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Volunteer Policy 

The Panther Swim Team relies heavily on volunteers to carry out our various events during the year. 

Without volunteers it would not be possible to host the various exciting and enriching events that 

we do. The Panther Swim Team requires 8 hours volunteer work per child per term up to a 

maximum of 16 hours. It is also possible to choose to pay an hourly fee to not volunteer for partial 

or all of the hours each term. Please accept our thanks in advance for making our swim team events 

a success!  

Announcer 

Announcers set the pace of the meet. Work with the other staff to make any public 
announcements prior to the beginning of the session. We will NOT be announcing each 
swimmers name as they are now displayed on our electronic display board. You will be 
announcing each heat and event, records broken, calling swimmers for upcoming events, 
etc.  

 

Head Timer 

The Head Timer plays a vital role in ensuring that valid times are obtained for each 
competitor.  The Head Timer's duties include: 

Be thoroughly familiar with all of the rules pertaining to obtaining valid times. 

Be familiar with the timing equipment used at the meet [i.e. back-up plungers, types of 
watches used, how to change the batteries, etc.]. 

Ensure that all of the Timers are competent and that all watches are operating 
satisfactorily. 

 

Before the Meet: 

Arrive at least an hour before the meet to check that there are sufficient watches in proper 
working order. Back-up watches and extra batteries are essential. 

Sign out the watches, clipboards, heat sheets and pencils or pens to the Lane Timers 



	
In conjunction with the Referee or Starter, conduct a test of the timing system prior to the 
start of the meet. Timers will be told to reset their watches on a pre-arranged signal [such 
as the Referee's first whistle]. 

Ensure that each lane has the required number of Lane Timers and a Lane Recorder. 

If any of the timers are inexperienced, the Chief Timer may need to give a brief timing clinic 
to ensure that all timers are following the correct timing procedure. 

During the meet: 

Supervise all Timers, checking and replacing watches [or Timers] as necessary throughout 
the meet. 

Check that the winner of each heat has a valid time. Unless there are problems with 
watches in other lanes, the Head Timer will normally take a back-up time for the winner of 
each heat and will normally assign the Assistant Head Timer to take times for the second 
place finisher of each heat. The times obtained are recorded on the swimmer's time card 
with the notation that it is the Chief Timer's time. 

 

Lane Lead 

The Lane Lead is responsible for checking each swimmer’s name against the card or timing 
sheet. For 25 meter events, check the name prior to the swimmer exiting the pool. For 
relays, the team and the order in which the swimmers compete should be checked.  

 

After each heat, the Lane Lead writes down the time from each stopwatch on their sheet. 
There is no need to record the time from the scoreboard display. If a stopwatch does not 
correctly record the time for a race and you were not able to use the backup timer, leave 
the space blank. Do not record the same stopwatch time twice. 



	
 

Lane Timers 

The volunteers behind each lane responsible for getting stop watch times for each race and 
activating the backup buttons for the automatic timing system. There are typically 3 timers 
assigned to each lane. 

 

The Head Timer will assign each timer to a specific lane and designate one timer per lane as 
the Lane Lead.  

 

Medals and Ribbons 

The Medals and Ribbons Volunteers will receive printed labels and lists after each event is 
completed. These labels will be attached to ribbons and medals according the information 
on the labels. Completed ribbons and medals will be sorted into boxes by school for each 
coach to pick up at the conclusion of each day.  

 

Swimmer Gym Monitor / Whiteboard  

You will be responsible for management of the swimmer gym. Help teams find their waiting 
areas, give directions to restrooms, vendors, nurse, pool, etc. You will also need to make 
sure that people use the tables and chairs for dining only and enforce the 30 minute table 
limit. Answer questions as needed. You may be posting event/heat numbers on the white 
board or electronic display.  

 

Concession Gate Monitor 

Volunteer will be at the concession entrance near the food vendors. Will be responsible for 
ensuring food is not brought into the stands. Will be directing people into the gym or other 
areas for food consumption. 



	
 

T-shirt & Gift Bag Distribution 

Volunteers will distribute gift bags and t-shirts to visiting swimmers. Programs will be 
stamped to track distribution of items. You will be located next to the information table.  

 

Lane Marshal 

Lane marshals will stand behind the chairs at the starting blocks. As the swimmers arrive 
for their heats, guide them into the proper lanes and order. Swimmers will not be 
marshaling elsewhere, so they will be arriving on their own and may need help to get in 
order by heat. In the 25 meter races, which begin at the far side of the pool, work with the 
timers to ensure that the swimmer who finishes the race in your lane, is the swimmer who 
is supposed to be in your lane! This is often an issue with our littlest swimmers.  

