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ROLE DESCRIPTIONS

Committee Roles
1Chairperson


2Secretary.


3Treasurer.


4Membership Secretary.


5Committee Member


6Welfare Officer.


8Open Meets Secretary.


9Moonraker Swimming League Secretary.


12Swim 21 Coodinator.


13Fundraising Coordinator.


14Team Manager


16Head Coach /


17Learn to Swim (LTS) Coordinator.


20Life Saving Coordinator.


22Website Coordinator


23Newsletter Editor.


24Master Representaive


25Parents Representative


26Annexes


27Workforce Coordinator


28Session Coordinator.


29Teaching


31Coach


32Club Captains


33League and Club Galas


33Poolside helpers


33Marshals


33Recorders (League Galas)


33Lane ends


34Wilts County ASA League galas


34Summer League


35Winter League


37Club Gala Championships and Presentation Evening


37Gala and Presentation Coordinator


37Timing system.


39Presentation evening


39Medal Coordinator


40PowerPoint Presentation.


41Trophy Steward/Coordinator


41Presentation order helpers


42Club Merchandise




Chairperson
Role Purpose:
The Chairperson (“Chair”) is one of the principal officers of the club along with the Secretary, Treasurer and Membership Secretary. The Chair is usually primus inter pares (first among equals) on the Club Committee and is responsible for guiding the Committee to arrive at group decisions in keeping with Club procedures.  The ultimate ‘power’ of the Club rests not with the Chair but with the Annual General Meeting of its members.
Responsibilities:
1. Provide a figurehead for the objects of the Club, namely to promote, encourage and teach the practice of swimming as defined by the ASA to its members.
2. Oversee and control the business of Committee meetings, guiding the Committee to make decisions, solve problems and express opinions in adherence with the Club Constitution.  In these meetings the Chair shall have unlimited authority upon questions of order.  In the event of an equality of votes, the Chair shall have a casting vote.

3. Oversee and control the business of the Annual General Meeting and to present the Chairperson’s report of the activities of the Club during the previous year.

4. Oversee and control the business of any Special or Extraordinary General Meetings.

5. Determine the content and agenda for Club meetings in association with the Club Secretary.

6. Sign the Minutes of Club meetings at the subsequent meeting once approved.

7. Make decisions when the need arises, in consultation with other officers.

8. Advise the Treasurer on the use and investment of Club funds.

9. Ensure the Constitution of the club remains current and compliant with ASA guidelines, arranging for the Constitution to be amended and approved from time to time as appropriate.

10. Oversee the Club’s relationship with the pool operator including attendance at any planning or focus group meetings.

11. Represent the Club at external meetings, including those of the ASA County executive, the pool operator and/or local authority, County sports partnerships

12. Assist the other officers and Committee members as appropriate.

Secretary.
Role Purpose:

The Secretary is one of the principal officers of the club along with the Chair, Treasurer and Membership Secretary.  The Secretary provides the central point of administration, information and communication. It is the Secretary who initially deals with all correspondence and communications, and is a key person to the smooth running of a club. The Secretary is also a link between members, potential members and external organisations e.g. pool operators, local authorities, and the ASA Regions. The club Secretary should report to the club Chairperson.
Responsibilities:
1. AGM/ COMMITTEE MEETINGS
a. Book venues for committee meetings. 

b. Invoiced for venue which is passed to treasurer.

c. Receive agenda items from committee one week prior to meetings via email.

d. Formulate agenda and send to all members prior to meetings along with last minutes.

e. Print attendance sheet for committee meetings.

f. Print previous minutes for chairperson to sign at meeting.

g. Take minutes at committee meetings/ AGM/ and any other meetings that occur.

h. Type minutes and distribute to committee via email.

i. File all agendas/ minutes and attendance sheets for each meeting.

j. Save a copy of all electronic information – agendas/ minutes/ etc.

2. GENERAL

a. Receive information from the ASA in postal format and also electronic format.  Take to committee meetings or forward to committee member most appropriate.

b. Collate contact details of all committee members and circulate. 
3. Otters Email Owner

a. This is not necessarily a part of the LTS Co-ordinators role but it does tend to fit as most enquiries are connected to waiting list/new members.
b. Check the emails daily and delete most of them as they relate to everything except swimming!!!

c. Respond to enquiries re membership either by phone or email if related to LTS/Development.
d. Forward emails to other Committee Members/Coordinators if they relate to other sections of the Club.
Treasurer.

Role Purpose:

The Treasurer is one of the principal officers of the club along with the Chair, Secretary and Membership Secretary.  The Treasurer is responsible for producing and managing the club’s accounts and finances, and should report to the Club Chairperson. This role will include being responsible for all income and expenditure for the club.
Responsibilities:

1.  Payment of invoices and other expenses.  Logging the nature of the expense in the expense spreadsheet and categorising it, for the Profit and Loss Account.

2. Banking all cheques and cash.  This must be done at a Post Office, not the Alliance & Leicester now, as our account is with the Alliance & Leicester Commercial Bank

3. Logging of income passed to me from sources other than Standing Orders, i.e. Shop Income, Badge Money, Membership Fees.  These are logged within the spreadsheet and categorised for the Profit & Loss Account.

4. Monitoring the Bank Account, via the quarterly Bank Statements.  This involves checking that all expected standing order payments have been received, and logging all payments in the master spreadsheet.  Also to confirm which outgoing payments have been debited to the account.

5. Maintaining a spreadsheet of membership numbers and levels so that the level of payments being received are correct.  This involves receiving updates from the Membership Secretary on a monthly basis.

6. Producing Membership Letters requesting payments of membership fees and confirming the level of monthly training fees.

