Job Descriptions for Volunteers
2007 Zone Championship Meet
Location of Volunteer Check-in Table: The Check-in Table will be located on the deck level where one would normally find hospitality. (In other words, at the end of the corridor that is adjacent to the pool office.) All volunteers must sign in and out at the Volunteer Check-in Table prior to and when they’ve completed their assigned jobs. Volunteers (age 18 and older) will be eligible to enter a raffle when they sign out. The prize is an overnight stay at the Ritz-Carlton in Cleveland.
Volunteer Jobs:
Please look for your assigned job and read the description. Take special note of your arrival time.
Admissions: Please arrive at 6:45 a.m. if you’re working the morning session; 11:00 a.m. if you are working the afternoon session; and 4 p.m. if you are working Finals. Sign-in at the Volunteer Check-in table as soon as you arrive to ensure that your time worked counts. Admissions will be located at the entrances to the spectator areas. You will be responsible for a cash box and stamping the hands of individuals who have paid general admission or attaching a wristband to those who’ve purchased the Package Deal. You will also be responsible for checking people who enter the spectator area to ensure that they’ve paid. 
General admission:
$6/day (Receives stamp on hand for each day)
Meet Program:

$10/day

Daily Sheets:

$4

Finals Heat Sheets:
$1/day

Package Deal 

$25 (includes three-day admission, meet program, daily sheets and 



        final heat sheets); (Please put red & white wristband on 



                    spectators’ wrists.)
Please note: Direct all meet volunteers to the Volunteer Check-in Table. They can receive their free meet programs there. When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.

Awards: Please arrive at 7:15 a.m. if you’re working the morning session; 12:15 p.m. if you’re working the afternoon session; and 4:15 p.m. if you are working Finals. Sign-in at the Volunteer Check-in Table as soon as you arrive. By signing in, you will ensure that your volunteer time will be counted. Volunteers working Awards will receive copies of the results for each event. Please tape the results sheets to the table in either the order of events or you may organize it so that the girls’ results are separate from the boys. There will be medals awarded for 1st – 8th place and ribbons for 9th – 14th place. When a swimmer picks up his/her award, they must initial the sheet next to his/her name. Then, please give them the award. When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.

Back-up Timer: Please arrive at 7:45 a.m. if you’re working the morning session; 12:15 p.m. if you’re working the afternoon session; and 4:15 p.m. if you are working Finals. Sign-in at the Volunteer Check-in Table as soon as you arrive. By signing in, you will ensure that your volunteer time will be counted. After that, back-up timers must report immediately to the Head Timer (on deck near the pool office) to sign-in and receive information on the Timers’ meeting. The purpose of the back-up timer is to relieve timers who need a break. Back-up timers must be present for the timers’ meeting. During the meet, back-up timers must stay in an area designated by the Head Timer. You cannot leave the area without permission from the Head Timer. When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.

Head Timer: Please arrive at 7:30 a.m. if you’re working the morning session; 12:00 p.m. if you’re working the afternoon session; and 4:00 p.m. if you’re working Finals. Sign-in at the Volunteer Check-in Table as soon as you arrive. By signing in, you will ensure that your volunteer time will be counted. 

Nine lanes will be used for prelims and 8 lanes for finals. 20 stopwatches are needed (18 for the lane timers-2 for each lane, 2 for the Head Timer). Upon arrival, retrieve the stopwatches, pencils and clipboards. Two working stopwatches and two sharpened pencils should be attached to each clipboard. 


Ask an official when the timers’ meeting will take place (usually ½ hour before the start of the meet) and who will be conducting the meeting. As timers arrive, sign them in. Ask if they have any preferences regarding particular lanes and fill out the lane assignment sheet accordingly. Give them each a stopwatch. There should be one clipboard for every two timers. Tell each volunteer the time and location of the timers’ meeting. Tell them where to remain until the timers’ meeting. The meet cannot start without them. Please make certain that all the timers attend the meeting.


If we don’t have enough timers, then ask the announcer to say that we can’t start the meet unless we have X more timers. Don’t turn anyone else away if they want to time, even if all the lanes are filled. Sign them up as back-up/release timers.


