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The Wakefield Chapel Wahoo Swim Team is a non-profit organization run by parent volunteers.  The only paid members of this organization are the coaches.  Everything else is done for the love of our kids and swimming.  We cannot run a swim meet without a full slate of volunteers.  Thank you in advance for being an active participant in your child’s summer swim team! 
 
Each family is expected to work any meet in which their child is swimming unless they are meeting their volunteer requirements in some other capacity.  A list of many of the volunteer jobs, organized by committee, appears below.  Some of the positions are summer long commitments and others are just a few hours.

If you have questions about specific jobs, please contact the following:

Officials:  Bill Sprance  703-426-8166; thesprances@verizon.net

Deck Volunteers:  Jill Rummel  703-941-3711; rummel5@verizon.net

Social Volunteers:  Cindy Houttekier  703-573-9103; thehouts5@gmail.com

Other jobs: Shawn Mansfield 703-507-4756; shawn.e.mansfield@gmail.com
 
Administrative:

Team Representative – Responsible for the overall management of the swim team, including the hiring of coaches, budget planning and setting the calendar of events.  This person makes sure that the Saturday morning meets run smoothly and according to the rules and regulations of the NVSL. He/she works closely with the Developmental Team Representatives, Volunteer Coordinator, Social Volunteer Coordinator, Officials Coordinator, Data Coordinator, Communications Coordinator, Team Treasurer, and Registrar.   Good communication and leadership skills are important.   This job may be filled by one or more persons. 
 
Developmental Meet Team Reps - Responsible for all aspects of the Monday night Developmental Meets, the Developmental Relays and the IM Carnival, including sign-ups, establishment of swim meet schedule and relationships with other reps in Developmental League.  Good communications skills are important.  Works closely with A Meet Reps.  Can be held by one or more persons.

Treasurer – Responsible for all financials of team, including team budget and payroll.  Familiarity with accounting is strongly recommended. 

Officials Coordinator – Responsible for coordinating all Wahoo officials during the swim season and staffing all meets with officials.

Deck Volunteer Coordinator – Responsible for coordinating all deck volunteers during swim meets.

Social Volunteer Coordinator – Responsible for coordinating all social volunteers during the swim season.

Data Coordinator – Responsible for entering and producing all data used by the team during the swim season, including entries into meets, ladders, etc.  

Spirit Wear Coordinator – Responsible for designing new spirit wear, ordering spirit wear and delivering spirit wear to the team.  Also responsible for distribution of team t-shirts and swim caps.

Registrar – Responsible for creating and managing the team’s registration system.  

Directory and Handbook – Responsible for printing the team directory and team handbook.

Lollipop Meet Coordinator – Responsible for coordinating Lollipop Meet, which occurs on last Thursday of swim season.  Coordinates sign-ups of swimmers, volunteers and equipment necessary to operate swim meet.   



Communications:

Communications Coordinator – Responsible for drafting and sending out emails and other communications to the team. 

Officials:
 
Referee/Chief Judge – The chief official for each swim meet. He/she is responsible for the conduct of the meets and is the final authority on the interpretation and enforcement of all swimming rules.  The Chief Judge performs same duties as the Referee on the other side of the pool. Chief Judges are used to speed up the meet in large meets.  Referee/Chief Judge requires you to attend the entire swim meet.  NVSL training and certification is required to be a Referee/Chief Judge.
 
Starter – Responsible for ensuring that all swimmers are given a fair and equitable start. The Starter will instruct the swimmers to “take your mark.” After all swimmers are ready and still, the Starter will start the race using a “Colorado System” consisting of a public address system, a horn, and a strobe light.  NVSL training and certification is required to be a Starter. 
 
Stroke & Turn Judges – Responsible for ensuring that all swimmers obey all the rules for the stroke that they are swimming. If a Stroke & Turn Judge sees a violation of the rules, he/she raises a hand to signify that an infraction has occurred. A Disqualification is recorded on a DQ slip, which the referee reviews, approves and forwards copies to the Table Workers and the Team Rep. Stroke & Turn Judges are not allowed to discuss DQs with parents or swimmers or to cheer for swimmers, but they do have a great view of the meet. Two Stroke & Turn Judges from each team are required for each meet. NVSL training and certification is required to be a Stroke & Turn Judge.  