7. Chasing outstanding payments for membership and training fees.

8. Booking the swimming pools for the relevant periods, ie Lime Kiln Centre and the Link Centre

9. Producing the year end accounts and liaising with the auditor for final sign off.

10. Payment of any Corporation Tax which may be due. 
Membership Secretary.

Role Purpose:

The Membership Secretary is one of the principal officers of the club along with the Chair, Secretary and Treasurer. To provide                 for the WBASC Committee
Responsibilities:

1.  The Membership Secretary has a number of responsibilities, which include:

2. Owning and maintaining the “Membership Database” - this holds the details of all swimming and non swimming club members.  The database has two components; an MS Access Database on the club laptop and paper copies of all the records on file.

3. Taking updates from Co-ordinators for swimmers and making the 
necessary changes for :
a. Leavers
b. Joiners
c. Change of circumstances etc
4. Monthly updates from Coaches, usually swimmers moving class or lane, 
swimmers gaining badges and swimmers leaving classes.

5. Monthly production of the registers for all classes.

6. Interfacing with the ASA on all new members, leavers, change of categories etc or any other query on membership.

7. Completion of the Annual Return for the Club with all members’ details and payment of the relevant ASA fee.

8. Ensuring the Finance Secretary has up to date information on members for fee’s etc.
Committee Member

Role Purpose:
To provide skills and experience to the sport through a seat on WBASC Committee for a designated period.

Responsibilities:

1. In liaison with the Committee Chairman and fellow Committee members attend committee meetings and report on individual areas of responsibilities as laid out on the agenda.

2. Where appropriate, undertake specific roles as shall be decided from time to time either by the Chairman or Committee on behalf of the WBASC.

3. In liaison with the Committee Chairman and fellow Committee members monitor and evaluate the work of the sub committees, together with any working groups established by the Committee for a specific purpose, ensuring that they are achieving the key performance indicators, where appropriate on budget and on time as set out in the corporate and operational plans.

4. In liaison with the Committee Chairman, Treasurer and fellow Committee members establish the financial policy of the club and monitor and evaluate the budget and forecast, at least quarterly, to ensure the maintenance of a sound financial platform at all times.

5. Attend WBASC events and meetings as appropriate.

6. Maintain a current knowledge of the Committee's activities, work of the WBASC and the work of relevant sub committees, undertaking training where appropriate.

7. Together with the Chairman and Committee report to the membership annually.
8. Assist on sub committees, club galas and presentation events where necessary.

Welfare Officer.

Role Purpose:

The main purpose of the role is to assist with the safeguarding and protecting of children and young people in aquatics, and to implement the ASA Wave power policy and procedures. In doing so, the person undertaking the role of a Welfare Officer should have an understanding of child protection, and how best practice and the use of the Criminal Record Bureau (CRB) checks can help prevent child abuse.
Responsibilities:
1. To have an understanding of child protection, and how best practice and the use of the criminal record bureau checks can help prevent child abuse. To assist the Amateur Swimming Association to safeguard children and young people in swimming and to implement the ASA child protection plan at club level.
2. To do this by working to the ASA policy document and by consultation with the legal affairs department and the Independent child protection officer of the ASA.
3. To ensure all persons who have significant contact with children in the club complete a CRB check when they join the club or when requested to if they are existing club personnel.

2. To have details of the following contact numbers:
a. Swimline
b. The ASA Legal Affairs Department

c. The Local Social Services Department

d. The Local Child Protection Police Department

e. N.B. Child Protection Police and SSD have an out of hour’s service
3. To have an understanding of the role of the police and social services in child protection and how to make referrals as necessary through the ASA Legal Affairs Department or directly in an emergency
4. To ensure all club swimmers, parents, officials, teachers and coaches are aware of the child protection policy and procedure of the Club and the ASA and make available copies of relevant club and ASA documents.
5. To be available to advise any person in the club who has a concern of a child protection nature of the appropriate procedure to follow to refer the concern appropriately.  To maintain appropriate records of all concerns raised.
6. To promote best practice within the club at all times and question issues arising from poor practice and ensure the club committee deals with them appropriately.  If necessary refer concerns of poor practice to the ASA legal affairs department
7. To promote and raise awareness of child protection training available and to ensure all persons undertake appropriate Child Protection training according to their role.
8. To sit on the club management committee and ensure the issue of child welfare in the club is raised, monitored and reviewed appropriately.  To advise the committee on actions required when child welfare issues are referred.
9. To ensure confidentiality is maintained at all times by all members of the club committee over issues of a child protection nature.
10. To promote anti-discriminatory practice within the swimming club.
11. To have an awareness of equity issues and the ASA equity policy.
12. To ensure Swimline notices are displayed at club training venues.
13. To refer all concerns of a child protection nature to the ASA Legal Affairs Department for action/ information.
14. To ensure club policies and practices are reviewed every 3 years and revised appropriately. 
Open Meets Secretary.

Role Purpose:

To provide                 for the WBASC Committee

Responsibilities:

1. Research suitable open meets for squad and obtain entry information from organising body.
2. Pass information of dates and venues for club calendar.
3. Gain approval from Head coach to invite squad.
4. Create invitation for meet and give to coaches to hand out to eligible swimmers.
5. Collect and collate all entries and entry fees.
6. Complete entry form with each swimmer’s name, DOB, gender and obtain entry times for each event.
7. Return entry form along with correct payment to organising body by closing date.
8. Submit swimmers entry fees to club treasurer and obtain club cheque for total payment (including payment for poolside help).
9. Organise the following

a. Poolside managers.

b. Lane end marshals.
c. Male and female marshals.
d. Timekeepers and officials as required.
10. Create list of unqualified competition start swimmers for lane end marshals.
11. Create and hand out to entered swimmers reminder slip with the following information.

a. Dates.

b. Venue and directions if required.
c. Time of meet and warm up times.
12. Keep swimmers and poolside managers updated with any changes.

Moonraker Swimming League Secretary.
Role Purpose: To organise officials for the Winter & Summer Leagues in addition to the Club Championships for the WBASC Committee.

