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General 
To enable galas to run quickly and smoothly it is essential that host clubs provide personnel to carry 
out the following duties. 

For some galas you will need a minimum of 8 people to carry out these duties. 

If you do not have sufficient personnel within your own club, please ask other clubs to help you. Do not 
wait until the day of the gala and try to muddle through as this affects the smooth running of the gala. 

Please remember that the Promoter’s Representative / Meet Manager is in overall charge of the 
competition, so please cooperate with him or her. 

Arrival time 

You need to arrive at least 30 minutes before the start of the warm-up. 

Summary of personnel required 

Some jobs can be done by the same people. For example, the Door stewards can act as Presentation 
stewards once the spectators are in place. 

 

Job Name / names 

Team Leader  

Recorder  

Recording assistant  

Swimmer entry controller (“bouncer”)  

2 Door stewards  

Chief warm up marshal  

Announcer  

2 or 3 Competitors stewards *  

2 Presentation stewards  

1 Runner  

1 or 2 for Poolside drinks  

1 or 2 for Litter picking  

* Not required for the Junior Interclub Gala competitions (as clubs will marshal their own swimmers) or Masters 
competitions (as swimmers take care of themselves). At the Teams Relay Gala you will need the assistance of 
club staff. 

Team Leader 

In charge of host club volunteers. Liaises with the Promoter to ensure smooth running of the galas. 

Recorder 

Prints out paperwork for the event after seeding the heats. Imports the times from the AOE. Producers 
the results for the event. If your designated person has not previously done the job, please inform the 
Competition Secretary in plenty of time so that an appropriate trainer can be arranged to work with your 
designated person. 

Recording Assistant 

Helps the Recorder to import times from the AOE and produce competition paperwork. 

Swimmer entry controller (“bouncer”) 

Please see the “Pool Handover Protocol” attached. 

Door stewards  

Admission is free. 
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Programmes will be electronic. 

The host club may organise a raffle if it so wishes. No alcohol or glass items or anything that may 
cause a risk may be offered as raffle prizes. The proceeds belong to the host club. 

Announcer 

Please provide an announcer. If your designated person has not previously done the job, please inform 
the Competition Secretary in plenty of time so that an appropriate trainer can be arranged to work with 
your designated person. 

Chief warm up marshal 

Please designate a chief warm up marshal. He or she must be someone who knows what to do, usually 
a coach. 

Competitors’ stewards (2 or 3) 

[Not required for team competitions (as clubs marshal their own swimmers) or Masters competitions 
(as swimmers take care of themselves).] 

Their task is to receive and organise the swimmers ready for their races (in galas with finals this includes 
the finals if your club is allocated the session immediately preceding finals). The stewards will be given 
“Start lists” by the recorders. These list the swimmers names for each race (event and heat). The 
announcer will instruct the swimmers to report to the stewards in plenty of time. The stewards will 
arrange the swimmers in order by race and lane number so that when the swimmers are required to 
take up their positions behind the starting blocks they are in the correct order. 

At Bodmin the swimmers are first checked in on the ramp from the changing rooms by at least one 
steward and arranged by race in lane order from Lane 1 at the front and Lane 6 at the back. The 
swimmers are then sent forward a race at a time to another steward at the shallow end on the spectator 
side. That steward sends the swimmers forward as soon as the previous race has started. 

At Penzance the swimmers are first checked in along the corridor from Reception to the changing 
rooms. They are then sent forward a race at a time to the entrance from the changing rooms to the pool 
and arranged in lane order with Lane 6 at the front and Lane 1 at the back. That steward sends the 
swimmers forward as soon as the previous race has started. 

Presentation stewards (2) 

The task of these stewards is to hand out medals either while the gala is progressing or at the end of 
the competition depending on the arrangements for that particular competition. They should be sat at 
a table with the medals. They will be given results sheets by the recorders. 

Runner (1) 

The task of the runner is to distribute paperwork provided by the recorders. For example results will be 
placed in an appropriate place where they can be seen by swimmers and others and given to the 
Presentation Stewards. 

Poolside drinks (1 or 2) 

The host club is required to provide suitable drinks and plastic cups if necessary. Some officials like 
plain water, others like a fruity drink. 

The personnel should distribute drinks to officials, coaches and guests about every hour of work on 
poolside. 

Litter pickers (1 or 2) 

At the end of the competition, please collect up any litter from the spectator’s area, swimmers poolside 
area and changing rooms. 

 


