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The National Arena Swimming League - South
NOTES FOR HOST CLUBS - 2019
These notes are intended to be helpful reminders to ensure the smooth running of the gala and should be read in conjunction with the Rules and Promoter’s Conditions of

The National Arena Swimming League – South.
The league secretary is responsible for:

1. The booking of all pools or liaising with clubs booking the pools directly.
2. Arranging for the delivery of the programmes to the hosting club.
3. Invitations to all referees, starters and chief timekeepers. The names of those officials will be advised to the hosting clubs and the referees. All invited officials will be advised of their duties.

4. Informing clubs of their venues for each round, results and league table positions.

The hosting club is responsible for:

1. Providing a small team of helpers to help at the gala with general administration. A “chief steward” should be appointed to co-ordinate this team.  The chief steward is acting as the promoter of the gala on behalf of the league. This team should include:

a) 
One announcer.

b) Two recorders.

c) Two people to sell raffle tickets.  This is if the club chooses to have a raffle.  Remember that the club keeps the raffle money.
d) Two people to charge admission (which includes a programme) at the door.

e) One/two people to organise and distribute poolside drinks for officials.  Please try and be as eco friendly as possible when providing refreshments.  If you do need to use plastic bottles then please have someone to collect them to ensure that they are recycled.  I will ask all officials to bring a refillable bottle, so please have the facility to refill it.
f) Two people (male and female) to patrol corridors and changing rooms before, during and after the gala to ensure good behaviour and safety. (Competitor’s stewards)

g) Two people to act as runners for the officials, if necessary. (Possibly non swimming children) 

2. Before the gala:

a) Chief timekeeper slips may be downloaded from the national website.  www.nationalarenaswimmingleague.org  

b) Poolside refreshments should be purchased.
c) A money float is required for the admission charge (which is £4.00)

d) The chief steward should contact the pool manager a week before the gala to confirm availability of facilities etc.
i) Lane ropes, false start rope and Arena backstroke flags. Arena banners
ii) AOE. Check that the starting kit will be charged. 

iii) Starting blocks.

iv) Poolside accommodation for swimmers.

v) Placing of tables/chairs for entrance, recorders, announcer and starter.

vi) P.A. system.

vii) First aid facilities, refreshment preparation facilities and location of fire exits, with assembly point.

viii) Starting time and finishing time of gala. 2¼ hours for the events.

ix) Warm-up time.

x) Where the copy of the Written Operating Procedures can be seen.

xi) Please provide litter bags for each Club.

e) Spare starting guns and cartridges or other starting signal should be available if required.

3. On the night:

a) The chief steward should ensure that the programmes, float, spare starting signal, downloaded timekeeper slips, recording equipment, refreshments etc. are brought to the gala venue.  
b) Please also ensure that the club bring their Accident Reporting book.

c) The recorders:

i) They must use the latest recording programme.  This can be downloaded from the national website – www.nationalswimmingleague.org.uk
· Go to Gala Rules and Documentation

· Read the Gala Recording Sheet Instructions 2019

· Gala Recording Sheet 2019

ii) All teams will be given to the recorders twenty four hours before the gala starts.  Confidentiality must be maintained. 
Changes made after the deadline shall be made using the official paperwork, and may be made ten minutes before the start of the warm up.  

Any subsequent change during the gala needs to be:

a.  approved by the referee and 

b. notified immediately to the recorder, in writing and using the official paperwork.

c. Any swimmer withdrawn shall only be allowed to swim in subsequent events at the discretion of the referee.  The official paperwork will need to be signed by the referee to show that approval has been give.

iii) Start sheets must be given to the timekeepers who must check that the swimmer on the start sheet is the swimmer swimming.
iv) Full results may then be emailed to the teams and the league.  Remember that data protection means that only the pdf file (which does not contain the dob of the swimmer) may be distributed.
v) The gala point system can be found in the conditions.

vi) In the case of a dead heat, each swimmer shall receive the same number of points for the place they achieve. (i.e. if there is a tie for 1st place, they both receive 6 points).

d) The competitor steward should:

i) Be a member of the host club and be registered with Swim England as a club helper, who has been CRB checked.
ii) Check on behaviour in the changing rooms and corridors, before, during and after the gala. Also challenge unauthorised persons in the changing 
rooms.
e) The chief steward should:

i) Act as liaison officer to co-ordinate safety and organisation.

ii) Organise warm-up lanes and liaise with referee regarding the lane draw.

iii) Please ensure that the venue is left tidy, all litter is placed in the litter bags provided and that the facilities are treated with respect.

4. After the gala:

a) Results should be notified by email to Kathy Hook, hookkathy@gmail.com asap but by 9.00 am on Sunday.
b) If any team does not supply competent officials as in the promoter’s conditions for a licenced event, this should also be notified.
c) The financial statement return should be completed within two weeks.
Thank you very much for all your help.