Responsibilities:

1. Winter League (see further info in Annex B)

a. Book coach for events further than 30 mins away e.g. Corsham, Salisbury, Trowbridge, Melksham, Warminster.

b. Liaise with Winter League Secretary – Rob Hart

c. Organise the following (officials need to be on the county list)

i. Away

1. Officials

a. 1 x Judge

b. 2 x Timekeepers

2. Others

a. 2 x competitor marshals

b. 2 x lane end coaches

c. 2 x split timekeepers

ii. Home (Host)

1. Officials

a. 1 x Starter

b. 3 x judges (1 x judge if 6 lane pool)

c. 2 x Timekeepers

2. Others

a. 2 x Recorders

b. 1 x Safety Officer

c. 1 x Lifeguard

d. 1 x Announcer

e. 1 x Runner

f. 1 x Entry/Programme

g. 1 x Drinks/Raffle

h. 2 x competitor marshals

i. 2 x lane end coaches

j. 2 x split timekeepers

2. Summer League (see further info in Annex B)

a. Book coach for events further than 30 mins away e.g. Corsham, Salisbury, Trowbridge, Melksham, Warminster.

b. Liaise with Summer league Secretary – Dianne Lee

c. Organise the following (officials need to be on the county list)

i. Away

1. Officials

a. 1 x Judge

2. Others

a. 2 x competitor marshals

b. 2 x lane end coaches

c. 2 x split timekeepers

ii. Home (Host)

1. Officials

a. 1 x Starter

b. 3 x Judges (1 x judge if 6 lane pool)

2. Others

a. 2 x Recorders

b. 1 x Safety Officer

c. 1 x Lifeguard

d. 1 x Announcer

e. 1 x Runner

f. 1 x Entry/Programme

g. 1 x Drinks/Raffle

h. 2 x competitor marshals

i. 2 x lane end coaches

j. 2 x split timekeepers

3. Friendly Galas

a. Book coach for events further than 30 mins away e.g. Corsham, Salisbury, Trowbridge, Melksham, Warminster.

b. Organise the following (officials do not need to be on the county list)

i. Away

1. Officials

a. 1 x Judge (can be under training)

b. 1 x Timekeepers (can be under training)

2. Others

a. 2 x competitor marshals

b. 2 x lane end coaches

c. 2 x split timekeepers

ii. Home – Otters haven’t organised friendly galas thus far

4. Club Gala

a. Organise the following for all 5 gala nights (25m/50m/100m/200m)

i. Officials (all to wear white on Saturday galas)

1. 1 x Referee

2. 1 x Starter

3. 1 x Chief Timekeeper

4. 6 x Timekeepers (4 for events at Lime Kiln)

5. 2 x Turning Judges

6. 2 x Placing Judges

7. 2 x Stroke Judges

ii. Others

1. 1 x Safety Officer

2. 1 x Lifeguard (only needed at Link Centre)

3. 1 x Announcer

4. 6 x Lane End Marshals (4 for events at Lime Kiln)

5. 6 x Stewards (2 for events at Lime Kiln)
b. Organise the following for the 400m galas

i. Officials

1. 6 x timekeepers

5. Officials Training

a. Organise officials training as needed. 

b. For training materials see: http://britishswimming.co.uk/vsite/vcontent/page/custom/0,8510,5157-183011-200229-42507-268804-custom-item,00.html
6. Attend Moonraker League AGM in October on behalf of the club (Marlborough Town Hall)

7. Pewsey Easter Training Course

a. Obtain course dates & details from Pewsey Course organisers

b. Liaise with head coach to obtain list of eligible swimmers from competition squad

c. Send out letter inviting swimmers and helpers in mid January

d. Send final list to Pewsey organisers by 1st March

e. Inform competition squad of those selected

f. Organise directions & sharing of lifts
Swim 21 Coodinator.

Role Purpose:

To co-ordinate the implementation/development of the Swim 21 initiative within the club.               
Responsibilities:

Fundraising Coordinator.

Role Purpose:

The fundraising and sponsorship coordinator provides a central point for the club to lead, and develop opportunities for funding, grants and sponsorship into the club. This may include the preparation and submission of funding bids to organisations, working with other organisations to develop joint bids and ensuring the profile of the club is maintained. The Club Fundraising and Sponsorship Officer should report into the club Chairperson.
Responsibilities:

1. To identify and target sources of funding for the club in association with the club’s development plan

2. To prepare funding bids in partnership with club committee members as appropriate

3. To establish and develop effective working relationships with key local funding providers

4. To develop a sponsorship proposal(s) for the club in association with the club’s strategic plan
5. To promote and publicise any funding and/or sponsorship secured for the club through the club newsletters, website and notice board, in association with the marketing/promotions and press officer
Team Manager
Role Purpose:

To provide                 for the WBASC Committee

Responsibilities:

1. Ensure training sessions are conducted in a safe environment.

2. Hold regular meetings with coaches to cover any issues regarding swimmers, training and competitions.

3. Review competition swimmers for progression.

4. Produce letters for swimmers and ensure registers and member data base is kept up to date.

5. Provide information to parents and swimmers as required.

6. Review open meet proposals and support as required.

7. Provide and maintain the competition handbook.

8. Attend as many sessions as possible.

9. Keep skills and knowledge updated.

10. E-mail the squad to the league secretary no less than 7 days prior to the last gala, this is currently: -
a. Winter league - Rob Hart jandr@talktalk.net   (Mar 09)
b. Summer league -  Diane Lee diane.lee22@ntlworld.com   (Mar 09) 
11. The squad should contain all swimmers in their relevant age groups with their date of births.  The age groups, with age as at the date of the last gala, are: -

a. Winter league -  U13s, U15s, U17s and Open

b. Summer league -  U12s, U14s, U16s and Open
12. During the season new swimmers can be added to the squad, a new list can be e-mailed to the secretary prior to the gala. 
13. For any swimmers that have moved clubs, a copy of the resignation form needs to be e-mailed to the Summer and Winter league secretaries and the secretary of the Wilts Competition, (currently Sarah Ingram).
14. For the winter league there are no restrictions on the number of races a swimmer can race in.  For the summer league, a swimmer can only swim two individual events in their own age group (or 2 individual races plus the individual medley for open swimmers), but can swim any number in above age groups.
15. Full league and results can be found on the Wiltshire swimming website:
a. http://www.wiltshireswimming.org 