Relay Take-off Judges – Responsible for ensuring that each swimmer in a relay touches the wall prior to the next swimmer in the relay leaving the deck.  Relay Take-off Judges are used during Saturday morning relays, Divisional Relay Carnival, Developmental Relay Carnival and All-Star Relay Carnival.  Each judge notes on a slip of paper whether each swimmer in his/her lane left before or after the swimmer in the water touched the wall. Relay Take-off Judges do not raise their hands when they observe an early take-off because a disqualification occurs only if both Relay Take-off Judges observed an early takeoff.  A 15 minute training session is required.
 
Deck Volunteers:

Timers – Responsible for determining each swimmer’s official time for each race. Being a timer is a good entry-level position for new parents to help out and get a great view of the meet. If you can start and stop a stopwatch, you can be a timer. A stopwatch will be provided. Timers start their watches on the strobe light from the Colorado system and stop their watches when the swimmer touches the wall. There are three timers per lane and all three times are recorded. The middle time is the official time. Training is not required. 
 
Volunteer Commitment: 
Saturday A Meets – Our team is responsible for nine volunteers to time at each Saturday meet.  Timers time every event and are standing on deck for approximately 2 hours.   
Developmental Meets – Our team is responsible for eighteen timers at each Monday night Developmental Meet.  There are generally two shifts of timers during a Developmental Meet.  First half timers are on deck from 6:00 p.m. to approximately 7:30 p.m. (usually the end of backstroke).  Second half timers are on deck from 7:30 – 9:30 p.m.  Times vary depending on the speed of the meet.

Head Timers – Responsible for the overall operation of the timers.  The Head Timer collects the time cards from the timers, reviews them for accuracy and completeness, and forwards them on to the Table Workers.  The Head Timer also starts two watches on every race just in case a timer misses a start, in which case the Head Timer gives one of his watches to the Timer.  One Head Timer is required at each meet.  NVSL training is required.

Marshal - Responsible for enforcing warm-up procedures and maintaining order in the swimming venue starting prior to warm-ups and continuing through the completion of the meet. Marshals ensure swimmers and spectators are quiet for the start, prevent competitors or spectators from crowding the course and preserve the official’s view at the finish. In larger meets, such as relay carnivals, Parking Lot Marshals are required to ensure that teams park in their assigned areas and that anyone entering the parking lot has an official parking pass. Two Marshals from each team are required for each meet. Training is not required.
 
Volunteer Commitment: 
Saturday A Meets - Marshals need to be on deck by 8:00 a.m. and should expect to be on deck until the meet is over at approximately 11:00 a.m.  
Developmental Meets – There are generally two shifts of Marshals during a Developmental Meet.  First half Marshals are on deck from 5:00 p.m. (for warm ups) to approximately 7:30 p.m.  Second half Marshals are on deck from 7:30 – 9:30 p.m.  Times vary depending on the speed of the meet.
 
Clerk of Course – Responsible for organizing the swimmers at Saturday morning and Monday night meets.  The Clerks of the Course are the “gatekeepers” for all swimmers in our meets. The people who perform this function get the swimmers to the right lanes for the correct race.  This involves checking in all swimmers on the meet sheet.  Swimmers are seated in correct order making sure they know correct lanes and which side of the pool they are starting on.  Clerk of Course walks 8&U swimmers to the other side of the pool for home meets and makes sure swimmers go to the correct lane.  Other responsibilities include keeping the Clerk of Course area under control (e.g., no standing on benches, no wading in the baby pool, remaining quiet for the start, keeping everyone else out of the clerk of course area). Clerk of Course is ultimately in control of the timing of the meet.
 
Volunteer Commitment: 
Saturday A Meet - Clerk of Course must arrive at 8:00 a.m. and be available for the entire swim meet, including relays.  
Developmental Meets - Clerk of Course must be available for the entire swim meet.  This does require standing for several hours.
 
