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1. [bookmark: _heading=h.gjdgxs]About Singapore Canoe Federation
Singapore Canoe Federation (SCF) was founded in 1971 and is the National Sports Association responsible for the management, coordination, development and promotion of canoeing in Singapore. It represents the interest of its athletes and members to Sport Singapore (SportSG), Singapore National Olympic Council (SNOC), the public and other International Canoeing bodies.

SCF is an affiliate of both the Asian Canoe Confederation (ACC) and the International Canoe Federation (ICF).


2. [bookmark: _heading=h.30j0zll]Values
SCF commits to abide by the following set of core values:

· Transparent – To be transparent in everything that we do. The good, bad and even the ugly. This is the only way we can understand what needs to be done and how we can improve. No artificial harmony. It is what it is, delivered tactfully.

· Respect – To respect all stakeholders and value their perspectives; from the secretariat, coaches, parents, paddlers, volunteers and everyone in between. This will enable us to reach carefully considered decisions, which in turn builds strength and unity in the community.

· Inclusive – To be inclusive of all paddling disciplines. Although each discipline is at a different stage of maturity, we will enable all of them sensibly, without operating in silos. This involves developing pathways and fostering the integration of ideas and approaches.

· Professional – To always operate within governance and with a set of first principles, honouring our status as an Institution of Public Character (IPC). We must be strategic, efficient and effective in utilising SportSG grants, which are public monies, our money.


3. [bookmark: _heading=h.1fob9te]Objectives
This handbook is to provide guidelines governing the selection, training administration and management, so as to maintain the profile of the National Canoe Sprint Squad members.

With this handbook, SCF hopes to:

· Standardise procedures surrounding the selection of members for the National Team, who shall be known as National Athletes.

· Set basic rules and guidelines to be adhered to by the National Team.

This handbook may be amended or reviewed annually by the High Performance Committee[footnoteRef:1], which may at its discretion update relevant sections of the handbook.  [1:  Refer to Annex for list of committee members.] 




The objectives are:

1.1 To identify athletes with potential to win medals at regional/international competitions.

1.2 To identify and develop junior athletes for high-level performance.

1.3 To provide opportunities for committed athletes to achieve higher standards of performance.


4. [bookmark: _heading=h.3znysh7]Code of Conduct
The Code of Conduct (Appendix A) presents the behaviour and standards expected of a National Athlete during training and competition, as well as with regards to social media, and sponsorship endorsement and scholarships.


5. [bookmark: _heading=h.2et92p0]Training Programme and Schedule
The schedule below reflects the regular training hours of the National Team, subject to changes depending on the need to prepare for specific competitions.

Canoe Sprint

	Day
	Time

	
	National Junior Team
	National Senior Team

	Monday
	6.00am – 7.30am
3.30pm – 7.00pm
	7.00am – 9.30am
3.30pm – 6.30pm

	Tuesday
	6.00am – 7.30am
3.30pm – 7.00pm
	7.00am – 9.30am
3.30pm – 6.30pm

	Wednesday
	6.00am – 7.30am
	7.00am – 9.30am

	Thursday
	6.00am – 7.30am
3.30pm – 7.00pm
	7.00am – 9.30am
3.30pm – 6.30pm

	Friday
	6.00am – 7.30am
3.30pm – 7.00pm
	7.00am – 9.30am
3.30pm – 6.30pm

	Saturday
	7.30am – 10.00am
	7.30am – 10.00am

	Sunday
	Rest


Note: Exact training hours may differ slightly between training groups.