Head Coach / 
Role Purpose:

To provide                 for the WBASC Committee

Responsibilities:

1) Provide a swim program which ensures our swimmers are constantly improving in both technique and speed whilst maintaining a high level of enjoyment in the pool. 
2) Target training to ensure swimmers are at their peak for key events such as The Wiltshire’s, Club Championship and leagues.
3) Ensure a swim session plans are available at each training session.

4) Ensure training sessions are conducted in a safe environment.

5) Ensure lane coaches are aware of terminology and techniques for training sessions.

6) Review competition swimmers for progression.

7) Review development swimmers for progression into the competition section.

8) Review open meet proposals and support as required.

9) Provide and maintain the competition handbook.

10) Be an active member of the Club committee.

11) Attend as many sessions as possible.

12) Keep skills and knowledge updated.

Learn to Swim (LTS) Coordinator.

Role Purpose:

To provide                 for the WBASC Committee and work closely with the Gala and Presentation Coordinator Pg 33
Responsibilities:

1. Managing the Waiting List

2. Enrolling New Members

3. Overseeing Teacher Cover

4. Assessing and Moving swimmers

5. Badges & Certificates

6. Liaise with Membership Secretary re all changes for database

7. Ensure Club communications are handed to all members in sessions

8. Assessing swimmers for Club Championships and handing out applications/collect entries

9. Sale of a small amount of stock

10. Liaising with the Treasurer for banking of all monies taken.

1. Managing the Waiting List

a. Receive enquiries re the waiting list, take details and enter onto a spreadsheet which is sorted by Level; Date joined list and age

b. When spaces become available, call parents of the next eligible child for that space

c. Agree a start time/date and mark on register

2. Enrolling New Members

a. Obtain a list of membership numbers from Membership Secretary 

b. Allocate a number for new member (unless another family member is already a member then use the same membership number)

c. Prepare ‘pack’ for new member including amount needed to pay for current month. Pack includes: Welcome Letter; WBASC Membership Form; ASA Membership Form; Medical Form & Standing Order Mandate

d. Go through the ‘pack’ with the new parent once the child(ren) has been settled into their group and I am happy that they are in the correct place (some children need total assessment as no National Plan history to go on).

e. The following week collect the returned paperwork together with any money.

f. Pass completed forms to Membership Secretary and Fees/Standing Order confirmation to Treasurer.

3. Overseeing Teacher Cover

a. Continually update and circulate a list of who teaches where together with contact details for all teachers,

b. Encourage all teachers to find their own cover but keep me and the session co-ordinator informed

c. Prepare to move teachers/groups to provide cover if we are short unexpectedly

d. Cover groups myself in the event of a teacher shortage.

4. Assessing and Moving Swimmers

a. Continually assess all swimmers (or arrange for appropriately qualified teachers to do assessments).

b. Advise children/parents of passes (or reasons why not). 

c. Discuss with teacher if child is ready to move once a badge has been passed.

d. Mark up registers with badge pass (for Membership Secretary)

e. If swimmer moving between sessions (LTS>JD>SD) prepare a letter for child/parents to advise of new training times/dates and any changes to fees.

f. Keep Teacher Sheets (by badge level per group and session) up to date so that each teacher knows who is in their group and what level they are currently working towards

5. Badges & Certificates

a. Keep a stock of all National Plan and Diving Award Badges & Certificates, order online from ASA as and when required, pass invoices to Treasurer for payment

b. Prepare a badge slip for every swimmer when a badge level is passed

c. Hand out slips at next swimming session

d. Collect slips and money for all badges/Certificates required

e. Prepare Certificates and Badges and hand out at next swimming session.

6. Liaise with Membership Secretary for all Database Changes

a. Mark up registers with all badge passes including date

b. Mark up registers with all changes to groups and/or sessions (including teacher changes)

c. Pass registers to Membership Secretary at the end of each month to enable database to be updated (also sometimes done by email)

d. Receive updated Registers and Contact Detail sheets from Membership Secretary each month after changes made, print off and keep in relevant session file.

7. Ensure Club communications are handed to all members in sessions

a. Obtain list of all members for each session from Membership Secretary 

b. Either print (mail merge) or hand write names on communications and place in relevant session files

c. Ensure all handouts reach all parents as soon as possible

8. Assessing swimmers for Club Championships and handing out applications/collect entries

a. Prepare lists for each session with names of all swimmers who will be eligible to compete in the Championships

b. Use lane rope in width sessions to assess eligible swimmers whilst still ensuring the safety of younger swimmers

c. Assess each swimmer as to the legality of their strokes and note on list which events they are eligible to enter

d. Once applications have been marked up for individual swimmer, place in session files

e. Hand out applications as soon as possible

f. Receive entry forms and entry fees

g. Check fees/entries match

h. Pass fees to Treasurer

i. Mark entry forms with the current Badge level of swimmer

j. Pass entry forms to whoever is entering data

9. Sale of a small amount of stock

a. Carry a small stock box and keep replenished as and when necessary (liaise with ‘shop keepers’)

b. Keep a full stock of hats

c. Deal with all sales and keep a record of what has been sold plus monies taken

d. Pass monies to ‘shopkeeper’ together with details of items sold

e. When necessary, order more hats (plain and Club branded) from Club shop

10. Liaising with the Treasurer for banking of all monies taken.

a. Keep a record of all monies taken together with the reason for this

b. Each week (using a spreadsheet), detail monies taken and the reasons for this together with Membership numbers where appropriate

c. Ensure all money/cheques equal the payments detailed on the spreadsheet

d. Pass sheet and money/cheques to Treasurer together with any receipts if appropriate

Life Saving Coordinator.
Role Purpose:

To provide                 for the WBASC Committee

Responsibilities:

The following lists some of the responsibilities of the club lifesaving coordinator. Some activities can be delegated to other members of the lifesaving team but overall responsibility remains that of the coordinator.

