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One Page Guide to Creating a Timekeeping Roster

STEP 1 — GATHER INFORMATION
¢ Confirm volunteer allocation from hosting club or Swimming WA
¢ Download confirmed GKDSC entrants from Swim Central if available.
¢ Obtain meet timeline from Swim Central if available

STEP 2 — DETERMINE COVERAGE

¢ Use advertised start and finish times

¢ Final slot should be listed as “Until end of meet”

¢ Typical slot length: 30-60 minutes

¢ Assign a family to be on social media for the day. See below

STEP 3 — CREATE SHARED GOOGLE SPREADSHEET
¢ Create a spreadsheet that identifies the lanes and times required to be filled

¢ Create slots for 30 to 60 min depending upon number of entries.
e Share document on Facebook and email to president@GKDSC.com.au to load onto UDIO.

STEP 4 — MONITOR ASSIGNED SLOTS
¢ Keep an eye on the spreadsheet to ensure all spots are being filled.

STEP 5 —RESERVES
¢ Any unassigned families are listed as reserves
¢ Reserves may be called upon if changes occur on the day

STEP 6 — FINALISE AND DISTRIBUTE
¢ Bring a printed copy to the meet

KEY TIPS

e Keep allocations fair and transparent
e Communicate early and clearly
e Expect adjustments on the day

SOCIAL MEDIA
¢ Take photos at the meet.
¢ Record PBs from MeetMobile (best done throughout the day rather than at the end)
¢ Record Placings from MeetMobile (best done throughout the day rather than at the
end)
¢ Post photos and meet information on the GK Families FB page.
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