Canoe Polo

	Day
	Time

	
	Senior Women’s Team
	Senior Men’s Team
	Under 21 Men’s/ Women’s Team

	Monday
	8.30pm – 9.30pm
	-
	-

	Wednesday
	8.30pm – 9.30pm
	-
	-

	Saturday
	7.00am – 9.30am
	7.00am – 9.30am
	3.00pm – 6.00pm

	Sunday
	2.00pm – 4.30pm
	7.00am – 9.30am
	3.00pm – 6.00pm




6. [bookmark: _heading=h.tyjcwt]Attendance
a. Athletes have to fulfil at least 85% training attendance rate monthly. Attendance will be reviewed quarterly.

b. Athletes who fail to meet the monthly 85% attendance rate must write in to explain their absence to SCF’s High Performance Manager[footnoteRef:2]. Depending on SCF’s decision, the athletes may be subjected to disciplinary actions. Disciplinary actions may include warning letter, suspension from major Games/competitions (no limit to period), or even dismissal from the national team. A maximum of 3 warning letters will be given before dismissal. [2:  Email must be sent to hpm@scf.org.sg] 


c. Athletes shall record their attendance at each training session on the SCF National Team Attendance file. Athletes are responsible for ensuring that their attendance is recorded for tracking purposes. For carded athletes, this information may be used for disbursement of spexTAG.

d. Athletes who have been shortlisted or selected for competitions, including but not limited to major Games and Championships, will be required to meet a minimum attendance rate of 90%. Athletes who fail to meet the requirements will be subjected to disciplinary actions. Disciplinary actions may include a warning letter, suspension from games/competitions (no limit to period), or even dismissal from the National Team.


7. [bookmark: _heading=h.3dy6vkm]Selection
a. [bookmark: _heading=h.1t3h5sf]National Selection Trials
Within each calendar year, there will be National Selection Trials organised by SCF to form the National Team in various disciplines, i.e. Canoe Sprint, Canoe Polo, and Canoe Slalom. 

Canoe Sprint
Athletes selected in each of the National Selection Trials (Canoe Sprint), which include national races, will be invited to join either the National Canoe Sprint Senior Team, the National Canoe Sprint Development Team (Under 23), or the National Junior Team (Under 18) as National Canoe Sprint Athletes.

The following national races results will also be taken into consideration for the selection of National Canoe Sprint Athletes:

i. Singapore Canoe Sprint Cup

ii. Singapore Canoe Sprint and Paracanoe Championships

Affiliates will be given at least one month’s notice on the specific date, details and venue of the national races.

Canoe Polo
Athletes selected in each of the National Selection Trials (Canoe Polo), will be invited to join either the National Canoe Polo Senior Women’s Team, National Canoe Polo Senior Men’s Team, or the National Canoe Polo Under 21 Team.

b. [bookmark: _heading=h.4d34og8]Selection Considerations
All athletes wishing to be considered for selection as National Athletes must meet the following eligibility criteria:

i. Singapore Citizen and not holding dual citizenship if above 21 years old (Permanent Residents will be based on a case-by-case basis);

ii. hold the One Star Award (Recreational) and/or the Canoe Polo Level 1 Award under the National Kayaking Accreditation Scheme; and

iii. must have competed at stipulated competitions and achieved the performance standards as designated by SCF.

iv. The athletes will need to achieve the performance criteria stated during National Selection Trials to gain an entry to the National Team.

Refer to SCF Selection Policies for further details.


8. Membership and Performance Tracking
a. [bookmark: _heading=h.17dp8vu]National Team Selection
i. [bookmark: _heading=h.3rdcrjn]There is no automatic qualification for the National Team. All members must go through the selection process on a yearly basis. Those who do not meet the selection criteria will be invited to remain in the training squad for one year, subject to the following conditions:
· Minimum training attendance of 85% over 6 months
· Participation in national competitions, which include
· Singapore Canoe Sprint and Paracanoe Championships
· Pesta Sukan (Canoe Sprint)
· Singapore Sprint Cup

ii. Athletes are required to sign a Declaration of Commitment (Appendix B) to be a member of the National Team and adhere to the Code of Conduct stipulated by the SCF (Appendix A).

iii. The National Coach will conduct internal trials among members of the National Team where necessary to:

· assess the performance and progress of athletes in the respective teams;

· select the best athletes to represent Singapore as part of a Competition Team; and

· promote athletes from the age-group teams, whose performances exceed the performances of other athletes in the senior team.

iv. All members of the National Team must:

· compete in competitions/regattas as determined by the National Coach;

· attend team training camps;

· attend sport testing and evaluation; and

· pass scheduled medical checkups/examinations.

v. An athlete will be removed from the National Team if the athlete:

· breaches or fails to observe the Code of Conduct and the terms of the Declaration of Commitment;

· performs, in the opinion of the NCSPS Committee, below the required standard due to illness or injury (taking into account a reasonable period for treatment and recuperation).