1. Responsibilities relating to the running of the lifesaving section of the club

a. Representation of the lifesaving section on the club committee

b. Organization of the lifesaving pool sessions

i. Award schemes used

ii. Teacher allocation/training

iii. Management of session register/waiting list and ensuring club membership secretary is kept up to date with any changes

iv. Award testing and progression of swimmers through the club sessions

v. Notification to swimmers of any changes to their session timings etc

vi. Ensure all equipment is correct stored and pool/room area cleared after final session

vii. Ensure session registers are taken

c. Organization of annual lifesaving championship

d. Organization of any special events, e.g. open-water activities

i. Perform risk assessment prior to any activity

ii. Ensure RLSS/club insurance and “safe from harm” policies are adhered to

e. Any incidents that occur during Lifesaving sessions are logged in according to the facilities being used, i.e. Lime Kiln 1st Aid register

f. Maintenance of the lifesaving pages on the club web site

2. Responsibilities relating to RLSS
a. Club RLSS membership

i. Ensure club membership is up to date

ii. Ensure all activities conducted in such a manner as required by RLSS insurance policy

b. Club representative for RLSS local branch (Avon & N.Wilts)

i. Ensure branch has up to date contact details

ii. Attend (or deputize) any relevant branch meeting

c. RLSS Bronze Medallion and Award of Merit administration

i. Order all required candidate/teaching material via head office

ii. Organise external assessment via local branch area manager

iii. Book assessment and order certificate/medallion from head office

iv. Ensure all required equipment, facilities and casualties are available for the assessment

v. Return completed assessment forms to branch awards officer

d. RLSS Lifesaving 1,2 and 3 Award scheme administration

i. Order/register all Lifesaving 1,2, 3 awards via branch awards officer

ii. Ensure all trainers have up to date teaching material

e. CPR equipment

i. Ensure all equipment is regularly cleaned and replaceable parts change when instructed by manufacturer

ii. Order replacement equipment when necessary

3. Responsibilities relating to ASA

a. Ensure all teachers are CRB checked and registered with ASA

b. Facilitate the ordering of all necessary ASA award material

Website Coordinator
Role Purpose:
To provide up to date information on the Website for the WBASC Committee

Responsibilities:

1. Develop website as directed by the club committee.
2. Update web pages when new information is available. 

3. Revise all links to pages and external sites including ‘Buyat’.
4. Post ‘Buyat’ adverts on club notice board at the Lime Kiln centre and pass all income to treasurer.
5. Upload and store club documents on website for downloading, applying links, amending documents and setting passwords where appropriate.
6. Update and maintain club calendar on website.

7. Print up to date club calendar for committee meeting, for discussion and corrections.

8. Liaise with website provider when necessary.
9. Maintain Website subscription fees, passing receipts to club treasurer.
10. Maintain computer software licences, updating when available and passing receipts to club treasurer.
Newsletter Editor.

Role Purpose:

To provide                 for the WBASC Committee

Responsibilities:

Master Representaive

Parents Representative
Role Purpose:

The role of the Parents Representative for the Wootton Bassett Otters Club, will be to allow parents to put across any comments or enquires they have to the club committee, in order for them to be discussed and actioned upon, where required. 
Responsibilities: 
1. The representative will ensure that access to this, is by way of e mail, suggestion box at Lime Kiln Pool and in person on days they at the poolside, or even by telephone.  The representative will also ensure that the parents are informed of any action made by the committee, by way of e-mail, telephone, newsletter, or in person, depending upon the nature of the information.  If required the representative will look into a possible satisfaction survey for the parents.

2. When on poolside the parent representative will be approachable for parents and help out where and when possible with taking the register, handing out certificates and other tasks asked of them, following a CRB check.

Annexes

Workforce Coordinator
Role Purpose:

A Workforce Coordinator is responsible for overseeing the volunteers within a club. The role of the Workforce Coordinator is not to manage, but to ensure volunteers have a meaningful and enjoyable experience, through recruiting the right volunteers to the right roles, and providing appropriate training, support and recognition to assist them in their role. This role should report to the Club Chairperson.

*workforce refers to volunteers within the club e.g. Helpers, Teachers and

coaches.
Responsibilities:
1. To act as a main point of contact for volunteers within the club.

2. To be responsible for creating and implementing a Workforce Development Plan.

3. To build effective relationships with all club volunteers and the ASA County Workforce Coordinator.

4. To coordinate and help organise training for Teachers and coaches.

a. Liaise with Jane Wilson to organise courses/dates/costs

b. Approach appropriate teachers for inclusion in courses

c. Prepare letters for potential candidates with timings/costs etc and obtain financial contributions from participants and Club

d. Book dryside room for theory for appropriate dates/times

e. Move swimming groups around to accommodate course requirements (L2 only)

f. Do a newsletter for all affected parents advising them of the course

g. Attend all sessions whilst the course is on to ensure appropriate cover is always available and provide additional cover if required.
5. To ensure all volunteer positions within the club have current role descriptions.

6. To be responsible for leading the recruitment, induction, and support of all club volunteers, in association with others.

7. To establish and manage a volunteer recognition programme within the club.
Session Coordinator.
Role Purpose:

A Session Coordinator is responsible for overseeing the volunteers within the session. The role of the Coordinator is not to line manage, but to ensure volunteers have a meaningful and enjoyable experience, through recruiting the right volunteers to the right roles, and providing appropriate training, support and recognition to assist them in their role. This role should report to the Workforce Coordinator.