Runners - Runners are needed for home meets only. For Saturday meets and Divisional Relay Carnival, Runners carry time cards from the Head Timer to the Table Workers and DQ slips from the Referee and Chief Judge to the Table Workers.  For Monday night Developmental Meets, Runners carry information from the Clerk of Course to the Announcer and time cards from the Head Timer to the Table Workers. 

Announcer – Responsible for keeping spectators informed of progress through events, calling swimmers to the Clerk of Course and announcing the score when prompted by the Home Team.  NVSL training is required.
 
Volunteer Commitment: The Announcer is on deck (sitting and under an umbrella) for the entire meet.   
 
Time Recorder (A meets) - Head Table Worker - Responsible for having all supplies needed for deck workers.  Arrives early to set up table and have clip boards/supplies ready for the meet.  During the meet the Head Table Worker receives the time cards from the Head Timer, checks the times (making sure that there are no issues with the times), places them in time order and hands them to the Head Table Worker from other team.  Also responsible for clipping meet sheet so results can be written on them and handed to announcer.  At Saturday away meets, this person will receive cards from the other team’s Head Time Recorder and double check the times and place order.  They will then write the places on cards and put them back in lane order.  Cards are then handed to Head Time Recorder.  NVSL training is required. 
 
Volunteer Commitment: One needed at home and away A meets. Volunteer needs to be at the meet by 8:00 a.m. and remains at the meet the entire time.
 
Time Recorder (Developmental meets)—Head Table Worker -  Responsible for setting up and preparing tables for home meets.  When cards are received from Head Timer they are put in place order and marked with places (exhibition being put at the end).  Then cards are separated by teams and given to the data entry person. NVSL training is required.  
 
Volunteer Commitment: One volunteer needed at home and away meet.  Volunteer needs to be at the meet by 5:00 p.m. and remains at the meet the entire time.  
 
Head Scorer (home meets) - Receives cards from Time Recorders (at this point cards are in place order).  Head Scorer records times on the Official Meet Sheet.  Makes sure that scratches are recorded correctly on all meet sheets.  Must be available for the duration of the swim meet.
 
Verifier – Verifies times during swim meet.   Must be available for the duration of the swim meet.
 
Ribbon Organizer - Data Entry person prints out the stickers for ribbons.  Ribbon Organizer puts the sticker on the appropriate ribbon and then files the ribbon in alphabetical order in provided accordion holder.
 


Ribbon Inventory -  Responsible for ordering ribbons and maintaining inventory during the season.  At the end of the swim season, inventory how many of each type of ribbon we have left.  Store the leftover ribbons in the swim team shed.  In the spring, figure out how many ribbons will be needed for the upcoming season, ask the treasurer to cut a check for the amount needed, and then order the swim ribbons for the upcoming season.
 
Personal Best Ribbons -  On Tuesday or Wednesday mornings during swim season, this person organizes the personal best ribbons for our team.  Responsibilities include affixing labels to the ribbons and then distributing the ribbons to the swimmers through the mail folders.  

Wahoo Watcher – Responsible for watching our team area during Monday night Developmental Meets to ensure quiet at the start and behavior of the swimmers in the team area.  Mostly needed during freestyle and backstroke.  

Snack Bar:

Morning Snack Bar Coordinators (A Meets) – Responsible for purchasing items to be sold in Saturday morning snack bar and for organizing snack bar for sales, including set up of cash boxes.  Person is responsible for set-up and operation of snack bar during Saturday morning meet.  This position can be filled by more than one person.
 
Evening Meets Snack Bar Coordinator (B Meets and Relays) – Responsible for purchasing items to be sold in Monday evening snack bar and for organizing snack bar for sales.  Person is responsible for set-up and operation of snack bar during Monday or Wednesday evening meet.  This position can be filled by more than one person.

Cashier – Responsible for accepting payment and making change for purchases at the Snack Bar during meets.

Grillers – Responsible for grilling items to be sold at Snack Bar during meets.

Pick-Up – Responsible for picking up items, such as breakfast burritos, as directed by snack bar coordinators.
 
