy Officer shall have access to all relevant CSPA records pertaining to the
circumstances of the complaint.

If an investigation reveals any inaccurate personal information, or any practices not in
keeping with legislated requirements or this CSPA Privacy Policy, such instances shall
be remedied by CSPA as promptly as reasonably possible.

All complaints will be dealt with thoroughly, and the Privacy Officer or delegate will provide
an appropriate decision and written response within reasonable time frames. Such response
shall outline the review process undertaken, changes (if any) to data handling practices or
corrections to personal information made as a result of the complaint, as well as information
for possible appeal of the CSPA decision to the Information and Privacy Commissioner of
Canada.
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26. School “Drop Zone” Affiliation Policy

26.1 Introduction

The privilege of being a CSPA School “Drop Zone” (herein referred to as ‘School’) allows
the member group to drop students and licensed skydivers from aircraft into a designated
landing zone. CSPA offers an Insurance and Defense Fund Option for the School affiliation.

26.2 Policy

Schools must adhere to the Basic Safety Rules and Technical Recommendations (or have a
waiver) of PIM 1 plus they must follow the appropriate other sections of PIM 1 and
appropriate sections of PIM 3 and PIM 5. Failure to follow these rules may result in
suspension or denial of membership as directed by the BOD.

If the BOD believes a School to be a liability to the association; the BOD may not grant
membership until concerns are addressed. If the BOD believes that an affiliating a specific
School may not be in the best interest of CSPA, for various reasons (typically for safety
reasons) the BOD will form an impartial Ad Hoc Committee of three members, one from
each of the following: the BOD, TSC and the CWC. The findings of this Committee will be
considered final. If the finding is unfavorable to the School affiliation in question, there may
be an appeal filled in writing within 30 days. Upon this appeal, a second Ad Hoc Committee
of three individuals will be formed (of different members than the first committee) from the
TSC and the CWC.

In order to be eligible for Insurance and Defense Fund (if applicable) the rules in the PIM’s
must be followed. In addition (unless waived by CSPA) permission must be granted from the
owner(s) of the property, to the School for the entire landing zone(s). This landing zone must
be clear of obstacles as defined in PIM 1 Sec. 3.1 “Drop Zone Clearances” that are planned to
be used for landing skydivers. (Example, in order to drop Student to B CoP Skydivers the
Schools needs an area 100 meters clear of obstacles in all directions and permission from the
owner(s) of the property.

Fees must be paid in full for the benefits of being a School to come into effect, unless using a
payment plan (detailed below) for the Insurance AND Defense Fund option. If using the
payment plan, failure to make payments within the time line may result in the suspension of
privileges as directed by the BOD. Any unpaid fees from a previous year must be paid before
the current application will be considered.

When asked, School must provide information regarding to statistics and compliance with the
BSR’s, Technical Recommendations and other CSPA rules when requested by the CSPA.
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26.3 General Procedure

Fill out and send in the School “Drop Zone” Affiliation Form with the appropriate fee. If
using the Payment Plan for the Insurance and Defense Fund option 33% of the total fee must
be paid at time of application; 33% three (3) months after that; and the remainder three (3)
months after that. Please note that the payment plan is only valid till June 30" (of the given
year); after that payment in full must be received.

26.3.1 Guidelines for Opening a New Drop Zone or Club

1.

10.

Obtain land owner permission.

Obtain Transport Clearance (for drop zone recommendations, see PIM 1- Section 3 - available on
CSPA’s website at www.cspa.ca and/or CARS on Transport Canada’s website.

When choosing a name, please check with the Head Office to avoid using a previously used or
current group/club name.

Have 5 current CSPA members.

If opening a School, all Instructors/Coaches must have current CPSA memberships and required
CSPA ratings to hold position indicated. (see PIM 1 manual for requirements).

Complete and return CSPA affiliation form, in full, including payment by cheque, credit card or
money order. Forms available from the Head Office. Electronic copy available by emailing
office@cspa.ca

If any “satellite schools” are to be in operation during the season, please indicate this on the
affiliation form. (for definition and terms of a satellite school — see PIM 1 manual or see the
Appendix of this manual).

Upon receipt of application at the Head Office, all ratings and qualifications are checked in the
database. If all information is in order, it is then forwarded to the BoD for review and approval.
If approved by the BoD, the applicant is then notified by the Head Office and the forms and
documents corresponding to the type of affiliation are sent out and operations may begin.

If not approved by the BoD, the applicant is then notified by the Head Office of the decision at
which time changes can be made as long as they fall under the requirements and/or qualifications
of CSPA and Transport Canada.
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27. Budget

27.1 Committee Budget Management Policy

Approved Budgets for Committees are to be spent in accordance with the amounts

allocated per their expense accounts as approved in their Budget, however for any surplus,
(with the exception of Sport Canada or CAC funding allocated for specific activities) these
amounts may be spent by the committee for other mandated activities for that committee, up
to 10% of the committees budget. Variations above that amount need BOD approval. Any
decision by the committee chair that requires clarification the chair should contact their
respective BOD liaison for assistance.
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Appendix A — Definitions

The following definitions are used by CSPA in the operation of the association.

Drop Zone Owner/Operator: means any area or separate areas of land, water (including the
frozen surface thereof) or separate areas of land and water - or any other supporting surface
used or designed, prepared or equipped or set apart — including any buildings, installations
and equipment in connection therewith, for use, either in whole or in part, full time or part
time:

1) for the arrival and departure, movement or servicing of jump aircraft;

2) for the arrival of individuals or equipment by one or more parachutes;

3) for any other purpose secondary or non essential to the operation to the dz.

Satellite (School) Drop Zone: A Satellite Operation is a drop zone that operates a second
operation away from their primary base of operation. The Drop Zone may keep their main
operation open, but may only have one satellite operation at any one given time. Drop Zones
may operate on a short term basis without additional fees (not longer than 2 non-consecutive
3 day periods or 1 consecutive 7 day period. (i.e.2 weekends or 1 week.)) If longer
operations, an additional fee will be required for access to Insurance Coverage and or the
Defence Fund. Please contact the office for the fee structure.

School: See Drop Zone Owner/Operator

Tandem Student/Passengers: Will be referred to as a Tandem Jumper.
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Appendix B — Planning

The following are areas which are planned for this manual:
e Awards
e Membership
e Translation Committee
e Treasurer
e National Office
e Directors & Officers
e Communications
e BOD
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