DUTY CLUB RESPONSIBILITIES

1. If sharing a duty day with another club – discuss the roster with them prior to the day.

2.
Total Session requirement:


8 people available to cover all the duties – you will be able to roster some 


jobs.

3.
Arrival time at the Pool:  Duty Club people should arrive 30 minutes prior to the beginning of warm-up and report to the House Manager (who will have been in touch with you prior to the meet).

4.
You will need to roster people to man the Back Entrance 

5.
Doors – (at large meets this may be for the whole meet but the House Manager will discuss this with you).  You will need to keep count of the following:  

(i) Swimmers

(ii) Officials

(iii) Coaches/Team Managers

(iv) Adult Spectators

(v) Child Spectators


These numbers need to be handed to the House Manager at the conclusion of each session.


You may be required to sell programmes and  take door entry money and the House Manager will provide you with relevant information as well as advise you of the “Free” entry people etc.  Two people will be required for the first part of the meet.


Ensure that on-one enters the complex prior to the advised time.  

You should put up any supplied signage – prices – notice about Pass-outs etc.

6.
Ensure that the Urn in the lower kitchen is switched on when you arrive and that the tea/coffee/milo/sugar & orange are there.  Duty Clubs to bring along tea-towels, knives etc. that they will require.  Also to bring along milk, and ice if it is hot day.

7.
Food:  Please keep this basic and to a minimum.   You should provide finger food – eg.  fruit, cheese and biscuits, sandwiches etc.  Just small items to carry around  pool-deck for the officials.   You will need food for approximately 50 people.  Clubs are not expected to spend a lot of money providing these refreshments – just keep it nice and simple.  

8.
Drinks:  These also have to be carried around pool-deck (Water and Orange only) or you may have access to a lot of containers and these may be placed in appropriate places around pool-deck for officials to help themselves to drinks.  SW will provide Cordial, Tea, Coffee, Milo.  
Some clubs carry drink containers around and carry a bag of empty cups.  Dependent on the length of the meet – the temperature etc. on how often you should take refreshments around.  

9.
Ensure that you have a couple of men available to assist with putting in the Touch Pads prior to the start and at the conclusion of the session if required.  The touch pads are rather heavy and should be handled by two people.

10.
 Medals / Cash Prizes:  Sometimes we have presentations and sometimes we have a Medal / Cash Prizes Table.  
If we are having presentations you will be required to provide 2 or 3 medal bears – younger club members dressed in club uniform is nice, plus one or two parents to sort out the medals etc.   If we have a Medal Table then one Adult (no children) to sit at this table to hand out medals.  All swimmers receiving medals will be required to sign for them.

11.
You will be requested to look after the False Start Rope during the meet – one person for this.

12.
You may also be required to provide a runner for Control – 
one person just during the meet.

13.
Clubs are able to run a raffle of their own at the door and around the pool-deck.

14.
Duty Clubs are responsible for leaving the lower kitchen in a clean state at the end of a session, clean-up around the pool-deck if necessary.  Everything should be returned to Control at the end of the meet.

SWIM WAIKATO will provide:
1. Tea, Coffee, Milo, Orange, Sugar, Large Drink 

Container, Hot and Cold cups.
2. Everything required to man the door.

DUTY CLUB to provide:
1. Tea Towels, large plastic bottles for drink (if required).

2. Milk, plates, knives that may be required to prepare food.

The duties are not arduous and Swim Waikato endeavour to be fair to all clubs by sharing these duties around and combining smaller clubs.  Your time and assistance is always very much appreciated.

HOUSE MANAGERS DUTIES -

1.
Contact the Duty Clubs 7-10 days before the meet and ascertain that they know what to do and will be at the pool 30 minutes before warm up.  


Advise Duty Club people to come to the Back Door and that you will let them in and that NO OTHER PEOPLE will be able to enter with them.  Their children etc. must enter through the Side Door when it is open.  Waterworld are clamping down and we must ensure we meet their 

guidelines.  

3. You should arrange for the cash float, available from the Waikato Treasurer Rodney Coombridge, to be collected by yourself or arrangements made for it to be delivered to the pool ready for the Duty Club.

4. Ensure the programmes will be available from the Waikato Secretary, either collected by yourself, or make arrangements for them to be delivered to the pool ready for the Duty Club and that you are made aware of the relevant charges.


WHERE THERE ARE ONLY TWO SESSIONS (short break in between Session One and Two) THERE WILL BE NO DOOR CHARGES FOR THE 2ND SESSION.  

You may need to sell programmes though - 1/2 price.

