Instructions for Check-in Parent
· You work home and away meets, plus Time Trials.
· Need to arrive at home meets by 4:00; away meets by 4:30.
· If you are unable to attend a meet, you are responsible for finding a replacement.
· Set up a small table near the entrance, if possible. At away meets, you may need to just walk around to people and check them in.
· Make laminated nametags at beginning of season. Person’s name and volunteer position. Plan to have these made in advance of Time Trials – Volunteer Coordinator can provide you with the list of assignments and names. Hand these out at meets and make a plan for collecting them at the end. Make two for each person so you have an extra when they are lost.
· Team parent/computer operator will print out a list of swimmers for each meet and give to you – this is what you use to check people in. Meet Ops will give you the list of volunteers for that meet – need to check them in as well and make sure they receive their lanyard (and return it to you.)
· Alert the coaches of any missing swimmers. Alert Meet Ops to any missing volunteers.
· Your job is done once everyone on both lists has been accounted for, and the coaches and/or Meet Ops know of missing people. Make a plan for collecting lanyards at the end of meets.
· [bookmark: _GoBack]Materials needed: nametags (you print), pen, clipboard, swimmer/volunteer lists (will be provided to you) 
· Submit nametag expenses to treasurer to be reimbursed.
· You report to the Volunteer Coordinator. Let them know if you have any questions.

