   VOLUNTEER RESPONSIBILITIES

SET-UP:  Arrive at home meets at 3:00 PM. Set up flags, lane markers, and chairs for lane recorders; set up tent and tables for concessions; bring drinks to lane recorders during the first half of the meet; move lawn chairs to the back of fence. DADS ARE ESPECIALLY WELCOME.

STARTER:   At Home meets only; ensure that each race is fairly started; help in the judging of the relay take –off. Also ensure that the meet is conducted in the order specified on the Starts Protocol Sheet.

LANE RECORDER:  Responsible for recording on a heat sheet the name, age, sex, team name, stroke, heat, and lane number for each swimmer in the designated lane.(Home team uses lanes 1&3; away team uses lane 2&4.) There should be only one swimmer at a time in the starting area. Yellow forms will be used for the first heat only. White forms will be used for the second through fifth heats. 

LINE-UP:  Ensure that all swimmers are lined up in the proper order according to the meet line-up sheet. Swimmers should be in line, ready to go, three races ahead. The home team uses lanes 1&3; the away team uses lanes 2&4. The 6& Under, 11/12, and 13/14 start at the end with the timer chairs. The 7/8 and 9/10 start at the end farthest away from the time chairs. Relays: swimmers 1&3 start at the end with the timer chairs; swimmers 2&4 start at the end farthest away from the timer chairs. Up to three relay teams may be lined up in each lane for one event. Swimmers assignments are the same for both freestyle and medley relays, however, make sure swimmers know which stroke they are swimming on the medley relay:

Swimmer 1 does backstroke



Swimmer 2 does breastroke



Swimmer 3 does butterfly



Swimmer 4 does freestyle

FINISH JUDGE:  Responsible for recording a finish on the finish sheet: the first, second, third, and fourth place swimmers in each race.  If there is a disagreement on the order of finish, call the lane in dispute a tie. Orange forms will be used for the first heat only. Blue sheets will be used for the second through the fifth heats.

TIMER: Responsible for timing all swimmers in one lane and recording that time next to each swimmer’s name on the line-up sheet. During the 6&under races, timers need to stand near the finish rope in order to clock accurate times. During all other races, timers need to get off the chairs in order to see the swimmer touch the wall. That is the ONLY way to clock accurate times. If the starter fills the opponent’s lane with one of our swimmers, each timer should take one swimmer. Be sure to record the swimmer’s name and time, if not already on the timer sheet. At the end of the meet, give the line-up to Brenda Fisher.

STROKE JUDGE:  One per team is designated and trained to call all stroke infractions and record infractions on a disqualification sheet. If there is a doubt or question about the stroke, the benefit goes to the swimmer. The pool is divided so that each stroke judge is responsible for two lanes. The pool is divided to judge relay starts. An assistant to the stroke judge will inform each swimmer of his/her disqualification. Home team: lanes 3&4; away team: lanes 1&2
RUNNER:  At home meets only, responsible for collecting the lane recorders’ heat sheets from all four lanes, as well as the finish judge’s sheet and any DQ sheets that apply to the heat. Ensure that all the e sheets picked up belong to the same heat. Put sheets in order as indicated by the finish judge’s sheet and take everything to the heat sheet organizer. Please note the different colors in both heat sheets and finish sheets for the first heat of each event:

 Heat sheets: yellow = 1st heat


         white = subsequent heats

Finish sheets: orange = 1st heat


          blue = subsequent heats

It is imperative that DQ slips be grouped with the correct heat sheets and finish sheet before they are scored or ribbons are written.

There are 2 or 3 runners; alternate heats.

HEAT SHEET ORGANIZER:  AT home meets only; receives heat sheets, DQ sheets, and finish sheets from the runner and puts them in order.  Sits at scorekeeper’s table. Delivers organized sheets to the Scorekeeper. Procedure:


Double check that all sheets are from the same heat.


1st heat has yellow heat sheets with orange finish sheets. Subsequent heats have white heat



sheets with blue finish sheets. These are the only acceptable combinations.


Place heat sheet in the order on the noted finish sheet. Write the appropriate place (1st, 2nd, 3rd, 



4th) in the upper right hand corner. If there are any DQ slips, write DQ on the heat sheet 



instead of a place number. All swimmers who finished behind the DQ’d swimmer 



move up in finishing order.


1st heat paperwork is passed to the Scorekeepers.


Subsequent heat paperwork is passed directly to the Ribbon Writers for the appropriate teams.


Make sure the correct names are on the finish sheet, as they may be different from those listed 



on the line-up.

SCORE KEEPER:  Records the score for only the 1st heat of each event on the preprinted score sheets and then passes their team’s heat sheets to the Ribbon Writers. 

Scoring is the simple process of addition:



Individual Events:





    1st – 5 points





     2nd- 3 points





     3rd – 2 points





     4th – 1 point



Relays:





     1st –10 points





     2nd –6 points





     3rd – 4 points


  


     4th –2 points

Any swimmer or relay that receives a DQ receives 0 points. Swimmers who have finished behind the DQ move up in the standings and receive the appropriate place and points.

Record the scores for both teams. Check with the other scorekeeper to make sure your sheets agree.

At the end of the meet, notify the starter of the results, and give your score sheet to the Swim Chairperson.

RIBBON WRITER: Sit at next to the scorekeepers. The home team supplies all the ribbons for the meet. You write only the ribbons for the Ponds Swim Team. The scorekeeper will pass the first heats to the ribbon writer; the Heat Sheet Organizer will pass all subsequent heats to the ribbon writer. Select the correct color of ribbon, write swimmer’s name, the date, and the team of the swimmer in the event places. Check sex of swimmer and the event, and put in the appropriate team tray or the Ponds Swim Team hanging files.

CLEAN UP:  Stay after the home meet to take down flags and lane markers. Reposition lawn chairs, pick up trash on deck and surrounding grounds, hose down deck: check with Swim Chairperson before leaving.

ROVER:  Assumes responsibilities wherever needed as assigned by Swim Chairperson or Volunteer Co-coordinator.

CONCESSIONS:  Work concessions stand; help clean up the concessions area at the end of the meet.

COOK:  Does any grilling for the concessions. Adult volunteer required. 

CALLER/CHECK-IN: Two days before the assigned meet, call all the volunteers for that meet. Do not just leave a message. If volunteers are out of town, the volunteer coordinator must be told no later than the morning of the meet. Arrive 25 minutes before the meet starts; Responsible for checking in all volunteers and swimmers as they enter the pool area; make sure each volunteer knows his/her job for the meet.

HOSPITALITY:
Offers snacks and drinks to volunteers during the meet.

PARTY PLANNER: Helps to plan the end of the season team party

SWIMMER CONTROL:  Monitors the non-swimming areas of the pool during the meet

PARENT VOLUNTEERS

PLEASE arrive 15 minutes before the meet begins to work your shift and log in with the check-in volunteer. A few people were switched to different jobs (at the same meet), so please refer to the following sheets for your job. All volunteers are crucial – it is very important that your are there to work your shift.

You are responsible for finding your own substitute or trading shifts if the need arises.