· fails to sustain his or her performance to a satisfactory level, on the basis that there is prior discussion between the National Canoe Sprint Coach/es and the athlete on the performance levels expected from him or her and the athlete has been given the opportunity to attain those performance levels; or

· fails any scheduled medical checkup/examination.

vi. A Competition Team may be constituted from among the National Athletes from time to time to represent Singapore in competitions, subject to any requirements as to eligibility of National Athletes.

Canoe Sprint
vii. The NCSPS Committee, in consultation with the National Canoe Sprint Coach/es, will determine the number of events individual athletes may compete in at competitions.

viii. Crews for the crew boats (C2, K2, K4) will be selected from the list of National Canoe Sprint Athletes at the discretion of the National Canoe Sprint Coach and the NCSPS based on their performance during training.

ix. Athletes from the National Development Squad may be added as reserves at the discretion of the NCSPS Committee.

b. [bookmark: _heading=h.eohnith13acu][bookmark: _heading=h.26in1rg]Retirement/Withdrawal from National Team
i. Athletes who wish to retire or withdraw from the National Squad must formally inform SCF in writing to the High Performance Secretariat Team.

ii. Any outstanding amount arising from local training, local competitions, overseas training and overseas competitions shall be settled within a month of formal notification.

iii. Athletes who are under the ADS RTP or ADS DTP programme must submit a formal notice of retirement to ADS using the ADS Athlete Retirement Notification form.


9. [bookmark: _heading=h.lnxbz9]Individual Performance Plan
The Individual Performance Plan is a formalised document to help National Athletes improve on their performance by setting mutual goals between the Coach, athlete, and High Performance Secretariat Team, with proper tracking and review processes in place. This plan may be carried out in these areas:

a. Athletes may initiate the plan on their accord

b. Athletes identified by Coach and/or Technical Team to undergo the plan.

Methodology
a. Athlete meets with Coach and High-Performance Team to identify key areas of improvement.
i. Mutual goal setting stage [Outcome Goal, Performance Goal, and Process Goal]

ii. Ensure goals set are SMART – Specific, Measurable, Achievable, Relevant, and Time-bound.

iii. Identifying resources or support required

b. Baseline data collection

c. Training intervention
i. Periodic check-ins with Coach and/or High-Performance Team

ii. Athlete to submit record of progress as requested by Coach and/or High Performance Secretariat Team

d. Post-intervention collection

i. Review and reflection on training intervention

e. 1-month/3-month follow-up


10. [bookmark: _heading=h.35nkun2]Athlete Benefits
a. In recognition of their higher commitment to training and achieving sporting excellence for Singapore, members of the National Canoe Sprint Squad will be given the privilege of enjoying certain benefits related to training and competition.

b. National Canoe Sprint Team athletes shall enjoy the following benefits:

Senior Squad

i. State representation at international games; 

ii. access to Sport Singapore facilities and medical support (depending on carding status), subject to the guidelines and obligations for carded athletes;

iii. application for sports grants;

iv. waiver of storage fee for one personal canoe/kayak subject to the availability of space;

v. use of SCF facilities and equipment at discounted rates;

vi. receive attire for training and competitions;

vii. attend training courses with the financial grant from the SCF, upon approval by the NCSPS Committee; and

viii. having expenses subsidised for overseas competitions/training camps, subject to the availability of funds and approval of the NCSPS Committee.


