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Introduction 

  
Rotary year 2000-2001 was the first year in which the Board of Directors (the 
"Board") of the Rotary Club of Kingston (the "Club") decided to formalize the 
management of risk, to segregate risk management as an activity of its own, 
separate and distinct from other functions and activities of the Club, and to establish 
a Risk Management Committee (the "RMC"). The mandate for the RMC in the first 
year of its existence was to do a general review of risk in the context of the many 
activities of the Club, and to make recommendations to the Board with respect to 
appropriate processes, procedures and practices to control and minimize risk. 
 

1 Risk Management in General 

 
The first and most important task of the RMC was to determine and to articulate the 
step by step process which, if followed, would enable the Club and its members to 
manage risk.  This is not rocket science in outer space.  This is pedestrian common 
sense. We have set out below, in what we think is the logical order of progression, 
the basic steps in the risk management process. 
  
1.1 Definition 
 
The first step in the process is to define risk. Risk may be defined as any threat to 
the people, the property, the revenues and the goodwill of the Club and of Rotary 
as a worldwide organization.  For the purposes of this, its first report, the RMC used 
as its definition of risk, the risk of claims being made by the "outside world" - 
by third parties, against the Club, its directors, officers, committee members 
and/or members-at-large (sometimes collectively referred to as "Rotary").  We 
did not focus particularly on internal risks, such, for example, as theft or fraud by a 
Rotarian, but that should be covered in subsequent documents.  
 
1.2 Identification of Risks 
 
The second step in the process of risk management is to identify the risks.  Risk 
arises from an act or activity of the Club.  If there is no activity, if there is no action, 
there is no risk.  Risk, therefore, must be identified on an activity-by-activity or 
project-by-project basis. 
 
1.2.1 Parties Involved.   
 
While others who manage risk have perhaps not explicitly noted this point, the RMC 
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has found it very helpful as the initial step in the identification of risks associated 
with any activity to identify the parties involved.  The identification of the parties who 
will be involved, in fact, identifies the foreseeable sources of claims against Rotary. 
It also reduces the generality of project-associated risk into identifiable one-off 
claim-specific situations that are easier to assess and manage.  The identification of 
the various players will lead naturally into an articulation of the specific role or 
function of each player.  Determining who will be doing what, and who, therefore, 
will be responsible for what, is fundamental to the management of the risks 
associated with any particular activity or project.   
 
While we think the identification of the parties involved is an essential step in the 
process of risk management, we also think it will serve as a useful tool in the 
process of organizing any project or activity. 
  
1.2.2 Laundry List 
 
 The next step in the identification of risks is the preparation of a list of all possible 
risks that one can think of in association with any project or activity, without making 
any attempt to qualify or quantify the different risks. 
 
1.3  Ranking 
 
The third step in the process of risk management is to decide which of the risks on 
the laundry list are the most threatening to Rotary and, therefore, the order of 
priority in which the risks should be addressed.  The view of the RMC and the 
apparent consensus of other managers of risk are that they be ranked or measured 
by two basic criteria - probability and severity.  The former is the likelihood that a 
possible risk will materialize as a reality and the latter is the magnitude of the 
consequences to Rotary if it does so.   
 
It is also the apparent consensus of risk managers that ranking the risks in a 
precise order of priority is "definitely difficult".  For purposes of this report the RMC 
applied three simple levels of probability and severity in its analysis, namely high, 
medium and low.  But what is the proper priority to be assigned as between a risk 
with a high "probability" and low "severity" and a risk of low "probability" and high 
"severity"?  There doesn't appear to be any consensus on the relative weight to be 
assigned to the two basic criteria and ultimate ranking is a matter of judgment.  But 
we wish to emphasize that the thought process, the debate and the discussion 
necessary to arrive at that judgment is essential to a good risk management 
program and to the effective risk management of any particular activity or project. 
 
1.4 Managing the Risks  
  
After the risks associated with an activity have been defined, identified and ranked, 
it is then time to decide how to handle or manage the risks.  "Managing risk" means 
the elimination, minimization or reduction of risk to an acceptable or reasonable 
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level.  We would suggest for purposes of the Club, that an acceptable or 
reasonable level means that level which would be acceptable in comparable 
circumstances to a reasonable person looking after his or her own affairs.  
  
It is probably impossible to eliminate risk from any activity. In most situations, the 
objective will be to reduce or minimize the risk.  In some cases, however, it may 
appear that controls cannot sufficiently reduce or minimize the risks and that even 
with the application of risk management techniques, the only prudent course may 
be to avoid the project or activity altogether.  An example would be a situation 
where insurance coverage is simply not available to cover a potentially large 
financial liability arising from a risk having a medium to high probability of occurring.  
  
In many cases, risks identified with any activity or project can be managed by the 
way in which the particular activity is organized and/or by the policies and 
procedures integrated into any particular activity.  For example, Rotarians could be 
advised that only those with liability insurance coverage of at least $2 million should 
drive Queen's Frosh on the Nut Drive. 
  
As mentioned earlier, it is important to know the parties involved and who will be 
playing what part in the overall project.  One of the resulting benefits is to facilitate, 
as a risk management tool, the shifting of certain risks away from Rotary, and the 
sharing or assumption of such risks by the other parties involved in a project.  For 
example, if one of the identified risks is personal injury to someone caused by 
tripping, falling etc. while attending an event and that event is to take place on 
property owned by another party, Rotary may only need to verify that that other 
party has appropriate liability insurance to cover personal injuries to anyone 
attending the event.  
  
As indicated, if the Club is to remain active, a certain level of risk will have to be 
assumed.  It is to be hoped (since it is one of the principal objectives of instituting 
the Club's risk management program) that any such risk is prudentially acceptable 
and that it is assumed knowingly and not unintentionally.  Failure to understand and 
assess the risks of any project or activity whether from ignorance or neglect, pose 
the greatest potential threat to Rotary and its ongoing viability.  (Witness for 
example, the disastrous School Boat Trip at Tobermory on Georgian Bay). 
 
1.5 Implementation 
  
To be effective, the risk management program must have the active support of the 
Board. The Board must make it an integral part of every project.  The fact that risk 
is managed on an activity-by-activity basis equates essentially, because of the 
organizational structure of our Club, to management on a committee-by-committee 
basis.  This greatly facilitates the implementation of the program. 
  
The input from the Board with respect to risk management in general and the input 
from the RMC with respect to risk management specifics, can and should, be 
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communicated to each Committee Chair by the Director of the Club having 
responsibility for that particular Committee. 
  
At the beginning of each Rotary year, and thereafter as required, the Director 
responsible should send to each Committee Chair by covering memo a copy of the 
most recent RMC Report and should point out the specific Appendix or Appendices 
which are likely to be most helpful to the Chair in assessing and managing to an 
acceptable level the risk of the particular activity or project.  And it should be made 
known that the RMC is a resource available to each Committee. 
 
Last but not least, it should be a matter of policy that the periodic reports of 
individual Directors to the Board as a whole cover the subject of risk management 
as it is being carried on by the Committees for which that Director is responsible 
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2. Risk Management in Specifics 

  
As indicated in the general comments above, the risk management process 
recommended by the RMC involves: 
2.1 Applying the process on an activity-by-activity basis. 
2.2 Identifying the risks by 
  a) identifying the parties involved 
  b) preparing a laundry list of risks 
2.3 Ranking the risks. 
2.4 Dealing with the risks in descending order of rank. 
   
In addition, the RMC considers it a top priority for the Board to have in place a crisis 
management plan for the time when, notwithstanding our best efforts, a crisis 
arises. 
  
As also indicated earlier, by reason of the organizational structure of the Club, 
treating risk on an activity-by-activity basis amounts to virtually the same thing as 
doing it on a committee-by-committee basis.  For this report, the RMC applied its 
recommended risk management process to 14 activities of the Board and 
Committees of the Club, including separate risk management recommendations for 
the Board of Directors and for members of the Club who sit, or may be asked to sit, 
as members of the Boards of RKY Camp and/or the Boys & Girls Club.  The 
results, in written form, appear as Appendices to this report. 
  
It is to be noted, and the RMC appreciates that not all activities and projects of the 
Club and its Committees will be the same every year.  We recognize that already 
some of the specific risk management applications will be overtaken by changes in 
activities that will occur next year. We think, nevertheless, that the attached 
Appendices will serve as useful illustrations of the risk management process.  The 
fact that some have a lifetime of only one-year only highlights the fact that risk 
management is an ongoing process which must be addressed, seriously and 
conscientiously, at least annually. 
 
