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Indian Hills Swim Club

Board of Directors and other managers

Directors will govern all activities of the swim club. The board will be comprised of at least five members each serving a 1year term from February 1 through January 31. At least three members of the Board will be Indian Hills residents. The remaining members can be associate members. The Board will meet on a regular basis, at least annually, and establish fees and regulations concerning the swim club. The duties of the members are as follows (these duties shall be shared if not all positions are filled).  




The Board members (voting) shall consist of these positions:

Chairperson

Secretary

Treasurer

Computer Tech

Social Chair

Concession Chair
Volunteer Manager




The Managers (non-voting) shall consist of these positions:

Meet setup/take down Manager

Fundraising Manager

Equipment Manager

CHAIRPERSON
Oversee all operations of the Swim Club and Board.

Hire coaches and assistant coaches as necessary

Oversee all activities of coaches and assistant coaches

Liaison with parents and guardians of swimmers

Oversee registration and registration materials

Representative to Indian Hills Pool Committee

Representative to Greater Annapolis Swim League (GASL)

Confirm with treasurer and Computer Tech, registration and insurance payments of swimmers with US swimming 

SECRETARY
Keep minutes of Board meetings.

Oversees all printed materials to include but not limited to:  Good luck signs, welcome signs,  


handbook, programs, certificates, board minutes, etc…

Print and post Good Luck signs in front of the neighborhood before meets.

Print and post Welcome signs in clubhouse windows prior to home meet

Print and post Good Job with score signs in front of neighborhood and clubhouse after meets.

Print and post pool directions in clubhouse window prior to first meet.

Update handbook and have printed by registration. 

Collate, add advertising and copy programs for home meets. (usually 100)
Provide receipt for supplies to treasurer for reimbursement. (paper, certificates, name tags etc…)
Send email reminders for meets, directions, etc.
REPORTER

Send results to the Capital 

Please use FIRST and LAST names of players, otherwise only the scores will be published!  Send the top 3 finishers in each event with their times as well as the team scores with a phone number  and contact if we have questions.  Fax it to 410-280-5953 or send it via U.S. Postal Service to: 2000 Capital Drive, Annapolis, MD 21401. 

Or go on line http://www.hometownannapolis.com/cgi-bin/sportsforms.cgi?showform+basketball
Yes, it is the basket ball form but they do not have a swimming form yet.

TREASURER
Maintain budget and files

Provide annual budget to Board at annual meeting for review and approval by Board

Make budget suggestions and/or improvements

Register swimmers and collect/deposit appropriate fees

Coordinate with Computer Tech registration and insurance payments of swimmers with US swimming from hy-tek list.

Pay USA Swimming and confirm with USA swimming registrar

Collect all bills and pay as approved (any bills in excess of the proposed budget amount


or a new expenditure in excess of $100 requires approval by a majority of the Board

prior to purchase   for reimbursement)

Provide, collect and deposit change for concession

Collect concession income after final meet and deposit

Review concessions accounting

Prepare 1099s for coach and assistants if needed and provide to individuals and submit to IRS

Computer Tech

Creates meets in Meet Manager

Enters swimmers entries in Team manager

Runs and/or oversees Meet Manager at home meets

At away meets, helps the home team with score entries

Registers swimmers on-line and email to USA Swimming  CC Treasurer and Chairperson
Coordinate with treasurer registration and insurance payments of swimmers with US swimming from hy-tek list.

Create various Team Manager reports (Results, top times, entries, etc.)
E-mail the program to parents the night before a meet
Post results, top times
Post championship meet entries in clubhouse window beginning after second meet of season
Print ribbon labels

Print stroke goal ribbon labels

Prints event sheets for Equipment Manager to post
Print timer sheets for Equipment Manager to put on club boards
Print meet results for secretary for team records file
Send results to coach 
Print home meet programs each for Secretary (printing) and Fundraising Manager (advertising)
SOCIAL CHAIRPERSON
Discuss social budget with treasurer

Organize end of season awards picnic with coaches

Organize Splash parties

Print and post signs for parties as needed (time and date, potluck sign up)

Manage party and picnic volunteers

Collect party and picnic game supplies

Submit receipts to treasurer for reimbursement

CONCESSION CHAIRPERSON  

Set up committee to run concessions at home meets

Purchase food and drink items for concessions

Provide receipts for reimbursement to Treasurer

Manage concession donations from parents

At home meets, set up and take down concession tables

Manage concession volunteers

Coordinate with Social Chairperson on items needed for year end picnic

Collect concession money each meet and after final home meet give to treasurer for deposit along with accounting of monies spent

Obtain bank for home meets and return to treasurer after last home meet
VOLUNTEER/CHECK-IN  - MEET JOB
Track meet obligations/volunteers, track no shows and over volunteerism
Email volunteers reminders prior to each meet

Hand out stopwatches and name tags with equipment manager

NOT Responsible to fill jobs – just responsible to track who completes their assignment

MEET SET-UP/TAKE DOWN MANAGER

Organize set-up for home meets (benches, tables, ropes, flags, etc.)

Organize-clean up for home meets

FUNDRAISING MANAGER

Set up committee to run additional fundraising if needed (50/50, casino etc…)
Solicit advertising for home meet programs

Manage fundraising volunteers

Provide camera ready ads for meet program and submit to secretary for program

Create brochures to purchase ads (review with chairperson or treasurer)

Submit fundraising money to treasurer with accounting

Equipment Manager  

Procurement/selling of goggles, team caps and t-shirts

Confer with coach for upcoming swim season equipment needs

Collect working clipboards, stopwatches, pen pencils etc… need for timers,

stroke and turns etc… for each meet
Purchase all equipment (kickboards to clipboards) prior to first practice
Keep all supplies (ribbons, clipboards etc.) needed for both home and away meets

Maintain a supply list
Pack supplies for away meets and transfer to Volunteer Manager
Maintain lane lines and ensure repair to lane lines is done seasonally

Maintain lane numbers on pool deck
Maintain orange cones supply for home meets

Maintain spare goggle box for use during practice

Procure backstroke flags.  Mark with lane numbers.
Coordinate with Meet Set/Up Manager for Home Meet set-up needs

TEAM SUIT COORDINATOR

Coordinator with chairperson, choose suit for the team for upcoming swim season.

            (Suit needs to be red and black and similar in style to previous year)

Contact suit vendor and arrange sizing kit and initial suit purchase if possible.

Place all suit orders, collect payment if necessary.

Responsible for orders, delivery and distribution of suits to swimmers.

Arrange for vendor at sign-ups if necessary.

GREATER ANNAPOLIS SWIM LEAGUE (GASL) REPRESENTATIVE

Attend GASL meetings throughout the year as the representative for Indian Hills.  This individual is a voting member of the league.  This person is also the point of contact for other team at swim meets.