Development/Junior Squads

i. access to Sport Singapore facilities and medical support (depending on carding status), subject to the guidelines and obligations for carded athletes;

ii. subsidy of 50% off the rate of the affiliate storage fee for one personal canoe/kayak subject to the availability of space and approval by the NCSPS Committee;

iii. use of SCF facilities and equipment at discount rates;

iv. receive attire for training;

v. receive opportunities to attend training camps and overseas competitions (in accordance with selection policies and/or recommended by the National Canoe Sprint Coach/es); and

vi. attend training courses with the financial grant from the SCF, upon approval by the NCSPS Committee.

c. When the status of an athlete as a member of the National Canoe Sprint Team expires, the athlete is entitled to a month’s extension of storage facilities. Thereafter, the athlete will have to remove their personal equipment or pay for storage fees at the prevailing rate.

d. The Executive Committee may modify the above benefits at any time in its sole discretion.

e. National Athletes are expected to don official attire issued by SCF during training, competition, and other official engagements when representing the Federation. As members of the National Team, athletes are entitled to the following apparel provided by SCF:

i. Training Singlet

ii. Round-Neck T-Shirt

iii. Polo T-Shirt

iv. Track Suit

v. Rashguard


11. [bookmark: _heading=h.1ksv4uv]Funding
a. Funding Tier

	 
	FY24 (Jul24-Mar25)
	FY25 (Apr25-Mar26)

	
	Junior
	Development
	Junior
	Development

	Average contribution amount per athlete per month
(to be made to OTSF on a half-yearly or yearly basis)
	$100
	$60
	$120
	$100

	Option 1: Annual contribution
- FY24: Jul24-Mar25

- FY25: Apr25-Mar26
	$900

Due on
14 Jul 2024
	$540

Due on
14 Jul 2024
	$1,440

Due on
10 Apr 2025
	$1,200

Due on
10 Apr 2025

	Option 2: Half-yearly contribution
- FY24:
(1) Jul24-Sep24,
(2) Oct24-Mar25

- FY25:
(1) Apr25-Sep25,
(2) Oct25-Mar26
	(1) $300
Due on
10 Jul 2024

(2) $600
Due on
10 Oct 2024
	(1) $180
Due on
10 Jul 2024

(2) $360
Due on
10 Oct 2024
	(1) $720
Due on
10 Apr 2024

(2) $720
Due on
10 Oct 2024
	(1) $600
Due on
10 Apr 2024

(2) $600
Due on
10 Oct 2024



b. Financial Assistance

National Athletes with financial difficulties can apply for financial assistance from SCF, renewable on a yearly basis. Athletes in financial need will receive assistance from SCF on training and competition fees, and the purchase of equipment. To apply for financial assistance, athletes will need to submit[footnoteRef:3] a copy of the Financial Assistance Scheme approval letter issued by the Ministry of Education (MOE). [3:  Email must be sent to hpm@scf.org.sg] 



12. [bookmark: _heading=h.44sinio]Medical and Insurance
a. SCF’s insurance scheme applies to non-carded athletes and would only be in effect after six months of the official training date.

b. All carded athletes will automatically be covered by the Sport Singapore (SportSG)/Singapore Sport Institute (SSI) insurance scheme within six months of the announcement of carding results. (Please be reminded that the carding level of the athlete is confidential and should not be released to any unauthorised personnel).

c. Subject to athletes' insurability, the insurance scheme provides benefits for the covered expenses or injury as described in the insurance Schedule of Benefits.

d. Medical claims are only eligible as per conditions stated in the insurance document. Any unclaimable amount (full or partial) shall be borne by the athlete. SCF shall not be held responsible for such situations.

e. Athletes who want to submit their claims are required to produce the following document within 30 days from the date of injury.

i. Original copy of the receipt with the name of the athlete.

ii. Photocopy of the original receipt.

iii. Photocopy of the "Medical and Insurance" page.

iv. Claim application form (Athlete's Handbook, Annex E)




[bookmark: _heading=h.2jxsxqh]Appendix A: Code of Conduct
1. The purpose of this Code of Conduct is to set out the types of behaviour expected by the Singapore Canoe Federation (“SCF”) from the members of the National Squad of the various disciplines.