The Rotary Club of Kingston operates under the under-mentioned headings. The 
appendices therefore deal with Risk Management under the following headings   
 
A. Directors 
B. Club Service – Programs 
C. Club Service – Membership 
D. International Service 
E. Vocational Service 
F. Club Service – Fund Raising 
G. Club Service – Projects 
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APPENDICES 

 
This document has the following appendices 

 
Appendix A – Risk Management related to Directors 

 
1. Directors of the Rotary Club 
2. Club members acting as directors of other service clubs  
3. Crisis management 
 
Appendix B – Risk Management for Club Service – Programs 

 
1. Rotary Student Introducer Program 
 
Appendix C - Risk Management for Club Services – Membership 
(None at present) 
 
Appendix D - Risk Management for International Service 

 
1. Rotary Youth Exchange 
2. Rotary World Community Service 
 
Appendix E – Risk Management for Vocational Service 

 
1. RYLA 
 
Appendix F – Risk Management for Club Service – Fund Raising 

 
1. Bingo 
2. Rotary Syl Apps Golf 
3. Rotary Nut Drive 
4. Rotary Auction 
5. Easter Seals 
 
Appendix G – Risk Management for Club Service – Projects 

 
1. Rotary Environmental Committee 
2. Rotary Volunteers helping other service clubs 

 
First Edition: June 2002 
Revised: 
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Appendix A1 
 

Directors of the Rotary Club of Kingston 
 

The board of directors of the Club has an important role in providing direction, 
guidance and oversight to the Club and in ensuring that its affairs are carried out in 
the best interests of the Club.  In fulfilling this role, a director’s responsibilities fall 
principally into two categories: a duty of loyalty and a duty of care. 
 
The fiduciary duty of loyalty is mandated in statutory and common law, and 
commits directors to act in the best interests of the Club.  It includes principles such 
as observing the utmost good faith toward the Club, acting honestly in the exercise 
of authority, preserving the confidentiality of information concerning the Club and its 
affairs and either avoiding, or failing that, disclosing as soon as possible, any 
interest or interests a director may have which may conflict with the best interests of 
the Club. 
 
Directors also assume a duty to act carefully in fulfilling the important task of 
directing and monitoring the activities of the Club.  The standard of care which is 
typically required of directors of business corporations is that of the “reasonably 
prudent person”, an objective standard which requires a director to act with the 
degree of diligence, care and skill that a reasonably prudent person would exercise 
in comparable circumstances.  In the case, however, of non-share capital 
corporations (which are governed by a different statute) the standard of care is not 
objective but subjective and requires a director to exercise the degree of skill and 
care which in the circumstances could reasonably be expected from that person 
taking into account his or her specific skill and experience eg. banker, 
businessman, teacher, accountant, etc.   
 
There is some indication that the Office of the Ontario Public Guardian and Trustee 
(the “Public Trustee”) considers yet a different standard of care appropriate for 
directors of non-share capital corporations engaged in charitable activities.  That is 
the standard of care applicable to trustees.  It may, therefore, be in the best 
interests of the directors of the Club (as a non-share capital charitable corporation) 
to anticipate the Public Trustee and to adopt, that is to say, to act in accordance 
with the standard of care currently required of trustees.  That standard requires a 
director to act with that degree of diligence, care and skill that a prudent person 
would exercise in the management of his or her own affairs. 
 
Management or supervision of management is one of a board’s most direct 
responsibilities.  The board of directors should ensure that honest competent 
people are handling the Club’s affairs, whether they be directors, formally appointed 
officers who are members of the Executive, or chairs and vice-chairs of 
committees. Carrying out this responsibility generally requires periodic goal setting, 
and the review and evaluation of success or failure in achieving the Club’s goals. 
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In acting as a director, an individual assumes significant responsibilities and with 
those responsibilities, the risk of being exposed to potential personal liability.  
 
Managing the risk of personal liability should be based on two objectives: 
1. Reducing or minimizing the risk.  The most effective way for directors to 

limit their liability is to act with diligence in the performance of their duties. 
2. Shifting the risk.  Shift as much of the remaining risk as possible away from 

the directors through the purchase of liability insurance. 
 
As a closing comment, it may be worth noting that in order to avail oneself of the 
protection afforded by either or both of the above techniques, an individual director 
must be acting within the scope of the responsibilities and authority of a director of 
the Club, that is, must be acting in his or her capacity as a director. The 
corporate veil does not shield directors from personal liability if they are off on “a 
frolic of their own” and the customary insurance policies only provide coverage to 
directors when they are acting as, and in their capacity of, a director.  
 
 

First Edition: June 2002 
Revised: 
 
 
Rotary/ RM-Appendix A1 
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 Appendix A2 
 
Club Members Acting as Directors of Other Service 

Clubs  
 

To understand the risk of being a director of other service organizations such as the 
RKY Camp (RKY) and/or the Boys and Girls Club (B&G), it may be helpful to 
outline the concept of liability in a corporate context. 
 
The Rotary Club of Kingston is a corporation. RKY is a corporation (non-share 
capital) and B&G is a corporation.  Corporations act, ie. do things, through their 
officers and directors.  You will not actually see a corporation in action, you will only 
see people.  But if the actions of those people are within the scope of the authority 
conferred upon them by the corporation, then in law, the actions of those people 
are the actions of the corporation.  In the case of Rotary it is the corporation that 
runs the Nut Drive, the Syl Apps Golf Tournament and the other activities of the 
Club.  In the case of RKY it is the Corporation which provides, maintains and 
manages the physical facilities such as the cabins, the waterfront, the docks, the 
boats, etc. and which runs the programs such as swimming, boating and canoe 
trips. Similarly, it is the Corporation that provides the facilities and runs the activities 
for the B&G. 
 
The general rule is that directors will not be personally liable for actions of a 
Corporation where they are acting diligently, honestly, in good faith, in the best 
interests of the Corporation and within the scope of their duties and responsibilities.   
 
On the assumption that these criteria have been satisfied, the answers to some 
commonly asked questions are as follows: 
1. It would be the exception for an individual, in his or her capacity of a 

director of RKY or B&G, to incur personal liability in respect of the activities 
of RKY or B&G 

2. Liability would not flow through to the Club for the activities of RKY or B&G 
by reason only of individuals being directors of both Rotary and of RKY or 
B&G;  

3. Personal liability for the activities of RKY or B&G would not flow through to a 
director of the Club by reason only of that individual being a director of 
Rotary, or by reason only of other individuals being directors of both Rotary 
and of RKY or B&G. 

4. The risks for personal liability are not altered by reason only of the fact that 
the Club has a one-third interest in RKY.  

 
The message is that Rotarians who serve as directors of RKY or B&G are in the 
same position as other directors serving on such Boards.  As directors of these 
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corporations they should in general do their best to meet the appropriate standards 
of loyalty and diligence, and in particular, should satisfy themselves that: 
 
1. RKY or B&G, as the case may be, has in place an appropriate risk 

management program. 
2. That such program is actively pursued and enforced by the Board and the 

management of those corporations.  
3. That those corporations have general liability insurance coverage and 

directors' and officers' liability insurance coverage in respect of all usual and 
appropriate risks, but including in particular, coverage for sexual abuse or 
harassment.   

 
If a Rotarian is not satisfied with respect to these matters, the Rotarian would be 
well advised not to serve on the Boards of these corporations. 
 
 
First Edition: June 2002 
Revised: 
 
 
Rotary/RM-Appendix A2 
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Appendix A3 
 
 CRISIS MANAGEMENT 
 

1. General 

 
Although a crisis response model needs to be developed by the Board of Directors 
of the Club, the Risk Management Committee recognises the need for some 
guidelines to help with this process.  The intent of the Risk Management Committee 
is to identify the elements that are important to a response plan and let the Board 
"fill in the blanks" as to how they wish to administer the plan.  The following 
document speaks to the importance of developing a plan in advance and covers all 
identified issues that the plan should address.   
 
One key element of the plan is that a single spokesperson be identified, as well 
as a back-up spokesperson in the event that the former is unavailable and unable 
to act in a prompt and timely fashion. 
 
As you read the material to follow, some key points will become apparent and it's 
essential they be understood and recognized:- 
 
- First of all, no club is immune to crisis; 
- No one crisis is likely to ruin an organization, but a poorly managed 

response can; 
- A history of credible service and good media relations will help; 
- Develop a crisis response plan. Be like Nike - Just do it; 
- Select a single spokesperson; 
- Don't put us at odds with the media; 
- Never give "off the record" comments, there is no such thing; 
- Resist the temptation to offer only the response "No comment"; 
- Show compassion for any person who may suffer because of the situation; 
- Assert your rights - you are not on trial, you're simply serving as a 

communicator and providing information. 
 
If the foregoing seems a likely fit for our club, it's time to move on and learn what to 
do when the worst that could happen - does. 
 

