DONCASTER & DISTRICTS NETBALL ASSOCIATION

COURT SUPERVISOR DUTIES 2006
1. Help open security shutters (except kiosk). Unlock outside ladies and mens toilets.

2. Ask parents to get padding from trolley and put on goal posts.

3. Give out score sheets, which are on desk (after first round, score boards should be left in centre circle).

4. Operation of PA system, times and instructions are on the wall behind PA system.

5. After each round, write scores on day roster, ensuring scores are under the correct teams and double check that the scores written are the final score. Tick off player names on qualifying sheets. Score sheet infringements are in folder and should be noted on form.

6. Collect any new registrations (plus money) and ensure all details are on the form (forms are on clip behind PA system).

7. Any registrations, forms, fees, letters to be placed in Tina’s folder on shelf. Make sure mail is for the Association - if for Club direct them to club Official or ask it be handed in at their training.

8. At 11.00am and 1.00pm collect notes from cash register, note in book and lock in top drawer in kiosk. Kiosk key will be given to committee supervisor prior to or on their duty day. Kiosk Manager will count money at the end of the day.

9. During last round place garbage from office and umpire’s room in rubbish bins outside and replace bin liner.

10. Lock external toilet doors – ensure lights are all off and double check they are securely locked.

11. At end of day ask for all goal padding to be placed on trolley and score sheets and boards be returned to the office. 

12. Help lock all shutters and switch off lights. Check the perimeter of the building and courts that everything has been brought in and all is secure. Refer to checklist on office window as general guide.
DUTY OF CARE – during the day walk around and check:

· Ensure people are not standing between courts during play

· Ensure court sidelines and goal posts are completely clear of people, bottles, bags, etc.

· Attend any injuries and offer assistance

· Supervise Kiosk and ensure only volunteer workers are in this area – ask other to leave

· Answer any questions/queries – if in doubt refer them to appropriate person, club, etc. or write in day book – only Committee person on duty to answer questions though window
MANY THANKS FOR YOUR HELP