2. All members of the National Squad are expected to be role models for other paddlers in the Canoeing Community in Singapore. As such, they are to abide to the Singapore National Olympic Council (“SNOC”) Code of Conduct[footnoteRef:4] when representing Singapore in competitions. In addition, members of the National Squad aged 18 and below should also adhere to Sport Singapore’s National Standards for Youth Sports. [4:  A copy of the SNOC Code of Conduct may be obtained from the SCF’s High Performance Secretariat Team.
] 


3. In addition, all members of the National Squad must observe the following codes of behaviour:

a. [bookmark: _heading=h.z337ya]Uphold the good name of the Republic of Singapore, the sport of Canoeing and the SCF, and display exemplary behaviour at all times. 

b. [bookmark: _heading=h.3j2qqm3]Respect all personnel involved with the sport of Canoeing and have proper regard for their rights and obligations.

c. [bookmark: _heading=h.1y810tw]Always perform to the highest possible standard in training, and in competitions to the best of abilities. 

d. [bookmark: _heading=h.4i7ojhp]To respect the spirit of fair play and non-violence (both physical and verbal) and behave accordingly. 

e. To dress appropriately at all times, refraining from wearing any attire that displays objectionable slogans, inappropriate phrases, graphics, or pictures that may offend, provoke response/outburst, incite reactions and/or that are insulting in nature. 

f. Use loaned property with care. 

g. Demonstrate a positive commitment to the rules and programmes.

h. Shall not at any time be charged with or convicted of any offence which is punishable by the law of Singapore or of any foreign country. 

i. Respect the law and customs of countries visited for training or competitions.

j. Respect the confidentiality of information from the SCF or relevant authorities, which they may have access to in the course of their duties.

k. Prior notice of all intended communication, whether written or verbal, with parties external to the SCF pertaining to matters concerning the National Squad or their status as National Athletes (including but not limited to communication about training, competitions, sponsorship) should be given to the National Coach, Team Manager (where applicable), and Executive Committee in this sequence. National Athletes should comply with any directions given by the National Coach, Team Manager (where applicable), and Executive Committee in relation to such intended communication.

l. [bookmark: _heading=h.2xcytpi]Commitment to train and compete for at least one full year starting from the sign off date on the declaration of commitment form, failure of which to fulfil this commitment without reasonable excuse will warrant full re-payment of any subsidised amounts for the training camp/s and/or competition/s attended.

m. [bookmark: _heading=h.1ci93xb][bookmark: _heading=h.3whwml4]Shall be punctual for all training sessions, competitions, official appointments and social functions.

n. To comply with the World Anti-Doping Agency (WADA) Code and all anti-doping rules of the International Canoe Federation (ICF), Anti-Doping Singapore (ADS) and the SNOC, including by submitting themselves to medical controls and examinations at any time. 

o. In addition to this, some athletes may be selected for the ADS Registered Testing Pool (RTP) or ADS Domestic Testing Pool (DTP). Athletes nominated for inclusion in either the ADS RTP or ADS DTP will be notified by ADS and will be required to supply details of their whereabouts on ADAMS. More details can be found on the ADS website: www.antidoping.org.sg.