2 WHEN THE WORST THAT COULD HAPPEN - DOES! 

 
Your worst nightmare as a club member has come true.  You wake up one morning 
to learn that a child we sponsored at one of our camps drowned on a canoe trip, 
our inbound exchange student was in police custody, our treasurer made off with 
the entire proceeds of the Easter Seals telethon. 
 
You arrive at your office and find that the media has been calling all morning... and 
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they want answers - NOW.  Before you can even begin to collect your wits, the 
phones start ringing again. What do you do?  How do you respond? 
 
If you're like many of us, it's only now that you wish you hadn't made that decision 
"not to worry about problems until they happen".  In today's world of instant 
communications, it's an attitude that can be dangerous.  That's why it's important 
for the Rotary Club to recognize the critical need to prepare for a crisis, even if one 
never occurs. 
 
You can start by accepting the premise that a crisis can hit any organization at 
any time.  You can run the safest, most secure Rotary Club in the country, but a 
lightning bolt or an automobile accident can land you face-to-face with a camera 
or a microphone.  And while it's unlikely that only one crisis can ruin an 
organization, a poorly managed response to a crisis can.  The long-standing 
credibility and reputation of our club can be knocked down overnight.  This reality 
is not a reason to panic, but it is reason to plan ahead and prepare for the crisis 
that, hopefully, will never occur.   
 

3. THE FOUR R'S 

 
When a crisis strikes, it is time to rely on the four "R's".  React, Respond, Retain 
and Return.  Never lose sight of these principles during and after the crisis.  
Endeavour to tackle them one at a time. 
 
React 
When the crisis hits, assign troops to the battle stations.  Deploy our crisis plan.  
The faster we can react, the less damage will be done. 
 
Respond 
Now it's our turn.  Go on the offensive. Neutralize charges against us by honestly 
stating the strengths and history of our initiatives and the steps we take to guard 
against incidents. 
 
Retain 
Do all that is necessary to retain the good name and reputation of the club.  Make 
sure that any reporter we speak with understands what our club is about and what 
we have accomplished.  Do all that we can do to ensure the club is portrayed in an 
accurate and positive light. 
 
Return 
Get back to normalcy as soon as possible.  The sooner we can return to "business 
as usual", the sooner the crisis atmosphere will dissipate.  Everyone needs to know 
that everything is OK again.  Do all we can to reassure people. 
 
 

4. CRISIS GUIDELINES 
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4.1 Start before the crisis happens 
 
If a crisis does happen, it is helpful if local media already know about our club, the 
work we do and our accomplishments.  If they do, they will probably be supportive, 
and they may even help to contain the crisis by reporting it as "an unfortunate 
incident in a long history of service to the community".  If however, they never hear 
about our club's good work, you can be sure that they will start from the beginning: 
What is the club all about?  How is it governed?  How is it funded?  Is there really a 
need for our services? 
 
You can see it's important to have an ongoing media relations program in place.  
Having a media relations program is not a substitute for having a crisis plan, 
however, the time to plan ahead and develop one is now, before the crisis. 
 
 
Keep in mind that some of the most damaging situations which an organization 
faces are the subterranean crises known as "rumours" -where something may or 
may not have happened, no official report has been published, yet everyone knows 
about "it".  Make sure our plan incorporates the "four R's" for these non-
occurrences as well. 
 
4.2 Develop a crisis plan - Now 
 
The first step is to form a crisis committee, composed of key Board members 
including the director for media relations and someone from the risk management 
committee.  Once the committee is formed, it should begin to develop a detailed 
written plan - a series of steps to be taken and carefully and quickly followed in the 
event of a crisis. 
 
Our crisis plan includes the following items: 
4.2.1 The crisis committee is alerted 
4.2.2 A spokesperson is briefed and a response is developed 
4.2.3 Members are briefed about the situation 
4.2.4 Board members are made aware of the situation 
4.2.5  District and RI are informed 
4.2.6 Major contributors, legal counsel, and insurers are informed  
4.2.7 Other local Rotary Clubs and affected partners need to be informed 
 
4.3 Select a single spokesperson 
 
It is preferable during a crisis that one person, and only one person, speaks for the 
club.  This creates a feeling of honesty and consistency.  The committee should 
select a spokesperson to serve in this capacity. The individual should be 
knowledgeable about the club and its activities, a good speaker, and able to remain 
calm and credible under pressure.  In short, we should select our most credible 
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representative.  Keep in mind that the availability of this person is critical to our goal 
of effective response.  The President or Vice-President may be among the most 
logical choices.   
All questions and requests for statements and interviews should be directed to the 
board so that they can be quickly conveyed to the spokesperson for response.  The 
club should make sure that all members who may be approached for comment 
understand this rule.  No one other than the spokesperson should offer his or her 
personal thoughts or opinions.  The club simply cannot control its message or 
manage the flow of information if various individuals are allowed to comment at will, 
especially in the early stages of a controversy, when the facts are being gathered 
and a measured response is being planned. 
 
Our spokesperson should be more than a mere voice that relays the opinions or 
statements of the board or the crisis committee.  He or she should be actively 
involved in the decision-making process that leads to the formulation of the club's 
proactive position.  It is vital that this position be determined quickly - within hours, if 
at all possible - because the earliest stages of a crisis are when media and public 
interest will be greatest. 
 
It's for this reason that our club's carefully prepared and approved press release 
can provide an important baseline of information and result in response and 
comment consistent with the approved club position.  Given the speed of 
communication and information transfer today, it's important you equip all key 
players with accurate information that allows them to understand and support our 
official club response in times of crisis. 
 
It's important this release be shared with everyone involved in the operation of the 
club.  Everyone who will have a roll to play in the event of a real crisis will need to 
know in advance what that role is.  The reason being, having a single 
spokesperson in no way diminishes the importance of all key stakeholders being 
fully aware of the nature and tone of the approved club response.  The media will 
be inclined to seek out and insist on obtaining responses from other Board 
members, as well as members in general. 
 
4.4 Some "Do's and Don'ts" for the Spokesperson 
 
Picture, if you will...it's the morning after the crisis...your phone is ringing and the 
media are waiting for a response.  Assume for the moment that you are the 
spokesperson.  You already have gathered as much information as you can and 
met with the crisis committee.  You are now ready to face the media.  Before you 
do, here are a few points to keep in mind. 
 
The media are not out to "get you".  Reporters have a job to do - to tell the story 
and report the news.  If the story is important, they will get the facts, one way or 
another.  Don't put yourself at odds with the media; work with them and do 
everything possible to present the club's position and explain the steps the club is 



 

Rotary Club of Kingston – Risk Management  Page 18 of 54 

General Guidelines 

taking.  Try to cooperate and provide the media with the information they need as 
quickly as possible. If you don't phone back, they may seek other sources in order 
to meet deadlines. 
 
You probably will not have all of the necessary information when a crisis first hits.  
However, tell what you do know, acknowledge what you don't know, and offer to 
provide additional information.  This will create an image that the club is being 
responsive and responsible. 
 
Start communicating with the media as soon as possible.  Return phone calls, 
answer questions and even advise the media of the crisis if they have not 
discovered it for themselves, because, in most cases they soon will.  The more 
open you are, the less they will push for information. 
 
Resist the temptation to offer a "No comment" response - it suggests you are trying 
to hide something or are afraid of the question.  Saying "No comment" to reporters 
is like waving a red flag in front of a bull, and it sounds terrible when you are quoted 
in the news.  "I don't know" or "We don't wish to speculate until more facts are 
available" are much better answers. 
 
If you can't supply the answers, someone else will.  Unfortunately, they may not be 
the answers you wish given.  Therefore, it is important that you find the answers 
and fill in the blanks whenever you can.  After all, the story is about our club.  Isn't it 
better we tell it? 
 
Another phrase that should never be used is "off the record".  If you say something, 
you can - and probably will - be quoted.  A reporter is not a buddy with whom you 
can share your private thoughts.  If the information is not worth mentioning, don't 
mention it.  If the information is important, state it as part of the story. 
 
Positioning is important, and first impressions are the most lasting.  The way we are 
first portrayed to the public will be the way we will be remembered.  Will the club be 
viewed as cold and aloof or warm and involved?  That depends largely on the 
image we create. 
 
Convey the message that "We, too, are victims".  Plant the thought that the club, it's 
good name, and its excellent record of service are important to us.  This helps to 
position the club as a victim of the incident. 
 
Keep the problem in perspective.  The club has been a vital part of the community 
for many years, and has made a positive difference in the lives of thousands of 
people.  Do not lose sight of this and don't let others lose sight of it either.  Keeping 
things in perspective won't make the problem go away, but it will help overcome the 
situation as quickly as possible. 
 
