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Duties Performed by Clubs at League Competitions 
 

1. Door 

1.1. The “Door” is best carried out by two people.   Before arriving at the Gala it is advantageous to bring something with 

you to hold the cash bearing in mind security of the money.  A cash float of £50.00 will be provided to start you off.  

Arrive at least 45 minutes before the schedule start time of the gala 

 

1.2. Report to the Gala Organiser who will show you where the entrance table is situated and give you programmes and brief 

you 

 

1.3. If photography is permitted at the venue the Gala Organiser will provide a Photo Registration Sheet that needs to be 

completed by a person prior to taking any photos 

 

1.4. At a time agreed with the Gala Organiser / Leisure Centre clear the spectator area of any spectators.  Allow spectators 

into the Spectator area on payment of the admission charge which is currently:- 

 1.4.1. All Divisions Adults   £4.00 

 1.4.2. All Divisions Concessions  £2.00 

 

1.5. An Adult is a person between 16 and 59 years of age, a Concession is a person 60 years and over, children are free. 

 

1.6. The Admission charge includes a Programme. 

 

1.7. Remain at the entrance table until five minutes after the start of the gala 

 

1.8. Count and note the amount of money and hand it over to the Gala Director ensure that any cash float has been taken out 

before doing this. If a Photo Registration Sheet has been used, this also should be handed to the Gala Organiser. 

 

2. Announcer 

2.1. Arrive at least 45 minutes before the schedule start time of the gala 

 

2.2. Report to the Gala Organiser who will brief you on what to say, when to say it before, during and after the gala 

 

2.3. Test the sound system for audibility 

 

2.4. Liaise with the Referee regarding when to announce between events. Also liaise with the Recorders regarding the 

transfer of the event results plus the interim totals to you during the gala so that they can be announced. 

 

3. Refreshments 

3.1. Prior to the gala purchase in bulk and obtain a receipt 500ml bottles of water from a supermarket / cash and carry etc 

based on the following quantities:- 

 3.1.1. Premier Division 

  League Appointed staff Gala Director, Referee, Starter 

  Club Judges 2 x J1 and 1 x J2  

3 for each club competing 

  Recorder table staff AOE Operator, Results System 

    Operator, Announcer 

  Team Managers 3 per club competing 

  

 3.1.2. An example of the number of bottles required for an 8 lane pool with all lanes filled is 54 

 

 3.1.3. Division 1, Division 2 and Minor Division 

  League Appointed staff  Gala Director, Referee, Starter and two placing Judges 

  Club Judges 1 for each club competing 

  Recorder table staff Recorder, Check Recorder, 

    Announcer 

  Team Managers 3 per club competing 

 

 3.1.4. An example of the number of bottles required for a 6 lane pool with all lanes filled is 32 

 

3.2. On arrival at the gala report to the Gala Director, who will hopefully be able to  suggest a safe and cool place to store 

the bottles. 

 

3.3. Present the water receipt to the Gala Director who will then re-imburse you for  the cost of the water. 

 

3.4. Between 15 and 30 minutes after the start of the gala distribute the bottles to the above list ensuring that any snap off 

covers for bottles are removed and disposed of preferably off poolside before giving the bottle to the above staff 
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4. Recorder 

4.1. If at the venue of a Premier Division, a Division 1, a Division 2, or a Minor Division competition, a computer 

programme is being used to record the results and points then the duties of the Recorder and the Check Recorder may be 

varied from the details given below 

 

4.2. Before arriving at the gala bring with you a ball point pen, pencil, eraser and possibly a calculator if you struggle with 

maths the calculator is used to check that the total number of points during the gala add up to the correct number 

 

4.3. Report to the Gala Director at least thirty minutes before the start of the gala 

 

4.4. The Gala Director will give you a Recording Sheet on which you will record the event points and the cumulative points 

for each team. 

4.5. After each event the Referee will give you an Event Sheet with the finishing order listed on it an example is given 

below:- 

 4.5.1. Premier Division 

  The duties of the Recorder and Check Recorder will be  undertaken by the OAE and Results System Operators. 

 

4.6. Note that the place and event points for each team in a six lane competition equal seven 

 

4.7. Note the following information is recorded on the event sheet 

 4.7.1. Referee has inserted the finishing order 

 4.7.2. Translate the finishing order into place order for each lane 

 4.7.3. Allocate points based on the placing given 

 4.7.4. Carry forward from the previous event the cumulative points for each lane 

 4.7.5. Add the points in line 3 and line 4 to get the new cumulative points 

 

4.8. Copy the event points and the new cumulative points onto the recorders sheet 

 

4.9. Periodically check that the number of points is correct allowing for disqualifications, did not swim and dead heats 

 

5. Check Recorder 

5.1. The Check Recorder works with the Recorder and therefore all duties listed for the Recorder apply 

 5.1.1. Premier Division 

  The duties of the Check Recorder will be undertaken by the AOE and Results System Operators. 

 

5.2. The Check Recorder must not slavishly copy the working of the Recorder but must keep a separate recorders sheet and 

check the workings out to ensure that mistakes, if any, are identified quickly and resolved 

 

5.3. If, at the venue of a Division 1, Division 2 or Minor Division competition, a computer programme is being used to record 

the results and points then the duties of the Recorder and / or the Check Recorder may be varied. 

 

6. Technical Officials 

6.1. Each club is required to provide Judges as follows:- 

 6.1.1. Premier Division 

  Each Club is required to provide at each competition qualified Technical Officials -  two Judges at Level 1 and 

one Judge at Level 2.  The League will appoint its own Referee and Starter.   

 

 6.1.2. Division 1, Division 2 and Minor Division 

  Each Club is required to provide a Judge, preferably qualified at each competition round.  The Judge(s) should 

report to the Gala Director at least 30 minutes prior to the start of the gala who will note that an Official from a 

club has come forward. 

 

6.2. The Judge shall be introduced to the Referee who will be responsible for allocating positions on poolside and briefing the 

Judges. 

 

6.3. It is preferable that the Judges wear whites. 

 

7. Penalties 

7.1. For not carrying out the duty allocated at a competition round, the club will be charged £50:00 

 

7.2. For not providing a Judge(s) as detailed under the heading Technical Officials at a competition round the club will be 

charged £50:00 per Judge. 

 

7.3. Failure of a club to attend a competition round will incur a charge of £250:00. 

 

7.4. The maximum charge to a club in respect of one competition round will be £250:00 
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