HELLO TO ALL PARENT VOLUNTEERS! THANK YOU IN ADVANCE FOR YOUR HELP TOWARD LANSDOWNE LIGHTNING HAVING A SUCCESSFUL SWIM SEASON!!

It takes many volunteers at a meet to run a successful, smooth event.  Every job is important, but none requires too much training.  We just need your will to help out!!  These descriptions will give you some idea of what you need to know and familiarize yourself  with all the positions before the season begins. 

The following pages will explain both the Committees and Volunteer Positions that we will need to fill for the season. Please take the time to read through them.  Note that on the website that all roles for the day of the meet need to be filled 1 week prior to that meet.  The website will automatically close out at that time and you will not be able to sign up after that.  

There have been several changes from years past.  Mainly Timers, which we will now have 2 shifts, and the “Clerk of Course” has completely changed to make things run smoother and has many more positions. The 2nd shift in any Volunteer role will roughly be half way through the meet (after the completion of the 2nd event).  

All Volunteers should arrive at the meet 45 minutes before the start time.  It gets a little crazy and we want to be organized and get the meet started ASAP. 

Please review on the website the Volunteer Requirements for each family and the consequence associated if you do not fulfill the requirement.  It is self explanatory and we do not want anyone not to be aware of this. 

LOOKING FORWARD TO A FUN AND SUCCESSFUL SEASON

GO LIGHTNING!!!!
Lansdowne Lightning Swim Team

Committee Positions and Roles

In order to make volunteer duties easier to perform, this year we have established committees to help plan and facilitate key functions of the swim team.  This way, these functions are not left to one or two people, but to a group to implement.  Thus, we spread the work and time commitment.

Anyone who signs up for a committee position fulfills his or her family’s 2010 season volunteer commitment to the swim team.  Once the committees are formed, it is up to them to establish their organizing structure.

There are four committees to choose from:

Concessions (5 positions) – The Concessions Committee’s role is to 

· Plan the menu

· Work with local vendors (i.e., Starbucks, Costco) to obtain discounts

· Purchase food and beverages

· Store inventory during the season

· Pick up and deliver the food and beverages to the pool for home meets only (approximately six events)

· Account for money expended and earned and report that to Angie McLaughlin, the LLST treasurer

· The committee members will oversee the concessions stand on meet days; however, the members do not have to set up, work or break down the concessions stand, since we have established separate volunteer positions to fulfill those roles

Fundraising (5 positions) – The team relies on area businesses for support.  Four sponsors have already committed for this season:  Harris Teeter, the Clippinger/Kreider Team @ Weichert Realtors, College Nannies and Tutors of Loudoun and the Hartmann Group.  The work of this committee normally happens in the spring and is usually completed in advance of the season.  The committee role is to:

· Set goals for fundraising

· Reach out to past and potential sponsors to increase our sponsor base

· Distribute basic sponsorship materials (these materials are already been created)

· Gather checks from sponsoring businesses

· Gather assets to fulfill our commitments to sponsors (i.e., collect logos to put on the Web site, help work with sponsors to create ads for the program)

· Account for money expended and earned and report that to Angie McLaughlin, the LLST treasurer

Social (10 positions) – The social committee’s role is to:

· Plan and conduct all social events for the team.  In the past, this has included pancake breakfasts at practice, LLST tee-shirt tie-dye days, ice-skating, etc.  The only two mandatory events are the annual meeting (held in March), and the end of year party (held in July).

Administrator to Track Volunteer Requirements (1 position) – This person is responsible throughout the season to keep track of families who have volunteered and met the requirements and those who have not.  Those who do not fulfill the requirement will be notified by you to do so via email.  You will collect the Master Volunteer Check in List from each meet to keep track of this. 
Board (9 positions) – The Lansdowne Lightning Swim Team is a 501©3 nonprofit organization.  The Board has all organizational and fiduciary responsibilities for the team.  The board meets about eight times per year.  