Show compassion for any who may suffer because of the situation.  Express 
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concern and describe your efforts to make amends.  Our club was founded on the 
principle of concern for others.  Don't lose sight of this now. 
 
Be cautious about discussing legal issues.  That's what lawyers are trained to do.  If 
the situation has legal implications, know what they are, but avoid giving detailed 
legal answers.  Also, do not try to play police officer, prosecutor, or judge.  Don't 
talk about stiff jail sentences, heavy fines, or other penalties.  The best you can do 
is to promise full co-operation with the proper agencies involved in the case. 
 
Don't attempt to answer questions about other subjects that require technical 
training, such as science, chemistry, or engineering.  Again, simply say, "I don't 
know.  That's a question for an expert to answer". 
 
Assert your rights.  Keep in mind that you are not on trial.  You are simply serving 
as a communicator and providing information.  Your prime responsibility as a leader 
of the club is to operate it safely and provide for the welfare of club members.  
Accommodate the media, but do not compromise the club's integrity or operation. 
 
4.5 Working with the media 
 
It is important to understand and anticipate the media's needs.  Prepare a news 
release containing your statement and a fact sheet with additional information when 
you encounter a group of reporters or have an announcement to make.  These are 
valuable resources for reporters and will keep you from having to repeat the same 
information over and over.  A couple of sample releases are included in this 
document.  Naturally, we will want to write our own with information and detail 
specific to our club, our crisis. 
 
It is also important to respect the competition for stories among reporters.  Send our 
materials to all news organizations, or invite them all to our news conference, but 
don't play favourites. 
 
4.6 Dealing with hostile reporters 
 
In the process of dealing with the media, we may encounter hostile reporters.  
Unfortunately, we cannot ignore these people; if you do, you do so at our club's 
peril.  Following are some tips on how to make the experience more positive. 
 
The "machine gunner" will fire a series of questions at you.  The best way to handle 
a situation like this is to choose to answer only one question, preferably the one that 
helps you make your point.  Don't feel obligated to answer more than one question 
at a time.  If the question is important, the reporter will repeat it. 
 
The "paraphraser" will [incorrectly] restate your views, placing them in a context 
which shows your position in an unfavourable light.  Deal with this by patiently 
correcting the person and restating your case.  Never let your view go stated 



 

Rotary Club of Kingston – Risk Management  Page 20 of 54 

General Guidelines 

incorrectly.  Once they appear in print or on the air, it's too late. 
 
The "interrupter" will never let you complete a thought and will try to stop you in the 
middle of a productive statement.  Don't let it happen.  There are two ways to deal 
with this problem.  You can stop and patiently listen to the new question and say 
you will address that after you have made your initial point.  A better way is to 
pause, completely ignore the question, complete your thought, and then say, "You 
brought up another point.  What was it?" 
 
The "hypothetical questioner" is the one who is constantly creating hypothetical 
situations that are designed to leave you with no way out.  You are under no 
obligation to play this game.  Simply say, "That's a hypothetical question, and I am 
unable to answer it". 
 
These types of reporters are the exception to the rule.  Most are trained 
professionals, without a personal interest in the story, who are there to do a job.  
Work enthusiastically with the good ones and make the best of it when you 
encounter the others. 
 
 
 
4.7 Communicating with other audiences 
 
If you have done your job well, the media will report your story in a fair and 
balanced manner.  But you have other audiences that need to be reached and 
handled in a special way: our Board, members of the club, other clubs in Kingston 
and the District, R.I., the people we serve as well as partnering agencies that could 
be affected by the incident.  All of them need to be alerted when the story breaks 
and reassured throughout and after the crisis. 
 
4.8 Board 
 
Some key Board members, as part of the crisis committee, will learn about the 
crisis immediately.  However, the entire board should be alerted, provided with 
information as soon as possible and periodically kept informed until the situation is 
resolved.  Bear in mind that these are people who have volunteered to be 
responsible for the leadership of our club.  They need to be well informed especially 
when their club is suddenly in the spotlight. 
 
This can be done in many ways, such as emergency Board meetings, phone calls, 
or letters.  The method you choose will depend on the nature of the crisis. 
 
4.9 Members 
 
Obviously, members need to know about a crisis situation.  They have a vital role to 
play because they communicate with friends, colleagues, and people in the 
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neighbourhood and others.  Members will have many questions regarding their 
responsibility and the direction of the club. Take time to keep these people 
informed, and be sensitive to their concerns.  Make everyone feel like a member of 
the crisis team - informed, involved and responsible.  If necessary, request outside 
assistance from professionals or organizations that specialize in debriefing critical 
incidents. 
 
4.10 The people and organizations we serve 
 
The nature of the crisis will determine the form and severity of the detrimental effect 
it will have on this group.  Leave no stone unturned to assure them of your interest, 
support and availability.  If there have been circumstances where children of 
families have been traumatised, help them find appropriate professional assistance 
and counselling.  Consider the value of bringing in independent, qualified critical 
incident debriefing professionals to our club.  Our first and foremost reason for 
being is to assist those who need help and encouragement in the face of adversity.  
Don't fail them.  Reassure this group on the issues.  It is better to learn about the 
situation from us, and not a neighbour or from the media.  You should be as open, 
responsive, and responsible to this group as you were with the media.  They may 
be upset or fearful, so be sensitive.  They will have questions, so be patient.  They 
will want assurances, so give them.  If we have been doing a good job all along and 
running a good club, this group will trust us, believe our answers, and eventually 
reward us with their support. 
 
 
4.11 Our extended Rotary family 
 
The other Kingston and area clubs need to be informed.  They will get questions.  
They may be of some assistance in the process as a resource.  District and R.I. 
officials should be informed, as well as used as a resource. 
 
4.12 Allied agencies and community partners 
 
It is always important to keep in mind that our club has developed excellent working 
relationships with a variety of public and private recreational and social service 
agencies and authorities within our community.  It may work to our advantage to 
indicate our intention to work closely and co-operatively with them, seeking their 
support and participation in developing the most effective possible response to the 
crisis you face.  If we partner with anybody, and they are partners in the crisis, work 
closely with them to face the crisis. 
 
4.13 The aftermath 
 
After the crisis is over, sit back and evaluate how effectively the club responded to 
the situation.  One way to do this is to ask the following question: 

 How was the crisis handled? 
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 Were steps taken to keep the problem from happening again? 

 Do we continue to enjoy the support of the Board, the loyalty of the 
members and the faith of our community? 

 Was the club's position reported fairly in the media? 
 
Just as tragedy cannot be avoided in our personal lives, neither can problems or 
emergencies be avoided over time by an organization.  But, through advanced 
planning and sensitive handling, a crisis can help a club grow even stronger in the 
long run, with little or no lasting harm to the organization. 
 

5. SAMPLE PRESS RELEASES 

 
When a crisis occurs, you may be called upon to develop press releases designed 
to represent our club's position accurately and consistently to the media and to 
serve as a basis for your spokesperson's public pronouncements. 
 
Though some of us function best "under fire" many would find it useful to anticipate 
issues with potential to become high profile and prepare outlines of media releases 
which could be revised by the crisis management committee and approved for use 
as required. 
 
First Edition: June 2002 
Revised: 
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Appendix B1 
 

Rotary Student Introducer Program 
 
 

1. Parties Involved  

 
Rotary, Individual Students, Parents, Students' School, Limestone Public School 

Board 
 

2. Potential Claimants 

     
 

A.  Claims by Individual Students/Parents 
 
Individual students/parents could claim for compensation for personal injury or 
financial loss or damage: 
1. While in the care and custody of Rotarian(s), including automobiles 
 

B.  Claims by School and/or School Board 
   
The School and/or the School Board could claim over against Rotary for any claims 
by students/parents against School and/or School Board 
 
Note:  For purposes of risk management (insurance) the Rotarian(s) looking 

after students going to and from and at the Meeting should be 
Committee Members. 

