SWIMMING WAIKATO INC
DUTY CLUB RESPONSIBILITIES
For Swimming Waikato Hosted Meets
Below are details of the requirements for our Duty Clubs. Please note that a number of these tasks can be
carried out by the same person so we anticipate that the Duty Club will need to provide a maximum of ten
people to carry out this role.
Title

Task

House Manager

This person’s role is to co-ordinate the tasks required by the Duty Club and act as a
‘runner’ in the Control Room.
Carry out the Meet Recorder function during the swimming meet. This role must be
carried out by a Club Member with Recorder experience. Swimming Waikato will
provide the laptop for this purpose. All the pre-meet requirements will have been
carried out by Swimming Waikato and the post-meet reporting will also be the
responsibility of Swimming Waikato. This is an ideal opportunity to train an additional
Club Recorder also. If you are not able to provide a Meet Recorder with the expertise
to run the meet, please advise Swimming Waikato at least two months prior to the
meet. In this event, we would still encourage you to have your Club Recorder attend
the meet to gain some experience in this area.
Support the Technical Panel to set up the pool for the meet. This is usually carried out
the evening before the first session. It is the Club’s responsibility to liaise with the Meet
Director to check the set up time.
Ensure that you have a couple of strong people available to assist with putting in the
Touch Pads prior to the start and taking them out at the conclusion of the session if
required.
Support the Technical Panel to pack away all the meet equipment.
If required, the duty club is to provide a person to assist with Marshalling the swimmers
pre-race.
Please keep this basic but enough to keep officials sustained. 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 60 people.
Clubs are not expected to spend a lot of money providing these refreshments – just
keep it nice and simple. Have all your club members contribute whether they have
swimmers or not, most will be only too pleased to help. Please ensure the kitchen is
left in a tidy state. Junior club members often enjoy helping out with this duty.
The officials will also need to be offered water throughout the day. It’s a good idea to
provide jugs and plastic cups for this purpose. Please ensure that the urn in the kitchen
near Studio Two is switched on when you arrive and that the tea/coffee/milo/sugar &
orange juice are there. Duty Clubs should bring along tea-towels, knives, platters etc.
that they will require. Also please bring along milk and ice if it is a hot day.
Our Championship Meets require medal presentations. If we are having presentations,
you will be required to provide two or three medal bearers – 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) should sit at this table to hand out
medals.
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Arrival time at the Pool – Duty Club personnel 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).
Raffle - Clubs are able to run a raffle to raise funds for their club. This can be sold at the entrance
and around the pool-deck.
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.
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