 

25 Meter Marshal 

25 Meter Marshals will be working with our 25 meter event swimmers (mostly 8 and unders) 
to get lined up properly for their events. Swimmers will be called to the chairs under the 
stairs. You will ensure they are lined up by event and heat, and walk them to the proper 
lanes for their heat. They should be walked only one heat at a time as there is very little 
space in the starting area. During the longer events, you are welcome to watch and enjoy 
the meet, but must remain in the 25 meter marshaling area until all of the 25 Meter events 
are completed.  

 

Heat Winner Ribbon 

You are responsible for standing at the corner of the pool (nearest the started) and 
determining the winner of each heat. As the swimmers exit the pool, you will present a heat 
winner ribbon to the winner. If there is any question about the winner, especially with the 
tiny swimmers, more than one ribbon can be awarded at your discretion.  



	
 

Entrance Host 

Entrance Hosts are responsible to ensure that visiting swimmers and their families know 
where to go for the swim meet (bleachers, gym, etc.). You will be standing at the top of the 
entrance stairs at the black gate. Please stay in this area. You will be directing families to 
the bleachers through the main gate, swimmers and coaches into the gym to put their 
bags, and onto the pool deck for their warm ups. The swimmer and coach pool entrance is 
on the opposite side of the pool, in front of the Swim Shack. You will also be responsible for 
reminding people that there is no food allowed in the bleachers area. You may also be 
answering questions about locations. Please make sure you are familiar with the food 
serving areas, restrooms and lockers, swimmer relaxation areas, nurse station, etc. You will 
be working closely with the volunteers at the Information Table to answer questions. Many 
people will not approach you to ask questions, so if you notice someone looking lost or 
confused, please help them get where they need to go.  

 

Pool Entrance Monitor 

Entrance Monitors are responsible to ensure that only approved people are entering each 
pool gate. You MUST be willing to speak up and give directions to people who seem to be 
ignoring you!   

1. Swimmer Entrance is in front of the Swim Shack. Only swimmers age 9+, coaches, 
officials and some volunteer staff may use this gate. 

2. 8+Under Entrance is under the stairway near the center of the pool. Only 
swimmers 8+under, coaches and volunteer staff may use this gate.  

Parents are allowed in the bleachers, in the gym, behind the half wall, and on the second 
floor terrace for viewing and to take photos. They are also welcome in any of the food 
service or vendor areas. You will need to direct them to these areas. Please check in at the 
information table by 7am to begin your shift. 



	
 

Coach’s Room Host 

You will pick up, deliver, and set up the food and beverages. Please plan to remain in the 
coach's room to make sure the area stays neat, help to clean up any trash, and refill items 
as necessary. At lunch, there will be 4 different food options for the coaches to choose 
from, so you will need to have them sorted and answer any questions they may have. You 
will be instructed what to do with any items remaining at the end of your shift. 

 

School Entrance Host 

Volunteer will be at the front of ISB in the drop off area to direct arriving teams to the NEW 
ISB pool area. You must be willing to speak up, give directions/instructions, show them 
where to park, etc.  

Information Table 

The information table will be most busy at the beginning of each shift as visiting swimmers 
and teams arrive for the meet. You will be working with the Entrance Host to answer 
questions and direct people to the proper places around ISB.  Please make sure you are 
familiar with the food serving areas, restrooms and lockers, swimmer relaxation areas, gift 
table, nurse station, coachs room, etc. In addition, you will be responsible for checking in all 
volunteers as they arrive to work their shifts. You must give each a PST Volunteer tag to 
wear, asking them to return it to the table at the end of their shift. You may be giving them 
supplies as well, depending on their assigned job. Some will arrive not knowing their 
responsibilities. You will have a job description for each job to share with those who need 
assistance. You may also be selling meet programs.  

 

Runner & Meet Results 

The runner is responsible for a variety of tasks that keep the meet moving along smoothly. 
After 2 events are completed (girl/boy), collect the time sheets from each lane and deliver 
to swim office. The swim office will be preparing results sheets that must be posted. About 
once each hour or when you have time available, deliver water/soda from the coolers on 



	
deck to the timers, marshals, and other volunteers. Check in the coaches room and do any 
cleanup that is necessary. Additional duties may be assigned. 

 

Swim Office 

Time Clock: Monitor the start and finish of each race. Save the information on the control 
board. Reset for each heat/event. Troubleshoot issues as they arise. Please check in at the 
information table prior to coming to the swim office for your shift. 

 

Computer: Make any changes to swimmers/events as requested. Receive information from 
Time Clock system and process. This may require some data entry and verification via the 
time sheets. Print results sheets, award labels, etc. Send information to Meet Mobile system. 
Please check in at the information table prior to coming to the swim office for your shift. 

 

On-Call 

You are responsible for being available immediately as an extra resource during the meet. 
This could be to relieve someone else, to replace someone or to fill an extra need as 
determined by the coordinator. Please be at the pool during your entire shift. 