 
 

3.  Ranking of Potential Risks 

 
Based on the probability (high, medium, low) of any one of these risks actually 
occurring and the severity (high, medium, low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the RMC. The risks are given in a 
descending order of priority, along with the risk number given in the previous 
section and certain suggested control procedures: 
 
1. A  Claims against Rotary and Rotarians while students are in the 
care and custody of Rotarians, including personal injury arising from 
automobile accidents, abuse and harassment 
 

 Automobile accident covered by Rotarian’s automobile insurance; public 
liability coverage under policy should be at least $2 million. Check whether 
the School Board also provides coverage (most do). 
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 Mandatory that at least two students travel with the Rotarian 

 Only Rotarians approved by Principal and Home-Room teacher may pick up 
students 

 Ensure that students do up seat belts 

 Be aware that Rotary insurance policy excludes harassment and abuse 
 
 
2. B Claims over against Rotary by School and/or School Board 
 
 
 
 
First Edition: June 2002 
Revised: 
 
 
 
Rotary/RM-Appendix B1 

 
 



 

Rotary Club of Kingston – Risk Management  Page 25 of 54 

General Guidelines 

Appendix D1 
 

Rotary Youth Exchange 
 
1. Parties Involved  

 
Inbound Student/ Parents, Sending District, Host Family, Outbound 
Student/Parents, Third Parties 
   

2. Potential Claimants 

 
 

A.  Claims by Inbound Student/Parents 
  
Inbound students and/or their parents could claim for compensation for personal 
injury or financial loss or  damage arising from 
 
1. Failure of Rotary to provide Host Family 
2. Injury during exchange 
3. Injury at a required Rotary event or recommended activity 
4. Injury while being transported from place to place 
5. Unexpected loss of academic standing on return 
6. Failure to deliver agreed programs 
7. Costs in excess of prior expectations 
8. Aggravation of allergies 
9. Failure to receive adequate parental guidance resulting in injury/damage 
10. Harassment or sexual molestation 
11. Medical expenses not covered by recommended insurance 
12. Theft or assault by Host Family 
 

B.  Claims by Sending District 
  
The sending district could claim compensation for financial loss or damage arising 
from:  
 
1. Failure of Rotary to provide Host Family 
2. Failure of Rotary to deliver programs as  expected 
 
C. Claims by Host Family 
 
The host family could claim compensation for personal injury or financial loss or 
damage arising from: 
   
1. Mental anguish (eg. Student is anorexic, schizophrenic, pyromaniac) 
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2. Personal injury from accidental or deliberate action by student 
3. Theft or damage to property 
 
D. Claims by Outbound Student/Parents 

 
The outbound student and/or their parents could claim compensation for 
personal injury or financial loss or damage arising from: 

 
1. Inadequate preparation and advice from Rotary resulting in stress or injury 
2. Placement in a dangerous environment 
3. Inadequate action to remove student from danger (civil insurrection) 
4. Inadequate recommended insurance 
 

E.  Claims by Third Parties 
 
Third parties could claim compensation for personal injury or financial loss or 
damage arising from: 
   
1. Alleged discrimination in choice of student to be sponsored 
2. Unpaid bills of service providers (eg. Hospitals) 
 
Note: The Rotary Foundation of Rotary International has prepared and distributed a 
"Youth Exchange Handbook".  This Handbook contains a great deal of useful 
information regarding the risks and the control of the risks related to the Rotary 
Youth Exchange Program.  This Handbook should constitute mandatory 
reading for the Chair and Vice-Chair of the Youth Exchange Committee. 
 

3.  Ranking of Potential Risks 

 
Based on the probability (high, medium, low) of any one of these risks actually 
occurring and the severity (high, medium, low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the RMC. The risks are given in a 
descending order of priority, along with the risk number given in the previous 
section and certain suggested control procedures: 
 
1. A1, B1  Claims for failure to have host families in place 
 

 Recruit Host Families early and, ideally have commitments in Spring 
before accepting student arriving in the Fall 

 Absence of any commitments indicates prudent to opt out of program 
for coming year 

 
2. A5, A6  Claims by inbound student for unexpected costs and for 

aggravation of allergies 
 

 Handbook defines division of costs; student may need help from 
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discretionary funds 

 Medical report describes allergies; new ones are covered by student 
insurance 

 
 
3. A2, A3, A4 Claim by inbound student for injury during exchange at 

Rotary or non-Rotary events (eg. skiing) 
 

 Verify in advance covered by student's or school's insurance 

 Be satisfied as to automobile insurance coverage 
 
4. A8  Claim by inbound student for harassment  
 

 Avoid potential situations; shift student to new host or isolate 
from other sources of harassment 

 
5. A10  Claim by inbound student for medical expenses not 

covered by 
  recommended insurance or Ontario public health 
 

 Insist on Rotary insurance or a waiver by student/parents; excess cost is 
parental responsibility; be aware of possibility of charges surfacing after student 
departure and parents not paying; Rotary within reason accepts the risk 

 
 
 D2, D3, D4 Claims by outbound student for dangerous placements 

and inadequate recommended insurance 
  

 Be aware of host country social-political situations 

 Provide open return ticket 

 Verify recommended insurance in place 
 
 
6. A7  Claim by inbound student for inadequate guidance 
 

 Make student aware of dangers peculiar to host environment or culture 
 
 C1, C2  Claims by host family for personal injury 
  

 Move student to new home; send student home 

 Rotary insurance covers non-Rotarian host 
 
 D1  Claim by outbound student for inadequate preparation 
 

 Monitor preparation exercises and student participation 

 Assess student for suitability for foreign location 
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7. A3, A4  Claims by inbound student for loss of academic standing 
 

     Student's responsibility 

     Monitor and insure that good advice given re course 
selection and taking exams 

 
 
 C(iii)  Claim by host family for theft or damage to property 
 

     Student emergency fund covers or club absorbs 

     Host family household insurance policy should also 
cover 

 
 E(i)  Claim by service providers 
 

     Student emergency fund covers except for bills after 
departure 

     Possible holdback for 30 days after departure 
 
8. E(ii)  Claim for discrimination in student selection 
 

     Document at the time reasons for selection 
 
9. B  Claim by Sending District 
 

     Take above control procedures and beyond that accept 
the risk should any claim actually be brought 

 
First Edition: June 2002 
Revised: 
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Rotary Club of Kingston – Risk Management  Page 29 of 54 

General Guidelines 

 

Appendix D2 
 

Rotary World Community Service 
 
 

1. Parties Involved  

 
Rotary, Donors of Goods, Movers of Goods (Capital Movers), Canadian. Air Force, 
Receivers of Goods, Non-Rotarian (and Rotarian) Volunteers 
 

2. Potential Claimants 

 
A. Claims by Donors 
 
Donors could claim for compensation for personal injury or financial loss or 
damage arising from: 
 
1. Damage to premises on removal of goods 
2. Goods sent to unexpected destination 
3. Delay in picking up goods 
 

B.  Claims by Movers 
  
Movers could claim for compensation for personal injury or financial loss or damage 
arising from: 
 
1 Occurrence while moving goods 
2 Infection or illness from goods being moved 
3 Non-payment of bills 
4 Excessive storage time 
 
C.  Claims by Receivers 
 -  
Receivers could claim for compensation for personal injury or financial loss or 
damage arising from: 
  
1. Infection or illness from goods received 
2. Failure to receive promised quantity or quality of goods 
3. Late delivery of goods 
4. Occurrence while unloading goods 
 
C. Claims by the Carrier (Air Force) 
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The carrier could claim for compensation for personal injury or financial loss or 
damage arising from: 
 
1. Occurrence while loading, unloading, transporting goods 
2. Delayed delivery of goods to aircraft at departure site (for example, Trenton)  
3. Delayed and/or improper unloading of goods at destination 
4. Hazardous/dangerous goods being shipped  
 

E.  Claims by Non-Rotarian (and Rotarian) Volunteers 
   
Non-Rotarians (and Rotarians) could claim for compensation for personal injury or 
financial loss or damage arising from: 
 
1. Personal injury while travelling to the sending or receiving site 
2. Personal injury while handling goods 
3. Infection or illness from goods 
 

3.  Ranking of Potential Risks 

 
Based on the probability (high, medium, low) of any one of these risks actually 
occurring and the severity (high, medium, low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the RMC. The risks are given in a 
descending order of priority, along with the risk number given in the previous 
section and certain suggested control procedures: 
 
1.  C1 Claims by Receivers for infection/illness from goods 
 

     Warning of risk as assessed by providers of hospital 
goods being shipped and disclaimer of liability by 
Rotary prior to shipment 

     Advise Receivers as a precautionary matter to wipe 
mattresses with disinfectant upon receipt 

 
2.  D4 Claim by Carrier (Air Force) for injury or damage from 

dangerous goods 
 

     Warning of risk as assessed by provider of hospital 
goods being shipped and disclaimer of liability by 
Rotary 

     Do not ship any goods not assessed by providers of 
hospital equipment 

 
3.  E1 Claim by non-Rotarian volunteer travelling to site in 

Rotarian's auto 
 

     Covered by automobile insurance 
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     Recommended insurance coverage of at least  
    $2 million 
4.  E2 Claim by non-Rotarian (and Rotarian) Volunteers for 

injury while loading goods at departure site (Trenton) 
 
 

 Check in advance for insurance coverage, if any, provided 
by Rotary’s General Liability Policy, particularly the 
coverage for Rotarian Volunteers; advise all volunteers in 
advance of coverage or lack of coverage.  