*workforce refers to volunteers and staff within a club e.g. secretaries and

coaches, committee members, officials and helpers within a club
Responsibilities:
1. Liaise with Membership Secretary for all Database Changes

2. Mark registers at each session.  (Requirement for health and safety) 

3. Mark up registers with all changes to groups and/or sessions (including teacher changes).

4. Pass registers to Membership Secretary at the end of each month to enable database to be updated (also sometimes done by email).

5. Receive updated Registers and Contact Detail sheets from Membership Secretary each month after changes made, print off and keep in relevant session file.

6. Disturbed flyers, newsletters and entry forms to club members on poolside.

7. Collate and pass on entry returns to the appropriate club member.

Teaching
Role Purpose:
To teach or assist in accordance with lesson and teaching plans, to communicate with all colleagues to ensure the successful delivery of the coaching and teaching programme.  To establish and maintain excellent relationships with all club members, and ensure compliance with all Health and Safety legislation.
Responsibilities:
Level 1 - Support Teacher

Assist more qualified teachers/coaches, delivering aspects of teaching/coaching sessions, normally under direct supervision
Level 2 – Teacher

Prepare for, deliver and review teaching/coaching session(s)

Key Responsibilities
11. To provide swimming instruction to club member at various levels of ability.
12. To maintain appropriate records of pupils’ progress achievements of awards in all aspects of swimming instruction, and records in support of the delivery of the National Curriculum for swimming as directed by the ASA.

13. To provide cover for the absenteeism of other instructors as appropriate.

14. To liaise with club memebers in the handling of queries.
15. To assist the Learn to Swim and Development member(s) in facilitating swimming development opportunities for people of all ages and abilities.

16. To support the swimming club in gaining governing body accreditations, eg Swim 21.

17. To provide education and development opportunities for teachers, coaches and volunteers within the club.  This will involve preparation for and presentation of relevant information material.

18. To assist in the development of the sport of swimming within the club.

19. To maintain relevant lifesaving qualifications and knowledge of swimming teaching issues by appropriate processes of training and Continual Professional Development.

20. To attend and participate in teacher training initiatives as appropriate.

21. To assist with the promotion of all areas of the club i.e. Lifesaving, Gala squad and Masters.

22. Assemble/dismantle equipment and prepare areas as required in the provision of lessons.

23.  Respond to and comply with the Emergency Action Plan.  Complete incident, accident and general reports, and assist in investigations as required

24. Operate at all times in accordance with Health and Safety Legislation, Club Safety Policies, Codes of Practices and Safe Working Instructions.

25. Use of Information and Communications technology as required.

Coach

Role Purpose:

To provide coaching to club swimmers. 
Responsibilities:
To deliver prepared lesson plans, and complete appropriate supporting administration tasks.

Level 1 
Support Coach

Level 2
Coach

Club Captains
Role Purpose:

The Club Captains are a link between the administration of the club and the athletes. It can be the role of the team captains to represent the views of the athletes within the club, and contribute to the development of the club through providing advice and guidance from an athlete perspective.
Responsibilities:
1. A good club captain is a person that all athletes can contact and talk to about any comments they may have

2. Attend coaches committee meetings and represent the views of the athletes.
3. Be a positive role model for all members of the club.
4. Communicates with fellow team members, and provide support and advice where needed.
5. Encourages club members to be involved in social and voluntary activities.
6. Welcomes new members to the club.
League and Club Galas

Poolside helpers

1. Collect door entry fees for galas.
2. Sell raffle tickets.

3. Supply refreshments to all officials and club staff.
Marshals
1. Ensure all swimmers are at the correct end for their entered race and reminded of the distance and stroke for that race.
2. Ensure there is a steady flow of swimmers to the required lanes.

3. Ensure swimmers are eligible for competition starts

Recorders (League Galas)

1. Before event.

a. Produce multiply copies of recorder sheets, one copy for all teams and a full set for league secretaries.

b. Produce Judges & Timekeepers slips
c. Lane draw-cards.
d. Gala event.

e. Record times.

f. Places, points

g. Cumulative points

h. Reason for DQs * 
2. End of event

a. Receive team list from clubs.  

b. Receive Referee's report.

c. Pass each team a copy of results & their DQ sheet, if used.
3. Post gala.

a. Send the following to League secretaries ASAP.

b. 2 copies of the results top copies.

c. Judges & Timekeepers slips.

d. Team sheet from each team.

e. Referee's report.

Lane ends

1. Ensure correct swimmers is ready for each race.
2. Remind swimmer of stroke and distance.

3. Reassure young swimmers and where necessary help on change overs and remind on finishing side for backstroke. 
4. Ensure swimmers exit the pool at the appropriate time and exit point.
5. Encourage swimmers in races.
Wilts County ASA League galas
Summer League
1. The League shall consist of as many divisions as required, with a maximum of four teams in each division.  In any division that consists of three teams, a fourth gala may be held with points to accumulate, provided (a) all teams in that division are in agreement, and (b) such agreement including a date for all galas is reached prior to the first gala.  A perpetual Trophy, and a small shield for retention, will be presented to the winners of each division.
2. Clubs may enter any number of teams, each team to organise one round in a pool of its choice and to be responsible for the pool hire and any other charges accrued.  Each team shall pay an annual registration fee (to be decided at the League A.G.M.) to the Hon. Treasurer 1 week before competing.
3. Dates shall be fixed by the League Hon. Secretary for divisions 1-4 and 5+.  Subject to the agreement of the competing clubs dates may be changed provided the league season is completed by the fourth Sunday in September.
4. A swimmer may swim in any number of events, with the exception of two individual events in their own age group and an individual medley.
5. The Age Groups shall be:  - under 12yrs, under 14yrs, under 16yrs, and Open.  The lower age groups being subject to the limits as imposed by ASA law.
6. The total points gained at each gala are to be allocated to the League table.  In the event of any teams being equal on points from four galas, the number of highest positions gained in all galas shall decide the position of those teams.
7. Age as at fourth Sunday in September.