Our current Board is aging out and we need families who will be involved with the team for some years to come to lead the team.  It is not hard or time consuming.  It just takes dedication to the swimmers and the neighborhood.
The role of the Board is to:

· Elect officers (Chair, Vice Chair, Treasurer and Secretary)

· Uphold bylaws and amend bylaws as necessary

· Liaison with the Old Dominion Swim League

· Work with team vendors

· Liaison with the HOA board and staff on pool facilities

· Organize off season training (of swimmers and meet officials)

· Help organize and manage swim meets

· Hire and act as liaison with the team General Manager and coaching staff

· Set the budget and track revenue and expenses, including managing the team bank account

· Oversee all committees

· Help raise money

· Purchase spirit wear

· Hold an annual meeting in accordance with the team bylaws

· Oversee the team Web site and swimmer registration

· Communicate with the membership

DESCRIPTIONS FOR VOLUNTEER POSITIONS

2010 SUMMER LEAGUE

VOLUNTEER CHECK IN  (2 People):  You will print out the Volunteer Sign Up Sheet for the Meet. All Volunteers will check in with you at the Volunteer Check in Area (inside the pool area by the doors to Clubhouse).  All Volunteers should check in 45 minutes prior to the start time of the meet. The Volunteers must initial or sign their names next to theirs on the sheet.  Turn in this Master Sheet into the Administrator of Volunteer Requirements. 
ADMINISTRATOR TO TRACK VOLUNTEER REQUIREMENTS (1 Person):

Responsible throughout the season to keep track of families who have volunteered and those who have not and those who do not will be notified to do so. Collect the volunteer check in sheets after each meet to keep the log. This does not require you to be present at meets or too work at the meets.  This is a behind the scenes position.
STARTER/ANNOUNCER (1 Person)  :  Set up starter system, announce the Pledge of Allegiance and play National Anthem, announce each event, start each race, determine false starts, box up starter and return to storage lock up at the end of the meet.
Training required and provided

REFEREE (1 Person):  Sees that the swimming rules are enforced during the meet and ensures all swimmers have uniform and fair competitive conditions.  Final authority for the conduct of competition, signs off on all DQ’s and is the Head Official of the meet.

Training required and provided

STROKE AND TURN JUDGES (2 People):  Observe the swimmer’s strokes and turns.  Disqualify, in a fair and consistent manner, swimmers who violate the league disqualification standards.  

Training required and provided.

HEAD TIMER (1 Person):  The Head Timer coordinates timekeepers prior to the start of the meet, will hand out watches, clipboards, and pencils.  Will ensure that there is 1 Lansdowne timer in lanes 1, 3, 5 (home lanes) and 2 Lansdowne timers in lanes 2, 4, 6, (away lanes).  Will review proper timing procedures with the timers before the start of the meet; conduct a practice timing session to see watches are working.  Will time every heat and take over for any timer whose watch fails to start or malfunctions during a race. The Head Timer will announce timers to clear watches before each heat and when swimmers are in their place, will give the Starter the OK to start the next heat. 

Training required and provided.

TRHW MANAGER PER MEET (Timer/Runner/Heat Winner Mgr.) : (1 Person) This person will be responsible for checking in all Timers (both shifts), Runners, and Heat Winner Ribbon Distributor (both shifts). If there are no shows the day of the meet, you will need to find people “Johnny on the spot” to fill in and record their names on your Volunteer Sheets and the Master Volunteer check in sheets to give them credit. You will give the Heat Winner Ribbon Distributor the Ribbons to give out.  You will need to gather the 2nd shift of people shortly before the end of the 2nd Event to have them ready to quickly switch spots to keep the meet moving along.
TIMERS  (18 TIMERS - 2 SHIFTS OF 9 People each shift) :  Arrive at meet at least 45 minutes prior to start of meet.  Check in with the TRHW Manager (Timer/Runner/Heat Winner Mgr.) and be ready for the Head Timer’s meeting and instructions. Among the 3 Timers in your lane, pick one to be the Head Recorder i.e. to write down all 3 times.  The official time is the middle time of the three, unless two times are identical, in which case that time is the official time.  When two timers are timing per lane, the official time is the average of the two times.  If permitted by Referee, Timers should prevent swimmers 8 and under from hitting their head on the edge of the pool at the end of a backstroke race.