4. Unsuitable Behaviour and Gross Misconduct

The following non-exhaustive list describes some examples of behaviour that is unsuitable, inappropriate or that is not in the best interests of the sport:

a. Denigrates and/or intimidates other athletes, officials or event organisers.

b. Making statements which are deemed to denigrate the group that an individual is representing.

c. “Go-slow”, or instigation of a “go-slow”, or stopping training.

d. Lying or false declaration of information.

e. Distributing or exhibiting of handbills, pamphlets, posters or whatever graphical writing within the facilities of the SCF or Sport Singapore without approval of the Executive Committee.

f. Use of offensive, vile or obscene language with the imputations against the SCF, its coaches, employees, or the Council.

g. Wilful damage to another person’s property during the conduct of a regatta or person’s championships.

h. Violation of safety rule(s) which endangers the life or safety of any person.

i. Vandalism or wilful damage to any goods or property belonging to the SCF or Sport Singapore. 

j. Insubordination towards National Coach(es), Team Manager, Executive Committee member/s, the SCF employees, or relevant authority.

k. Immoral or indecent behaviour.

l. Theft.

m. Fighting.

n. Any form of assault.

5. Athlete Retirement/Withdrawal

a. Athletes who wish to retire or withdraw from the National Squad must formally inform SCF in writing to the High Performance Secretariat Team.

b. Any amount owing arising from local training, local competitions, overseas training and overseas competitions shall be settled within a month of formal notification.

c. Athletes who are under the ADS RTP or ADS DTP programme must submit a formal notice of retirement to ADS using the ADS Athlete Retirement Notification form.



[bookmark: _heading=h.qsh70q]Appendix B: Declaration of Commitment

I ______________________________ (full name as in NRIC) having been selected as a member of the National Team for the year of ______________ hereby declare that:

a) I shall abide by all the Rules and Regulations stipulated by Singapore Canoe Federation (“SCF”).

b) I shall refer to SCF only (and not any person, organisation, society, board or any third party) for all matters pertaining to the training of the National Team.

c) I shall train conscientiously to achieve my best result in the spirit of the sport and for the glory of Singapore.

d) I shall adhere to the Code of Conduct stipulated by the SCF in Appendix A.

e) I hereby declare that I have read and fully understood the terms and conditions and the expectations as stated in the SCF National Athlete Handbook from me as a National Athlete.



Athlete’s signature: __________________________		           

Date: _________________________

NRIC No: ________________________	


Parent/Guardian’s name (for athletes below 18 years old): 					  

Parent/Guardian’s signature (for athletes below 18 years old): 				  




[bookmark: _heading=h.3as4poj]Appendix C: Example of Athlete Improvement Plan

	Name
	
	Discipline
	

	Events
	
	Duration of Plan
	




	Outcome Goal
	Performance Goal
	Process Goal

	
	1)
	



Training and Recovery Guide


	Week
	

	Week
	

	Week
	

	Week
	



Requisites

· Ensure minimum 85% attendance rate.

· Inform Coaches and High Performance Secretariat Team of any injuries, illnesses, or potential impediments to the training plan & consult on alternative arrangements to achieve Process Goals.

· Adhere to the training guide.

· Agree to periodic and random checks, and/or request for updates on progress.

· Record-keeping of key performance outputs agreed upon by athlete, coaches, and High Performance Secretariat Team.





[bookmark: _heading=h.1pxezwc]Appendix D: Claim Form
	S/N
	Description
(Details of goods or services and purpose)
	Qty
	Unit Price
	Total
	Remarks

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	Total
	$



Note: Original receipt is required

	Name and Signature of Claimant/Payee
	

	Name of Bank
	

	Account No.
	

	Date of Submission
	




	Verified by: (Name and Signature)
	

	Approved by: (Name and Signature)
	






[bookmark: _heading=h.49x2ik5]Appendix E: List of Committee Members
High Performance Board Representatives
· Vice-President, High Performance – Sean Chua
· Vice-President, Coaching and Technical Development – Evan Kong
· Assistant Honorary Secretary – Timothy Chia

National Canoe Sprint Selection (NCSPS) Committee
· Chair of the High-Performance Committee & Vice-President, High Performance – Sean Chua
· Assistant Honorary Secretary – Timothy Chia
· Independent Member – Lionel Lee

Appeals Committee
· President – Nicholas Yap
· Vice-President, Community and Infrastructure – Andrew Xiao
· Independent Member – Kyle Chong
1
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