a. Distances shall be :-

i. Under 12yrs - Divs. 1 - 3 Minimum 33.3yds - max.  55yds

ii. Divs. 4 - 8 1 Length

iii. Under 14yrs - Divs. 1 - 8 Min 33.3 yds - Max 55 yds.

iv. Under 16yrs - Divs. 1 - 3 Min 90 yds - Max 110 yds

v. Divs. 4 - 8 Min 33.3 yds - Max 55 Yds

vi. Open Divs. 1 - 8 Min 90 yds - Max 110 yds

8. At the end of the season one team from each division shall normally be promoted and one relegated.
Winter League
1. Clubs may enter more than one team. An annual entry fee, per team, as decided at the League A.G.M., shall be paid to the Hon. Treasurer before competing, but in the event of the cost to the Association being greater than the entry fees, the costs may be shared equally between the competing teams.  
2. All galas will be swum in 25m pools. The Hon. League Secretary to hire sufficient pools to stage one round on each of the fixed dates.
3. A swimmer may swim in any number of events.

4. The age groups will be:- under 13yrs, under 15yrs, under 17yrs, and Open, age as at last day of competition.

5. The competition is open to all clubs affiliated to Wilts County ASA.  There is no restriction on the number of teams.

6. The competition shall be divided into two divisions. The number of teams in each division shall be in multiples of four or six.  If this is not possible the split shall give the closest to multiples of four, the higher division having the one additional gala the lower division to have any remaining teams.

7. The ranking into two divisions shall be based on the League table at the conclusion of the previous year's competition.  After removing any withdrawals, any newly entered teams shall be placed at the bottom of the table.  The listing will be divided as per rule 6.

8. The first round draw is based on the previous year’s positions, the draw to be announced at the June Executive meeting.

9. Teams will swim within the two divisions for the first three rounds. Allocation of teams to galas for rounds two and three shall be based on the first round draw.  This allocation will be advised at the AGM.

10. Times, duly adjusted in accordance with A.S.A. law, will be recorded for every swim in all events. For each event all teams in both divisions shall be listed and placed in ascending order from fastest to slowest.

11. For each event the team placed first on time will be awarded points equal to the number of teams in the League.  This will reduce by one point for each successive place in the event table.  No points will be awarded for a disqualification.  In the event of a tie on time the points will be shared equally between the tying teams.

12. Points will be added together for all events for each team and an overall team placing established for the League.

13. The procedure detailed in Rules 10 to 12 is repeated for rounds one to three, and a cumulative points total for each team established.  After round three this points table is used to rank the order of teams.

14. For the final round the top six teams from the ranking established in rule 13 will swim in the ‘A’ final.  The next group of the remainder will be divided into a ‘B’ final, the next to a ‘C’ final etc.  The number of teams in each of the lower finals will be determined by pool availability and the number of teams in the League. The number shall be decided annually at the League A.G.M.  All finals shall be spearheaded in accordance with ASA procedures.

15. In the event of a tie after three rounds, the selection shall go to the fastest of the tied teams in the cannon in round three.  Failing that, the team with the highest number of firsts, seconds etc. until a difference is established.

16. The winner of the round four ‘A’ final is the overall League winner.  No points will be carried forward to round four from the previous rounds.  The ranking after round four will be decided by the placing of all the teams in their round four galas. The top six in the table will be those in the ‘A’ final, ranked in their finishing order, followed by the ‘B’ finalists etc.  This forms the ranking list from which separation into the following year’s divisions is established (rule 7).

17. Small shields shall be presented to the winners of all finals and certificates awarded to all clubs.. If no time is recorded for a lane, the referee may attempt to make a valid judgement based on an immediate on the spot assessment. Should this not be possible, the following formulae will be applied by the Referee:-

a. 1st. place will be awarded 2nd. place time minus 1 second.

b. Last place will be awarded previous time plus 1 second.

c. Any intermediate place will be the average of the times for the places on either side of the one missed.

18. If the number of County listed timekeepers is less than one per lane, at the referee’s discretion, the gala may be run, but no times, and subsequently no League points, will be allocated to those teams not providing their required number of timekeepers.
November 2007 (Information sourced from www.wiltshireswimming.org).
Club Gala Championships and Presentation Evening
Gala and Presentation Coordinator

Role Purpose:
The coordinator will work closely with the following people: League Secretary Pg 10 and LTS Coordinator Pg 14, the setup of the timing system Pg 32 for the gala.  For the Presentation evening a sub committee will be formed to arrange the tasks detailed below.
Club Galas

Identify all eligible swimmers for events (LTS Coordinator)
Arrange all official personnel (League Secretary).

Ensure timing system is setup and all swimmers are entered (Timing system custodian).

Raffle prizes for main events at the Link Centre.

Presentation Evening.

a. Book hall.

b. Book disco.

c. Book caterers.

d. Contact bar staff.

e. Arrange personnel for the night

i. Fire marshals.
ii. Raffle tickets.
iii. Door entry.

iv. Presentation order helpers.

f. Print and arrange distribution of draw tickets.

g. Raffle prizes

h. Printing and selling of entry tickets.

2. Ensure the following tasks are prepared

a. Medal Coordinator.

b. PowerPoint Presentation.

c. Trophy Steward/Coordinator.

d. Chairpersons speech.

e. LTS Coordinator announcing novice achievements.

f. Captains presentation of Awards.
Timing system.

