Home Gala Convenor
Responsible to:
The Management Committee (A non-executive committee member responsible for  home galas including Leagues, Club Championships and any other as agreed with committee and coaching staff from time to time).
Aims & Objectives:
· To support the activities and development of the Club’s competition programme
· To ensure home galas run smoothly and within the appropriate Rules.
· To ensure effective liaison with parents, swimmers, Head Coach, Events & Training Secretary and Scottish Swimming where necessary.
Duties & Responsibilities:
· Convene sub-committee, ideally to include the Entries Secretary and Technical Officials Co-ordinator, plus a minimum of 2 others.
· Agree suitable dates with the Committee / coaches for home events  
· Inform the Secretary of the licensing requirements for each event well in advance and / or obtain the appropriate licence from the District Swim Committee

· Book facilities
· Agree funding and a projected budget for each meet with the Club Treasurer

· Purchase appropriate awards as agreed with Sub-committee

· Provide refreshments when required

· Organise PA system

· Ensure the starting mechanism is fully functional

· Set up the club computer appropriately for the event and printer if required

· Agree requirements for STO with the Officials Co-ordinator
· Contact the Referee to confirm dates and times, plus one week before

· Provide Referee, judge and timekeeping pads 
· Print and distribute programmes

· Speak to fundraising co-ordinator about any opportunities
· Bring licence to pool and give to Referee for completion. Thereafter return to District Swim Committee
· Collect all paperwork from the Chief Recorder and store appropriately

· Publish / distribute results

· Review meet with subcommittee and inform Management Committee of any future recommendations