 Communicate in writing to all Volunteers a disclaimer of 
any liability to Rotary and seek a waiver of any claims 
against Rotary from all non-Rotarian Volunteers.  

  
 
5.  B2, B3  Claim by movers for injury while moving goods and 

infection/illness from goods  
 

     Check in advance insurance coverage of movers 
 
6.  E3  Claim by non-Rotarians (and Rotarians) for 

infection/illness from moving goods 
 

     Warning of risk as assessed by provider of hospital 
equipment being shipped and disclaimer of liability by 
Rotary 

 
7.  C4  Claim by Receivers for injury while unloading 

goods at destination 
 

     Liability to be assumed in advance by Receivers in 
receiving country and confirmed in advance by the 
Receivers 

 
8.  D2 Claim by transporters (Air Force) for time lost, aircraft 

damage or theft losses 
 

     Check in advance insurance coverage (including self – 
insurance) of Air Force 

     Check in advance for insurance coverage by Rotary 
 
9.  C3  Claim by Receivers for loss/costs due to delayed arrival 

of goods 
 

     Obtain in advance a written waiver of any such claims 
by Receivers 
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10.  A1, A2  Claims by Donors for premises damage and/or 

loss/costs due to delayed pickup 
 

     Check in advance for insurance coverage of Donors 
 
11.  B4  Claim by movers for excessive storage time 
 

    Confirm in advance Rotary will ship goods on a "best efforts" 
basis 

 
12.  C2  Claim by Receivers for failure to deliver expected 

quantity/quality of goods 
 

 Confirm in advance goods are being sent strictly on an "as is"  
basis  

 
 
 

First Edition: June 2002 
Revised: 
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Appendix E1 
 

Rotary Youth Leadership Award (RYLA) 
 
 

1. Parties Involved  

 
Rotary, Inbound/Outbound Students and/or Parents thereof, Kingston/District 
Rotarians, third parties (Queen's, Academic Councillors, other service providers) 
 
The R.Y.L.A. program is primarily a function and responsibility of Rotary District 
7040.  The Club plays a subordinate participating role with respect to the annual 
program that takes place from year to year at different locations within the District. 
The Club plays a more active role on the occasions when Kingston is the Host City. 
   

2. Potential Claimants 

 
 
A.  Inbound/Outbound Students and/or Parents thereof 
 
Claims could be made for compensation for personal injury or financial loss or 
damages arising from: 
   
1. Injury during transportation  
2. Injury at Rotary event or recommended activity 
3. Failure to deliver agreed programs 
4. Cost in excess of prior expectations 
5. Aggravation of allergies/food poisoning, etc. 
6. Sexual molestation/assault/harassment and theft (by Rotarians, parents, other 

student, supervisors/councillors) 
 
B.  Claims by Rotarians (club and district members)  
  _ 
Claims could be made for compensation for personal injury or financial loss or 
damages arising from: 
 
1. Injury during transportation 
2. Theft, loss or damage of equipment 
 
D. Claims by Third Parties 
 
Claims could be made over against Rotary for compensation for financial loss or 
damages arising from any claim against Third Party for: 
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1. Failure to provide proper facilities 
2. Failure of councillors/Rotarians to provide proper supervision 
3. Copyright infringement (eg. Instructors'  Program)   
 
 

3.  Ranking of Potential Risks 

 
Based on the probability (high, medium, low) of any one of these risks actually 
occurring and the severity (high, medium, low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the RMC. The risks are given in a 
descending order of priority, along with the risk number given in the previous 
section and certain suggested control procedures: 
 
1. A1  Claim by inbound/outbound students and/or parents 

thereof arising from an automobile accident 
 

     Covered by driver's automobile insurance 

     Each driver's public liability coverage under their 
automobile insurance should be at least $2 million 

 
2. A2, A5  Claim arising from injury at a Rotary event or 

recommended activity and claims for aggravating 
allergies, food poisoning etc. 

 

     Ensure a safe environment is provided for all activities 

     Verify public liability insurance coverage by Rotary 
Club/District public liability policies and District 
contracts with third parties 

     Check applicable third parties' insurance coverage (eg. 
caterer) 

 
3. A5  Claim arising from sexual molestation/assault/etc. 
 

     Verify that District and/or Rotary club public liability 
insurance provides coverage; if NOT a special Board 
approval required.    

     Ensure procedures are in place to avoid any and all 
one-on-one situations 

     Review supervision procedures with all parties 
(instructors, students, parents, councillors) 

 
4. A3, A4  Claim arising from failure to deliver expected program 

and for 
   unexpected costs 
 

 Ensure programs are in keeping with what was advertised; 
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applications should clearly state what program will be 
provided 

 
5. B1  Claims by Rotarians (club and district members) 
 

     Ensure drivers have sufficient automobile public liability 
insurance 

 
6. B2  Claims for theft, loss or damage to equipment 
 

     Ensure instructors, councillors, third parties have 
proper maintenance procedures in place 

     Verify Rotary club/District public liability insurance 
coverage 

 
7. C1  Claims against Rotary by Queen's/other third parties 
 

     Review applicable third parties contract with Rotary 
District to determine where responsibility lies with 
respect to who does what and ensure their public 
liability insurance covers  

 
8. C2  Claims over for failure of proper supervision 
 

     Review instructors/councillors plans and procedures for 
proper supervision 

 
9. C3  Copyright Claims 
 

     Ensure that instructors are using their own program and 
not someone else's without written approval 

     Are instructors properly insured or otherwise protected 
against copyright infringement claim 

 
First Edition: June 2002 
Revised: 
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Appendix F1 
 

Rotary Bingo  
 

1. Parties Involved  

 
Rotary, Bingo Hall, Players 
 

2. Potential Claimants 

 
A.  Claims by Players 

 
Players could claim compensation for personal injury or financial loss or damages 
arising from  
1. An occurrence while in parking lot 
2. An occurrence while in Bingo Hall 
3. Food poisoning 
4. Damage to car in parking lot 
5. Overpayment for cards sold 
 

B.  Claims by Bingo Hall 
The Bingo Hall could claim compensation for financial loss or damages arising from 
1 Any shortfall in money accounted for at end of session 
2 Claim over against Rotary for any claims by Players 

Note: Is there a contract describing role(s) of Rotary and its liabilities.  
Bingo Hall may have standardized form for all charities. 

 

3.  Ranking of Potential Risks 

 
Based on the probability (high, medium, low) of any one of these risks actually 
occurring and the severity (high, medium, low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the RMC. The risks are given in a 
descending order of priority, along with the risk number given in the previous 
section and certain suggested control procedures: 
 
1. B1  Claim from Bingo Hall for shortfall in net revenues 
 

     Settled at end of each Bingo session; frequent 
occurrence but minor amounts which won't exceed the 
weekly take 

 
2. A1, A2  Claims for injury from slipping, falling etc. while in 

Bingo Hall or on parking lot 
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     Confirm Bingo Hall has appropriate liability coverage 

     Confirm owner of parking lot has public liability 
insurance coverage 

 

3. A3  Claims for mild  severe food poisoning 
 

     Confirm that Vendor has appropriate insurance 
coverage 

     Check own insurance coverage if back up required 
 
4. A4  Claim for damage to parked car 
 

     Responsibility of car owner and automobile insurance 
policy 

 
5. A5  Claim by Player for overpayment for cards sold 
 

     Settled immediately; minor amounts 
 
6. B2  Claim over against Rotary by Bingo Hall for claims 

against it by Players 
 
 
First Edition: June 2002 
Revised: 
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Appendix F2 
 

Rotary Syl Apps Golf Tournament 
 
 

1. Parties Involved  

 
Rotary, Celebrities, Sponsors, Spectators, Garrison (or other) Golf Course, Vimy 
Officers' Mess (or other location)  
Note: Hereinafter, the Garrison and Vimy Officers’ Mess at CFB Kingston are 
used as examples of golf course and banquet facilities respectively, which are 
currently used by the Rotary Syl Apps Golf tournament. The venues may be 
different to these in any given year resulting in a potentially different level of risk.  
   