4.
You should arrive at the pool at least 30 minutes prior to warm up to ensure that programmes, money and paper are ready for the Duty Club.

5.
Waikato now uses both back doors – first one for Spectators and the Kitchen door for Swimmers, Officials and Coaches.  


Officials and Coaches need to sign in.  Ensure signage is out to indicate this procedure.

6.
Do not permit anyone to enter the complex (through the 

allocated entrances any earlier than 15 minutes before 

Warm-up (unless of course it is teeming with rain).  

7.
Ensure that accurate spectator numbers are recorded by the Duty Club.  Control will be able to tell you the number of swimmers, officials and coaches – check from Sign In 

Form.  


Provide Waterworld’s front desk with the following numbers Spectators – Swimmers and Officials/Team 

Managers/Coaches and write same information in the notebook in Control.

8.
Ensure that there is a sign placed at the front of the Waterworld complex advising all Swim Meet participants & spectators to enter the complex through the side/back entrance.

9.
People who leave the pool at anytime and who return through the main entrance to the pool will be charged by the Pool Staff, people must return by the Side Door.  

10.
Team managers programmes will be available from  Control.  These are the only FREE programmes.

11.
Door Entry fees will not be payable by team managers, coaches, swimmers or officials- they must sign in on the appropriate forms.  

12.
Duty Clubs are permitted to run and sell their own raffles at the door.

13.
Ensure a white board or black board is at the door entry to advise patrons of the entry and programme charges.

14.
Ensure the Duty Club perform the following specific duties:

(a) That responsible persons (not children) are manning the door and controlling entry of persons into the pool.

(b) The hot water urn in the kitchen is kept filled and hot.

(c) That milk and tea towels are provided by the Duty Club.  



They will also have to bring knives, plates etc.

(d) That the false start rope is manned at all times by a 


responsible person.

(e) The pool deck and kitchen areas are clean and tidy at the conclusion of the meet or sessions.  This does not include the grandstand area.

(f)
That the door is manned for the whole meet.  Suggest a Roster system.

(g)
Deliver food and drink to officials during the meet.

15. Waikato will provide to the Duty Club - tea, coffee, milo, orange - together with all cups, sugar, spoons etc. 

16.
The Duty Club is to provide all food for the officials.  People need to be assigned by the Duty Club to collect and look after the food.  Generally, food needs to be delivered to the officials during the meet.  (Do not forget 

Control or the I.O.T’s at the end of the pool.)

17.
Ensure persons are available to assist with the installation of the touch pads after warm up and before the start of the meet.  (Note - the touch pads are very costly items and must be treated with extreme care.)

18.
Ensure the pool is set up correctly:

(a)
Four chairs behind each lane at the timekeepers end.

(b)
One chair behind each lane at the turns end Long Course meets.

(c)

A clothes basket is placed behind the chairs at each 
end of the pool.

(d)
Cones and chain are placed 1.5 metres from the side 



of the pool adjacent to lane one from the timekeepers end of the pool 


to just past the 15 metre mark.

(e)
Two forms are placed in front of the control room for 
officials plus one 


table.

(f)

The starter’s podium is in position.

(g)
The presentation stand is on the pool deck if required.
(h)
The marshalling area is set up on pool-deck.

(i)

Cones and chain are adjacent to the marshalling area.

(j)

The false start ropes have been set up correctly.

(k)

There are enough chairs in control.

(l)

Lap counters are at the turns end, if required.
19.
Keep a note of the actual start and finish times of the meet.  Provide 


this data to the Waikato Secretary and Waterworld at the conclusion of 


the meet.

20.
Medals - if the meet is a medal meet, you will need to arrange the 


presentation schedule in the consultation with the Meet Director or the 


Board Chairman.  It is suggested that medal presenters may be 


selected from centre or club personnel.



A copy of medal/ribbon winners will be available from control and if 


medal presentations are being made, a list of non-presentations needs 


to be kept.



Ensure that you receive the Awards Printout from Control to staple to 


ribbons - these are not presented but are collected by Team Managers.  


Have someone look after this area and put ribbons in club envelopes.



It is suggested that at least two persons from the Duty Club assist with 


the medal table.

21.
Ensure all gear is put away after the meet is concluded as per the 


instruction of the AOD Operator.  It is very important that the Electronic 


equipment is disassembled in the correct manner and packed in the 


cupboard in the correct order.

22.
Ensure the door money is accounted for and held secure to be given to 


the Waikato Secretary or Treasurer at the end of each session (if more 


than 2 sessions) or returned to the Treasurer at the conclusion of the 


meet.

23.
Be available for any other duties that the Meet Director or Referee may 


require of you.  