During the meet, the Head Timer should be visible to all the other timers while the events are running. When you’re finished with your assigned job, you must sign out immediately at the Volunteer Check-in table.

Timer: Please arrive at 7:45 a.m. if you’re working the morning session; 12:15 p.m. if you’re working the afternoon session and 4:15 p.m. if you’re working Finals. When you arrive, please sign-in at the Volunteer Check-in Table as soon as you arrive. By signing in, you will ensure that your volunteer time will be counted. Then, report immediately to the Head Timer on deck (near the pool office) who will assign you to a lane and give you a stopwatch. You and your lane partner will also receive a clipboard.


Ask the Head Timer when and where the timers’ meeting will take place. During the timers’ meeting, you’ll learn to use the stopwatch, if you don’t know. Other rules will be explained. Questions are welcome. After the meeting is over but before the start of the meet, the Head Timer will tell you to remain in a specific area. If you must leave the area for a few minutes, then let the Head Timer know. The meet cannot start without you.
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If you have any problems while timing, please raise your hand and signal to the Head Timer. The Head Timer will come to you. Please do not leave your lane. When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.

Basket Kid: Please arrive at 4:15 p.m. and sign-in at the Volunteer Check-in Table as soon as  you arrive. Basket kids are used during finals each evening. They march on deck in a line and carry baskets that are then placed at the appropriate timer’s chair. The swimmers in each lane put their personal items in the basket for safe-keeping until after they swim. After the race, the swimmers retrieve their personal belongings from the baskets and the Basket Kids will take their baskets back to a designated area. When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.
Clean up: Please arrive by 4:30 p.m. and sign in at the Volunteer Check-in table immediately to ensure that your time worked counts. Clean-up volunteers must stay in the volunteer check-in area until the meet starts. As this is a small job, you may be assigned to other areas, if needed. Clean-up volunteers walk along the deck and the stands and throw away any trash, gather lost towels, and straighten timers’ chairs or anything else that needs it.  They also organize lost n’ found. At the end of the session, please wait until all swimmers have vacated the deck to make sure that you haven’t missed anything. When you’re finished with your assigned job, you must sign out immediately at the Volunteer Check-in table.

Clerk of Course (scratches): Please arrive at 7:45 a.m. if you are working the morning session; 12:15 p.m. if you’re working the afternoon session; and 4:15 p.m. if you are working Finals. Sign-in at the Volunteer Check-in Table as soon as you arrive. By signing in, you will ensure that your volunteer time will be counted. The Clerk of Course is responsible for collecting scratch forms and relay cards from the coaches. (The coaches will come to you.) When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.

Copy: Please arrive at 7:45 a.m. if you’re working the morning session; 12:15 p.m. if you’re working the afternoon session and 4:15 p.m. if you’re working Finals. Sign-in at the Volunteer Check-in Table as soon as you arrive. By signing in, you will ensure that your volunteer time will be counted. You will receive results for each event at the officials’ table and copy them for the runner (downstairs) and the runner (upstairs) to post in the assigned areas. On deck outside the meet office, there is a clip attached to a string that can be used by the copy person on deck to deliver the results to the runner (upstairs). Those who are assigned to copying and work Finals on Friday and Saturday will also be responsible for copying the heat sheets for the following day’s sessions. When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.

DQ Runner:  Please arrive at 7:45 a.m. if you’re working the morning session; 12:15 p.m. if you’re working the afternoon session; and 4:15 p.m. in you’re working Finals. Sign-in at the Volunteer Check-in as soon as you arrive to ensure that your time worked will count. During the meet, remain in an area where you can see the officials during every event. If an official(s) raises his/her/their hand(s), then run to the official(s) who will hand you a DQ










continued . . .

 sheet(s). Bring the DQ sheet(s) as quickly as possible to the officials’ table. When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.

Information Table: Please arrive at 7:45 a.m. if you’re working the morning session; 12:15 if you’re working the afternoon session; and 4:15 p.m. if you’re working Finals. Sign in at the Volunteer Check-in Table as soon as you arrive to be sure that the time you work counts. Please sit at the information table that will be located in the main lobby and answer any questions that spectators have concerning the meet and the city of Cleveland. When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.