2. Potential Claimants 

 
A. Claims by Spectators, Sponsors, Celebrities 
 
Spectators, sponsors and celebrities could claim compensation for personal injury 
or for financial loss   or damage arising from: 
   
1. Slipping or falling while on golf course, at Officers' Mess or other property of 

CFB (or other venue) 
2. Being hit by golf ball 
3. Falling off of or being hit by golf cart 
4. Food poisoning from food served on golf course or at Vimy (or other) 

banquet 
5. Alcoholic impairment 
6. Car being damaged in parking lot 
 

B.  Claims by Sponsors only 
 
Sponsors could claim compensation for financial loss or damage arising from: 
 
1. Failure to receive promised advertising, promotions etc. 
 
C.  Claims by Garrison & Vimy 

 
 Garrison or Vimy could claim for compensation for financial loss or damage 
arising from: 

  
1. Damage to facilities (eg. buildings) and/or equipment (eg. golf carts) 
2. Failure of Rotary to meet any terms of contract/arrangement 
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3. Claim over against Rotary for any claims against them by other Parties 
 
 

3.  Ranking of Potential Risks 

 
Based on the probability (high, medium, low) of any one of these risks actually 
occurring and the severity (high, medium, low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the RMC. The risks are given in a 
descending order of priority, along with the risk number given in the previous 
section and certain suggested control procedures: 
 
1. A5 Claims arising, at least in part, from alcohol consumption on 

golf course or at the banquet 
 

 Check in advance with the golf course (Garrison) and the banquet hall 
(Vimy) as to liability insurance coverage where alcoholic beverages are 
being served 

 Arrange for Garrison and Vimy personnel to attend at all beverage 
outlets 

 

2. A4 Claims for mild  severe food poisoning 
 

 Check in advance reputation and reliability of supplier of food 
dispensed on golf course and insurance coverage of any supplier 

 Confirm applicable insurance coverage by Vimy 
 
3. A1 Claims for injury from slipping or falling etc. 
 

 Check in advance insurance coverage by owner of each of the golf 
course and the Officers' Mess 

 
4. C1. Claims by Garrison and/or Vimy for damage to buildings or 

equipment 
 

 Check in advance for insurance coverage by Garrison and/or Vimy 

 Check in advance Rotary insurance coverage for any such damage 

 Be aware that special event Rider is required on Rotary policy where 
alcoholic beverages are being served 

 
5. A3 Claim for falling off or being hit by cart 
 

 Check in advance insurance coverage of Garrison 

 Confirm alcohol consumption controls 

 Check in advance coverage, if any, under Rotary liability policy 

 Be aware that special event Rider is required on Rotary policy where 
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alcoholic beverages are being served 
 
6. A6 Claim for damage to parked car 
 

 Responsibility of car owner and automobile insurance policy 
 
 
7. C2 Claim against Rotary for failure to meet its obligations to 

Garrison 
  and/or Vimy 
 

 Define obligations in advance in writing by contract, letter, e-mail etc. 

 Assume only obligations within our own control 
 
8. B Claims by Sponsor for failure to receive promotion etc. 
 

 Assign all Sponsor responsibility only to a Chair or one other person designated 
by Chair(s) 

 
 
9. A2 Claim for being struck by golf ball 
 

 Check in advance for insurance coverage of Garrison 
 
 
10. C3 Claim over by Garrison and/or Vimy for claims against them by 

other 
  Parties 
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Appendix F3 
 

Rotary Nut Drive 
 
1. Parties Involved  

 
Rotary, Queen's, Queen's Frecks /Frosh, Nut Supplier and Purchaser of Nuts 
(Note: Frecks and Frosh will hereafter be called Frosh) 
 

2. Potential Claimants 

 
A.  Claims by Queen's Frosh 

 
Queen’s Frosh may claim for compensation for personal injury or financial loss or 
damages arising from:  

1. An occurrence while in Rotarian's car 
2. An occurrence while on public property 
3. An occurrence while on private property 
4. Allergic reaction to nuts 
5. Being "mugged" 

 
B.  Claims by Householder/Purchaser 

  
Householders may claim for compensation for personal injury or financial loss or 
damages arising from: 
1. Allergic reaction to nuts. 
2. Illness from "bad nuts" 
3. Inappropriate behaviour by Queen's Frosh 
 

C.  Claims by Queen's University 
  
Queen’s University may claim against Rotary for compensation for financial loss or 
damages arising from any claim against it from Queen's Frosh, Purchaser and/or 
Supplier  
 
D.  Claims by Supplier 
  
Suppliers may claim against Rotary for compensation for: 
 
1. Financial loss or damages arising from any claim against it (eg. for sickness) 

by any other Party 
2. For non-payment 
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E.   Claims by Rotary 
 -  
Rotary may claim for financial loss arising from theft or robbery at central counting 
locations. 
 

3.  Ranking of Potential Risks 

 
Based on the probability (high, medium or low) of any one of these risks actually 
occurring and the severity (high, medium or low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the Risk Management Committee. The 
risks are given in a descending order of priority, along with the risk number given in 
the previous section and certain suggested control procedures: 
 
1. A1  Claim by Queen's Frosh arising from automobile accident 
 

     Covered by driver's automobile insurance 

     Each driver's public liability coverage under automobile 
insurance policy should be at least $2 million 

 
2. B2  Claim by Purchaser for illness arising from eating "bad 

nuts" 
 

     Purchase from reputable Suppliers only 

     Check in advance into Supplier's insurance coverage 

     Check into Rotary's insurance coverage 
 
3. B3  Inappropriate behaviour by Queen's Frosh 
 

     Make sure that all drivers have written backgrounder 
information 

     Make sure that Frosh receive proper briefing by drivers 
as soon as picked up 

 
4. B1  Claim by Purchaser for allergic reaction to "good nuts" 
 

     Check in advance into Supplier's insurance coverage 

     Claim over against Supplier 

     Check into Rotary's insurance coverage 
 
5. A2  Claim by Frosh for injury while walking on a public street 
 

     Provide legal guidance to Frosh as to responsibility of 
municipality 

     Claim over against municipality 

     Check into Rotary insurance coverage 
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6. A3  Claim by Frosh for injury from concealed danger on 

private property 
 

     Provide legal guidance as to responsibility of property 
owner 

     Claim over against property owner 

     Check into Rotary insurance coverage 
 
7. A4  Claim by Frosh for allergic reaction 
 

     Should be asked immediately if any problem, and if so, 
should not leave pick-up site 

     Check into Rotary insurance coverage 
     
8. E  Claim by Rotary 
 

     Make sure that appropriate security arrangements have 
been made with Queen's in advance 

     Check in advance into Rotary insurance coverage 
 
9. A5  Claim by Frosh for personal injury from mugging 
 

     Should be active monitoring and supervision while 
selling  

     Check into Rotary insurance coverage 
 
10. D  Claim by Supplier 
 

     Make sure that Supplier's packaging is not altered in 
any way after taking delivery 

 
11. C  Claim by Queen's 
 

     Claim over against other party having all or partial 
responsibility for the cause of the claim 
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Appendix F4 
 

Rotary Auction 
 

1. Parties Involved  

 
Rotary, Auctioneer (Gordons), Property Owner, Food and Beverage Vendors and 

Attendants 
 

2. Potential Claimants 

     
A.  Claims by Attendants 

 
Attendants may claim compensation for personal injury or financial loss or damages 
arising from: 
1. Falling or falling objects etc. 

2. Mild  severe food poisoning 
3. Gas or propane explosion of Vendor's equipment 
4. Car damage in parking lot 
5. Misrepresentation as to item purchased 
6. Failure to deliver in future item purchased at Auction - eg. group tour later 

cancelled by tour operator 
 

B.  Claims by the Property Owner 
 
The property owner where the auction is held may claim for compensation for 
financial loss or damages arising from: 
1. Non-payment of any charges for use of property or breach by Rotary of any 

other terms of contract/arrangement 
2. Claims against it by any other Party 
 
C. Claims by the auctioneer (Gordons) 
 
The auctioneer may claim for compensation for financial loss or damages arising 
from: 

(i) Any claims made against it by Attendants, Property Owner or 
Refreshment Vendors 

(ii) Any breach by Rotary of its contract/arrangement with the auctioneer 
(Gordons) 

 
D.  Claims by Refreshment Vendors 

 
The refreshment vendors may claim for compensation for personal injury or 
financial loss or   damages arising from: 
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1. Falling or falling objects etc. 
2. Faulty electrical supply etc. 
 

3.  Ranking of Potential Risks 

 
Based on the probability (high, medium, low) of any one of these risks actually 
occurring and the severity (high, medium, low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the RMC. The risks are given in a 
descending order of priority, along with the risk number given in the previous 
section and certain suggested control procedures: 
 
1. A1, D1  Claims by Attendants and Vendors for injury from  
   falling etc. 
 

     Check in advance that property owner has public 
liability insurance 

 

2. A2  Claim for mild  severe food poisoning 
 

     Use only reputable experienced Vendors 

     Check in advance that the Vendor has appropriate 
liability insurance coverage 

 
3. A6  Claim for failure to deliver at future date item purchased 

at auction 
 

 Accept risk for amount equal to 10% of anticipated total 
profit and after that consider special insurance coverage. 