Social Volunteers:

Pasta Dinner Coordinator  - Responsible for planning the Pasta Dinner, traditionally held the Friday evening before the first Saturday morning meet. This position involves posting sign-up sheets; one for volunteers to help and the other to assign what people are to bring (including date, time etc.).  Must shop for decorations, drinks and paper supplies.  Be on hand early to coordinate and set-up, and stay for clean-up after event.
 
Picnic Coordinator – Responsible for organizing the Team Picnic, traditionally held on a Saturday after a home Saturday meet during the season.  The Picnic Coordinator organizes a group of approximately 10-12 volunteers to put on the event.  Pre-event duties include shopping for decorations, food, and paper supplies. Day of duties include set up, grilling of food, stocking of paper products, and clean up. The day of requires about 6 hours of time.  Set up begins about 10 am during Saturday home swim meet and clean up can go until 3-4 pm.  

Banquet Coordinator – Responsible for coordinating the end of season swim team banquet.  Responsible for coordinating decorations, catered food, drinks, DJ, and awards ceremony.  This job can be shared with others.  

13 & Up Activities Director – Responsible for coordinating activities for swimmers ages 13 & Up, such as progressive dinner.
 
Ice Cream Social Coordinator/Pancake Breakfast Coordinator - At the beginning of the swim season, before school lets out, the swim team holds two ice cream socials.  The coordinators purchase ice cream, bowls, napkins and spoons.  Swimmers are required to bring toppings.  Coordinator sends out reminders for toppings and coordinates helpers.   After school gets out, the swim team holds pancake breakfasts after each morning practice.  The coordinators purchase all required inventory, make the pancakes and obtain helpers to assist.
 
Spirit Volunteers:

Pep Rally Coordinator – Responsible for planning out pep rallies during the swim season to coordinate with the swim season’s theme.  Responsible for ordering all supplies needed and coordinating pep rallies as they occur.  Must be available Friday nights for pep rallies.

Records Board Keeper – Responsible for maintenance of our Wahoo Records Board at the pool.  At start of season double check all NVSL records from website, and our team records.   Update board for all NVSL records and team records, and once a week during the swim season, update board for current fastest times per stoke per age group, for both boys and girls, and print out names and times labels. 
 
Time Drop/Wahoo Weekly Awards – Responsible for calculating largest percentage time drops for the following categories: 6 & U, 8&U, 9-10, 11-12, 13 & 14, and 15-18.  Responsible for coordinating with Head Coach  to determine recipients of awards and of swimmer of the week award.  Responsible for making snack bar coins (award for time drop) ahead of each pep rally.  
 
Purchasing of Coaches Gifts - Collect donations for coaches and team reps gifts.  Plan, purchase and assemble gifts for coaches and team reps to be handed out at Wahoo banquet.

Baby Wahoos – Responsible for preparing and assembling felt fish that are given to each swimmer on their first year on the team.  Job can be shared with others.

Senior Day Coordinator – Responsible for coordinating senior day presentations at final home Saturday swim meet of season.  Includes ordering bouquets of flowers presented at final swim meet and gifts and flowers presented to seniors at swim team banquet.

Awards Coordinator – Responsible for ordering end of season awards and delivering awards to pool for end of season banquet.

Wahoo Movie/Slide Show Producer – Responsible for taking pictures (video and still) and assembling into a movie.  Can be as creative as the volunteer wishes to be. 

Team Photographer – Responsible for taking pictures during meets and uploading photos to photo-sharing web site.  A time-consuming but rewarding job.

Photography Site Coordinator – Responsible for coordinating team photo site.

Star Chart – Responsible for producing list of swimmers on a tarp which is hung at the pool and for marking a star next to each swimmer who received a personal best that week.

Facilities:

Meet Set-Up/Tear Down – Responsible for setting up pool for Saturday and/or Monday night meets.  Position requires moving of furniture and some heavy lifting.

Social Event Set-Up/Tear Down – Responsible for setting up for social events, such as Pasta Dinner, Team Picnic, Team Banquet, and Pep Rallies.  Position requires some heavy lifting.
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