Lane Marshals: The LESI chaperones will also be Lane Marshals. Lane marshals are responsible for assigned lanes during warm up sessions to ensure the safety of all swimmers. CSU requests that swimmers not hang on lane lines.

Runners: Please arrive at 7:45 a.m. if you’re working the morning session; 12:15 p.m. if you’re working the afternoon session; and 4:15 p.m. if you’re working Finals. Sign in at the Volunteer Check-in Table as soon as you arrive. By signing in, you will ensure that your volunteer time will be counted. There are two types of runners: Runner/upstairs and 
Runner/downstairs. The Runner/upstairs posts results on a wall in the large lobby outside the spectator area on the 1st floor. Results are posted on the wall outside the gym, which is directly across from the natatorium. The runner/downstairs posts results in two areas on deck: 1) on the wall behind the blocks, and 2) on the windows of the instructional pool. Runners will receive the results from the volunteers who have been assigned to copying. On deck outside the meet office, there is a clip attached to a string that can be used by the copy person on deck to deliver the results to the runner/upstairs. When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.

Security: Please arrive at 6:45 a.m. if you’re working the morning session; 11:00 a.m. if you’re working the afternoon session; and 4:00 p.m. if you’re working Finals. Sign in at the Volunteer Check-in Table as soon as you arrive to ensure that your time worked counts. You will be stationed at the entrance of either the men’s or women’s locker rooms and check credentials. Athletes must show an athlete ID tag in order to enter the locker rooms (or deck). Volunteers will have Zone name tags, while officials and some others will have Zone badges. Do not let anyone enter the locker rooms or deck without the proper identification, including parents. Another security volunteer will roam the spectators’ area and the deck. When you’ve completed your assigned job, you must sign out immediately at the Volunteer Check-in table.

Volunteer Check-in Table: Please arrive at 6:45 a.m. if you’re working the morning session; 11 a.m. if you’re working the afternoon session; and 4 p.m. if you’re working Finals. Mark your own arrival time on the Volunteer Check-in Sheet. (Your name will be under your team’s name, which is listed alphabetically.) You should have the following items on or near the table: the Volunteer Check-in sheet, name tags, t-shirts, key chains, heat sheets, 2 pens/pencils, a clock or watch, a raffle box and raffle tickets. As volunteers arrive, look at the check-in sheet. (Make certain that you have the check-in sheet that pertains to that session.)                                                                                                       continued . . .
Volunteer Check-in Table, continued

1. Ask the volunteer for his/her team’s name.
2. Find the team’s name on the check-in sheet; ask the volunteer for his/her name; and mark the volunteer’s arrival time in the space provided.
3. If you don’t see the volunteer’s name under the team’s name, then write his/her name in the blank provided under the team’s name. Please print legibly.
4. Tell the volunteers that they must sign out as soon as they’ve completed their jobs in order for the time that they worked to count.* (See “About the Raffle” below.)
5. Ask the volunteer to fill out a name tag.

6. Give the volunteer a t-shirt. The size may be noted next to his/her name on the Volunteer Check-in sheet. If not, then ask the volunteer for his/her size. Please note: Some volunteers will work more than one day. On Saturday and Sunday, please ask the volunteer if they have already received a t-shirt. If not, then give a T-shirt to the volunteer and then circle the t-shirt size on the Check-in sheet to show that he/she received it.

7. Give the volunteer a meet program and a keychain. (There is no admission charge for volunteers.)
8. If asked, give the volunteer a heat sheet.

9. Don’t forget to sign out yourself, too, to ensure that your time worked counts! 
* About the Raffle: When a volunteer signs out (age 18 and older only), he/she may print his/her name and telephone number on a raffle ticket and put it in the raffle box.  The volunteer may do this at the end of each session worked (in other words, one ticket per session worked). The prize is an overnight stay at the Ritz-Carlton in Cleveland. There will be information sheets about this on the volunteer table.
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