Responsibilities:
1. Timing system and setup.
2. Club Galas.
1. Timing system.

a. Member of the Gala Sub committee, attending meetings and carrying out required actions.

b. Custodian of the following equipment including maintenance when required:-

i. Timing equipment.

ii. Two computers.

iii. Inkjet printer.

iv. Projector.

v. Laminator

c. Gala entry forms, updating as directed by gala sub committee.

i. Dates

ii. Times

iii. Entry fees for events and spectators.

iv. Events

d. Software for club Galas.

i. Setup gala events.

ii. Input swimmers details in to software.

iii. Input swimmers events and entry times.

iv. Seed events.

v. Produce current club records for clarification.

vi. Produce gala programme ready for mass production.

vii. Produce results for events ready for presentation evening.

viii. Update new club records.

e. Timing equipment for galas.

i. Test and run timing equipment before use.

ii. Setup and run system for gala.

iii. Adjustments and re-seed events as necessary for the session.
iv. Supply results for presentation evening.

2. Club Galas.

a. Before event.

i. Produce Judges & Timekeepers slips
b. Gala event (Electronically) 
i. Record times.

ii. Places, points
iii. Confirm placing results with Judges slips.
iv. Cumulative points

v. Reason for DQs * 

c. End of event.  

i. Receive Referee's report.

ii. Pass each team a copy of results & their DQ sheet, if used.

d. Post gala.

i. Produce result sheets for each Gala.
ii. Retain Judges & Timekeepers slips.
iii. Supply results for:

1. Medal coordinator. 

2. Trophy Stewards.

3. PowerPoint presentation
Presentation evening

Medal Coordinator
Role Purpose: To ensure that for the Annual Club championship all relevant swimmers receive an appropriate award at the Presentation evening and to co-ordinate the presentation of the awards.

Responsibilities

1. Confirm persons responsible for :-

a. Provision of results- galas

b. Provision of Ludorum winners, gala squad and masters gala 

c. Provision of masters awards
d. Provision of Lifesaving awards
e. Provision of miscellaneous awards

f. Trophy co-ordinator

g. Presentation night helpers

h. PowerPoint presentation

i. Presentation night Compere.

2. Select the medals and the Ludorum trophies, ensuring that the awards are of an appropriate quality, cost and can be delivered to a short timescale.

a. Contact suppliers to request samples to ensure quality

b. Seek acceptance from the swimming club committee of any large expenditure or a change of medal format (current requirement is for the medals to identify the swimming stroke).

c. Confirm abilities of the supplier to provide in excess of a 1,000 medals, ribboning, engraving and delivery timescales (2 weeks from point of order).

3. Order the medals and trophies from the supplier

a. There are three order points:- Post 1st main gala, post 2nd main gala, post 200m and 400m events.

b. Confirm with the results provider the timescales for the delivery of the results and requirements

c. Using the medal ordering template and the Gala Results for each order point, determine the number of medals required.

d. Cross check the order for each order point.

e. Calculate the number of spares required and add to order.

f. Annotate the order with the individual engraving requirements.

g. Contact the supplier both verbally and in writing to confirm the order and to resolve any issues. Request delivery at least one week prior to the presentation evening.
4. 3 Determine the presentation agenda

a. Using the previous years format confirm the agenda and any additional presentation items.

b. Review with the chairman and C.

5. Prepare the presentation agenda and order of presentation

a. Using the results summary by swimmer, prepare the swimmers presentation order  (list prepared in excel) by placing each swimmer in order of age, gender and result, where the higher achievers are the last to receive their awards (within age group/squad). 

b. Amend the swimmers presentation order into a format fit for the power point presentation. (For each swimmer the position, stroke, distance, and whether or not they achieved a record is identified on the results summary by swimmer
c. Check the Masters’ results (Masters’ results are amended due to an age factor- this is done by the Results co-ordinator and the Masters co-ordinator).

d. Confirm that the list of trophies is up to date with the Trophy co-ordinator using last years winners list and confirm any new trophies.

e. Identify the winners of each trophy, update the order of presentation and notify the trophy co-ordinator.

f. Confirm any variances regarding the trophy winners with the Trophy co-ordinator and make any amendments.

g. Add the winners of the Ludorum awards, Masters, Lifesaving awards and the miscellaneous awards (confidential) to the presentation order.

6. Communicate the results to interested parties

a. Provide completed full order of presentation list to the Trophy coordinator, the Power point presentation co-ordinator, the Chairman and the Compere.  (Note comments are also co-ordinated for each swimmer to assist the Compere.  Depending upon the Compere how this is achieved may be different each year, but usually this is co-ordinated by the LTS co-ordinator who arranges comments from the coaches and the LTS teachers).

b. Prepare an abbreviated list of the swimmers for the presentation marshals.

c. Issue agenda to interested parties.

7. Take receipt of the medals and trophies

a. Check all the medals have been received correctly against each order.

8. Prepare the medals and Ludorum trophies for presentation

a. Update medal container (envelope) with the swimmers’ names and sort into the order of the presentation.

b. Arrange engraving for any spare medals utilised

c. Sort the medals for each swimmer and place in the appropriate envelope (This is best done by doing the genders separately and the medals for each swimmer.

d. Sort the certificates and place into order with the medals.

9. Presentation Evening preparation

a. Ensure that all parties have the appropriate presentation order list.
b. Decorate table with table cloths and lay out the Ludorums in order of the presentation.
c. Hold a brief meeting on the presentation night and run through the order of events with the Gala Squad Captains, Chairman and Compere.

PowerPoint Presentation.

Build PowerPoint presentation.

Insert swimmer results onto slides.

Build prize donation slides, inserting company pictures were available.

Update website, with prize slide.

Run PowerPoint on the presentation night.

Trophy Steward/Coordinator
Presentation order helpers
1. Identify all swimmers present and inform coordinator of absentees.

2. Ensure all swimmers are in the correct order for the presentation
Club Merchandise

Role Purpose:

To provide                 for the WBASC Committee

Responsibilities:
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