RUNNERS (4 People) :  You can decide amongst yourselves how to best keep the flow going during the meet.  Duties are to pick up Time Sheets after every ?????(1 or 2 or….events..to be determined) from each lane.  Pick up DQ slips from Stroke and Turn Judges, get them to Referee to sign off, then get Time sheets and DQ in order and then get them to the Scorer’s Table in the Clubhouse.

HEAT WINNER RIBBON DISTRIBUTOR (2 People- 2 SHIFTS- 1 person 1ST HALF OF MEET, 1 Person 2ND HALF OF MEET):
You will have Heat Winner Ribbons and will watch races and give out a Ribbon to the Swimmer who wins their Heat/Race. This is done for every Heat in every Event.

SCOREKEEPER (DATA ENTRY PERSON - (1 Person): Be responsible for entering all Times for the meet and DQ’s into the computer and will score the meet. 

TIME RECORDER (ASS’T SCOREKEEPER) (1 Person):  Checks Time Sheets, names, event, heat and DQ’s and calls off to the Scorekeeper to enter into computer. 

ADMINISTRATOR FOR DQ SLIPS AND TIME SHEETS (1 Person PER MEET):

Responsible for collecting and turning into Head Coaches so they can distribute to swimmers and go over what they were DQ’d for. And to make sure a copy gets put into each child’s folder by Monday and Thursday after the meets. (You can recruit people to help that are at practices watching)

***CLERK OF COURSE—NEW FORMAT AND TITLES—***PLEASE READ***
AGE GROUP COOORDINATORS (7 People):  This position is responsible for working with an age group.  2 people for 6 and under; 2 people for 7-8, 1 pp for 9-10, 1 person for 13-14 AND 15-18.  You can decide amongst yourselves the day of the meet which age groups each of you will be in charge of.  Each coordinator will be responsible for keeping their age group together in the TEAM AREA, lining them up and walking them to the staging area. You are required to stay till the end of the meet and/or until all the swimmers in your age group have finished. 

STAGING AREA COORDINATORS (LOUNGE CHAIRS WITH SWIMMERS): 

(2 PEOPLE): 

You will receive swimmers from the Age Group Coordinators and line them up in lounge chairs and keep them moving up the rows until they go to the Race Chairs. 

CLERK OF COURSE (2 People):  You will receive swimmers from lounge chairs and line them up in the race chairs and keep them moving up in chairs till they race. 

RIBBON WRITER MANAGER (1 Person PER MEET):  Will check in Ribbon Writers for the meet and get them to clubhouse when labels begin to print to do Ribbons. Will be responsible that all Ribbons are done for both teams, are put in our file folders of swimmers by Post Meet Ribbon Filer Volunteers at Monday and Thursday morning practices and makes sure other team has all their Ribbons in a timely manner.  Will have access to all Ribbons kept in storage lock up.

RIBBON WRITERS (2 People PER MEET):  Puts label of results of swimmers on Place and Participation Ribbons during the meet.

POST MEET FILERS (4 People PER MEET):  On Monday and Thursday mornings at Practice finish any undone labels and Ribbons and file them into each swimmers folder.
CONCESSIONS SET UP AND BREAK DOWN (3 People TO SET UP/3 People TO BREAK DOWN) :   Arrive early enough (6:15ish)  to help set up everything for the stand. Coordinate with the Committee heads.  Those helping to breakdown and clean up the stand, start towards the end of meet and then finish up… Check with Committee Heads. 

WORKING CONCESSIONS (2 SHIFTS-3 People 1ST HALF OF MEET—3 People  2ND HALF OF MEET):  Check in with the Committee Heads for any instructions and then…well pretty self explanatory.  1st shift approximately start time 7:00---2nd shift approximately start time 9:00.  

POOL SET UP FOR MEETS (3 People PER MEET):   Set up tables, chairs, and backstroke flags and rearrange pool furniture for Team Area, Staging Area and Race Chairs.  This should be done Friday nights before Meets…last resort then at 6:30 AM Saturday.  Wednesday night meets…set up should begin at 4:00ish. 

MEET CLEAN- UP (3 People  PER MEET):  Stay at the end of the meet to take down the backstroke flags, pick-up any trash that the teams missed, put tables and chairs away and return the pool furniture to its proper places.  
