	ROLE
	COMMENTS

	Volunteer Coordinator (VC)
WITNEY
	The Volunteers Coordinator (VC) should initially set up base at the rear of the pool. 

Equipment including catering, bibs, and ceremonial refreshment tray were in a large clear plastic box.

The VC should have printed off in advance at least four copies of the rota. 

First job is to ensure the admissions room is set up. Two tables are required. One for admissions with two chairs and one for medals with two chairs. The sum up device should be set up in advance of admissions but the float and bands should not be left unattended. Two copies of the rota should be made available to the admissions team. The VC should agree with the promoter entry times and brief the admissions people.

Second job is to set up the seat numbers in marshalling.

The VC then is responsible for making sure all of the volunteers presenting and briefed per the details below.

	Admissions
4 SHIRES & DIDCOT
	The admissions desk should be in place before swimmers enter for the first session. The volunteer coordinator should provide them a list of the volunteers so they can direct the volunteers to the coordinators desk at the start end of the pool. The subsequent session volunteers should relieve the previous session prior to the end of the session so that the desk can be manned even during breaks.
The VC should provide the admissions desk the float and Sumup device. The sumup device can be temperamental and often needs to be turned on and off. It should be connected to a power source at all times.

	Warm-up Marshal(s)
TBC
	Warm up marshalls are required at the Turns end of the pool. Each marshall covers two lanes. Main role is to 
1. Keep Swimmers moving and from stopping at the turns end
2. Ensuring swimmers leave the pool by the side. No getting out over the top
3. Listening for the sprint lane announcement and then ensuring that the lanes designated for sprinting are only single directional and that all swimmers completing a length must leave by the side of the pool. The Volunteer coordinator should agree with the AOE desk/Announcer the lanes which will be designated sprint lanes so they can warn the marshalls

	Welfare
	The welfare role needs to survey the leisure centre paying particular attention to the route swimmers take to get to Marshalling. Swimmers are not permitted to linger on the bridge and we do not want a repeat of a number of years ago where a swimmer was hanging from the bridge as a dare. The volunteer should ensure that the route is dry and that if they observe swimmers who are shoeless or topless, ask them to return to their teams to get the appropriate kit.

	Call Room Marshalls (DBS)
TBC
	The VC should ensure that the marshalling seat numbers are blue tacked to the glass wall prior to marshalling commencing.
Needs to be in place 15 mins before the end of warm up. First job is to organise the marshalling room.
Chairs must be lined up against the mirror/internal wall and table against the external wall. The room has two cupboards for which entry should be prevented by having table put in front of them.
Marshalling is split into 4 roles. 
1/ First call who stands in the main room
2/ Second call who stands at the start of the corridor
3/ Last call who stands by the exit door.
All marshalls ensure that the swimmers are seat in reverse order at each of their stages.
The last call marshall should ensure that the next heat is sent once the poolside final call seating is empty. However, when the event is a 50m event then the last call marshall should initially release two heats and then ensure that there are always two heats waiting on poolside. One in the seats and the other standing by the wall
4/ The Enforcer - The extra marshall is to ensure the other marshalls are supported and that the swimmers maintain discipline at all times. Swimmers are not permitted to touch, use, remove from walls, any of the leisure centres equipment. This includes the weights, skipping ropes, punchbag. The swimmers should not sit on the tables. They have been known to collapse. Swimmers should be encouraged to move away from the catering urn and are not permitted to touch the catering equipment. The swimmers must not skip, play ball, fight, hat slap or bottle toss. A particular favourite is trying to toss the bottles onto the mirror ledges. We do not want to crack the mirrors again. Despite the rules all of the above have occurred, in the event of disorder, then the volunteers should inform the VC who will need to inform the Referee.

On the last session of the weekend the marshalls should remove the seat numbers and return to the VC.

	Final Call room Marshal(s)
TBC
	As norma , needs to be in place 15mins before the end of warm-up. 

Should ensure swimmers are in the correct order and then released once the previous heat has dived in. 

For Finals the swimmers will be played on with music so should not be release until the AOE desk indicates.

Note: To avoid overcrowding, only the competing relay team should be behind the blocks at any one time. Therefore hold back teams until the previous heats swimmer have cleared the pool and the area behind the blocks.

	Bag Marshall
TBC
	Based at the bottom of first and second staircase of the specator gallery to ensure swimmer do not bring big bags poolside, appropriate foot wear is worn and not spectators are given access to the stands unless on the volunteers list. Should be in place 15 mins before warm-up. Remain in place until the end of the session. The VC supports the activity for the final staircase and rear pool entrance.

When checking the VC should also ensure that the vents are clear along the outer pool wall in the bleechers.

During the gala if the VC should walk round poolside to ensure that swimmers have not managed to bring large bags poolside. Any found must be returned to the changing rooms as we do not have sufficient room for them poolside. Bags include swimmers kit bags and food hampers.

	Warm-up Announcer
TBC
	Needs to be in place 15 mins before warm-up. The AOE team will have a script for the announcer to read.

	Gym Door / Route Marshall
TBC
	Needs to be in place 20 mins before the start of competition. Responsible for opening and closing poolside gym door to ensure swimmers have access to the marshall studio. Also to check all swimmers are wearing T-Shirts and Shoes. If swimmers do not have T-shirts and shoes they should be requested to return to pool side. No excuses should be accepted and it is important for health and safety.  Swimmers are only permitted to move around the marshall route in one direction. They are not permitted back through the Gym door should they have forgotten something and must return to poolside the long way round. This is because the Gym members complain and it starts impacting the air con in the gym

	Catering
THAME & ABINGDON
	Catering must be supported at the start and end of sessions. At the start of the first session the caterers must set up tea and coffee and any snacks for the officials. The large bench tables should be dragged into the middle of the studio and set up in five rows surrounded by chairs. Once the officials leave the room for the start of the gala, supported by the call room marshalls the caterers should pack away the tea and coffee etc into the large clear box and store under the table or in the cupboard. At the end of the session the next group of caterers should set up for which ever meal is next. These remain in the role until the officials leave and again with the support of the call room marshalls secure the catering materials in the box again. On the last session of the weekend the box should be returned to the VC

	Poolside refreshments
KIDLINGTON & NEWPORT PAGNELL
	The VC the ceremonial plate is used for refreshments. It should be covered with a napkin as often the sticky sweets tarnish the metal!!!

Water jugs are available from the leisure centre. These are filled at the water fountain and along with the sweets taken around to the officials, team managers and coaches every 20-30 mins. Make sure that the AOE desk, marshall studio and admissions room is included

	Trophies/Medals
BICESTER & BAMBURY
	The VC should ensure that the medals table has been set up in the admission room. The VC should collect the medals from the office along with the ceremonial table cloth to set up the table.

The medal volunteers in early sessions are there to ensure that any unclaimed medals from the previous weekend can be picked up. In the second session they are to support medals for the 200m events and in the last sessions they support finals and relay medals. For individual events GSM medals are given to the first three places with finalist medals given to swimmers finishing 4-8. Volunteers should make sure that the swimmers names are checked off and they check that the correct medals are issued. Each year a number of medals are incorrectly handed out as it is unusual for finalist medals to be given and this can cause larger queues for medals