 Use appropriate disclaimers in brochures and catalogues 
and articulate conditions or restrictions. 

 Use only professional auctioneer(s). 
 
4. A4  Claim for car parked damage 
 

     Responsibility of car owner and automobile insurance 
policy 

 
5. A3  Claim resulting from Vendor's faulty gas or propane 

equipment 
 

     Use only reputable experienced Vendors 

     Check in advance Vendor's insurance coverage and 
possibly purchasing own special event insurance 

 
6. A5  Claim for misrepresentation or sale of faulty goods (eg. 

barbecue, lawnmower etc.) 
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     Auctioneer disclaimer 

     Use only professional auctioneer(s)  
 
7. D2 Claim by Vendors for faulty support system 
 

     Invite Vendors prior inspection and approval of site 
 
8. B2 Claim over by property owner for any claims brought against it 
 
 
9. B1 Claim by Property Owner for failure of Rotary to fulfil its 

obligations 
 
 
10. C1 Claim over by auctioneer (Gordons) for any claims brought 

against it 
 
 
11. C2 Claim by the auctioneer (Gordons) against Rotary for failure to 

meet 
  obligations to the auctioneer (Gordons) 
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Appendix F5 
 

Easter Seals 
 

1. Parties Involved  

 
Rotary, TV Station, Donors, Sponsors, Volunteers and other Participants 
 

2. Potential Claimants 

 
A.  Claims by Volunteers/Participants 

 
Volunteers/Participants may claim for compensation for personal injury or financial 
loss or   damage arising from: 
1. Slipping, falling etc. while at the TV Station 

2. Mild  severe food poisoning 
3. Traffic accident while in car  
4. Car damage while parked 
5. Heavy lifting, hot coffee spills and other miscellaneous occurrences 
 

B.  Claims by Sponsors 
 
Sponsors may claim for compensation for financial loss or damage arising 
from: 

1. Breach by Rotary of terms of arrangement with Sponsor as to advertising 
etc.  

 
C.  Claims by Donors 

  
Donors may claim for compensation for financial loss or damage arising from: 
 
1. Error in reporting type or amount of donation or in identifying/describing 

donor damaging reputation 
 

D. Claims by TV Station 
  
TV/recording station may claim for compensation for financial loss or damage 
arising from: 
 
1. Breach by Rotary of terms of contract/arrangement 
2. Claim over against Rotary for claims against it 
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3.  Ranking of Potential Risks 

 
Based on the probability (high, medium, low) of any one of these risks actually 
occurring and the severity (high, medium, low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the RMC. The risks are given in a 
descending order of priority, along with the risk number given in the previous 
section and certain suggested control procedures: 
 
1. A1.  Claims by Volunteers/Participants for injury from falling 

etc. 
 

     check in advance that TV station has appropriate public 
liability insurance 

 
2. A5  Claims for miscellaneous occurrences 
 

     Do not use non-Rotarians 

     Check in advance if Rotary insurance covers it under 
existing policy or special event Rider 

 

3. A2  Claims for mild  severe food poisoning 
 

     Use only reputable suppliers of food 

     Use only professional suppliers/vendors with 
appropriate insurance coverage or ensure that Rotary's 
insurance covers the risk under existing policy or 
special event Rider 

 
4. A3  Claims arising from automobile accident 
 

     Covered by standard automobile insurance policy 
 
5. A4  Claims for parked car damage 
 

     Responsibility of car owner and automobile insurance 
policy 

 
 
6. C  Claims by Donors 
 

     Special recognition handled only by Chair or person 
designated by Chair 

     Apologize for mistake 
 
 
7. D1, 2  Claims by TV Station 



 

Rotary Club of Kingston – Risk Management  Page 49 of 54 

General Guidelines 

   

     Review each year terms of arrangement for the current 
year 

 
8. B  Claims by Sponsors 
 

     Define expectations in advance, preferably in "hard 
copy" (letter, e-mail etc.) 
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Appendix G1 
 

Rotary Environmental Committee 
 
 

1. Parties Involved  

 
Rotary, Rotary Partners, Property Owners 
 

2. Potential Claimants 

 
A. Claims by Rotary Partners 
 
Claims could be made for compensation for personal injury or financial loss or 
damage arising from: 
 

1. An occurrence while travelling to environmental site with Rotarian or Rotary 
organized transport 

2. An occurrence while at environmental site eg. tree-planting or waterway 
clean-up 

3. An occurrence subsequent to activity such as sickness caused by polluting 
agent - eg. acid batteries 

4. Property damage (eg. equipment) while participating in activity 
5. Any claims made against them by others 
 
B.  Claims by Property Owner(s) 
 
Claims could be made for compensation for financial loss or damage arising from: 
 
1. Damage to property caused by activity of Rotarians, Rotary Partner and/or 

Third Parties - eg. backhoe crushes exotic plants 
2. Claim over against Rotary for any claims made against them by any other 

Party - eg. by owner of backhoe damaged by hidden rock 
3. Storing and or moving goods or things damaging or potentially damaging to 

the environment (eg. old vehicles) 
 
 

3.  Ranking of Potential Risks 

 
Based on the probability (high, medium, low) of any one of these risks actually 
occurring and the severity (high, medium, low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the RMC. The risks are given in a 
descending order of priority, along with the risk number given in the previous 
section and certain suggested control procedures: 
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1.  A2, A3  Claims for personal injury arising from 

participation in activity 
 

 Check in advance liability insurance 
coverage of site owner(s) including amount 
of deductible 

 Ensure adequate supervision of owner of 
equipment and verify owner’s insurance 
coverage  

 Verify in advance liability insurance coverage 
of Rotary 

 
2.  A4  Claims for damage to personal belongings or to 

equipment arising from work done at site 
 

 Check in advance liability insurance 
coverage of site owner 

 Check in advance insurance coverage of 
owner of equipment, including amount of 
deductible 

 
3.  B1,B3  Claims for damage to property on which project is 

carried out or to neighbouring properties 
 

 Ensure adequate supervision of work by 
Rotarians 

 Check in advance liability insurance 
coverage of Rotary and of Rotary Partner; 
risk may be too high to be acceptable. 

 
4.  A1  Claim for personal injury from motor vehicle 

accident 
 

 Covered by automobile insurance 

 Recommended coverage of at least $2 
million 

 
5.  A5, B2  Claims over against Rotary for any claim brought 

against other Parties  
 
First Edition: June 2002 
Revised: 
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Appendix G2 
 

Rotary Volunteers Helping Other Service Organizations 
 

Example: Basketball League 
 

1. Parties Involved  

 
Rotary, Boys & Girls Club, Robert Meek School, Players, Coaches, Referees, 
Spectators, Limestone School Board 
 

2. Potential Claimants 

 
A.  Claims by Players/Coaches/Referees 
 
 Players/coaches/referees could claim for compensation for personal injury or 
financial loss or damage 
1. While on basketball court 
2. While on other School Property 
3. While being transported by Rotarian 
 
B.  Claims by Spectators 
  
Spectators may claim for compensation for personal injury or financial loss or 
damage 
1. While in the School 
2. While on other School Property 
3. Arising from damage to car in the parking lot 
 

C.  Claims by Robert Meek School/School Board 
Robert Meek School/School Board could claim over against Rotary for: 
 

 Claims by  Players/Coaches/Referees and/or Spectators 
 
D.  Claims by Boys and Girls Club 
Boys and Girls Club could claim over against Rotary for any claims brought against 
it by Players/Coaches/Referees and/or Spectators 
 

3.  Ranking of Potential Risks 

 
Based on the probability (high, medium, low) of any one of these risks actually 
occurring and the severity (high, medium, low) of the consequences to Rotary if it 
does occur, the risks have been ranked by the RMC. The risks are given in a 
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descending order of priority, along with the risk number given in the previous 
section and certain suggested control procedures: 
 
1. A3 Claims for injury while being transported by Rotarian  
 

     Covered by automobile insurance 

     Recommended coverage under auto policy of at least 
$2 million 

 
2. A1, 2 B1, 2 Claim for injury from slipping, falling etc. or being struck 

by falling or moving objects while anywhere on school 
property 

  

     Check in advance that owner of site has appropriate 
public liability insurance 

     Coaches and referees should be assigned 
responsibility for checking safety of the playing area 

     A qualified (certified) coach should either be 
supervising the program or in the gym at all times 

 
3. B3  Claim for damage to parked car 
 

     Responsibility of car owner and automobile insurance 
policy 

 
4. C, D  Claims over against Rotary by other parties 
 

     Check Rotary’s general liability insurance coverage 
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