EASTERN METROPOLITAN REGION

Relay Officials Tasks Descriptions

All Key Officials/Officials to sign in on arrival before going to their positions. Collect folder, radio and vest (orange for Key Officials, Yellow for Officials)

Arena Manager

	Responsible for:
	Overall running of competition and keeping events on time 

	Reports to:
	Competition Director & Controller of Officials

	Duties:

I. Ensure all Official duties are manned
II. Assist Controller of Officials where required

III. Report any issues of athlete, official and spectator safety

IV. Report any issues which may interrupt the running of the program




Assistant Arena Manager

	Responsible for:
	Completing designated tasks as prescribed by Arena Manager 

	Reports to:
	Arena Manager

	Duties:

I. Assist Arena Manager to complete tasks involving keeping event program on time
II. Locating/moving equipment as required by Arena Manager

III. Monitor arena to ensure safety for athletes, officials and spectators, and report to Arena Manager where necessary




Presentation Controller

Responsible for: presentation of medals to placegetters in each finals race

Reports to: Key Recorder, Communications Area
Duties:

I. Allocation of medals to athletes in winning team

II. Recording distribution and ordering of additional medals. Information passed on to Secretary and Treasurer
III. Assisting Announcer as required

Guidelines:

1. Keep parents out of presentation area at all times

2. Only allow athletes in presentation area when required for presentation

3. Check all documentation prior to calling athletes to presentation area

4. EACH ATHLETE CAN RECEIVE ONLY 1 MEDAL
5. Medals that are not given to athletes can only be given to TEAM MANAGERS.

6. Team Managers must sign to indicate collection of medals for any absent athlete

7. At the completion of competition count remaining medals and record on sheet number remaining
Presentation Assistant

	Responsible to:
	Presentation Officer

	Reports to:
	Presentation Area

	Duties:

I. Assist the Presentation Officer as required.
II. Organise athletes into Age Groups and teams ready for presentation
III. Keep presentation area clear of athletes not receiving medals

Guidelines:

1. Keep parents out of presentation area at all times

2. Only allow athletes in presentation area when required for presentation

3. Check all documentation prior to calling athletes to presentation area

4. EACH ATHLETE CAN RECEIVE ONLY 1 MEDAL
5. Medals that are not given to athletes can only be given to TEAM MANAGERS.

6. Team Managers must sign to indicate collection of medals for any absent athlete

7. At the completion of competition count remaining medals and record on sheet number remaining



Chief Referee
	Responsible For:
	 Ruling on infringements during relay races

	Reports to:
	Chief Recorder & Jury Convenor

	Duties:

I. Make judgements on rule infringements as notified by Chief Box Judge
II. Consult with Jury Convenor to assist with judgements where necessary
III. Report actions resulting from rule infringements to Chief Recorder


Chief Assembly Marshall

	Responsible for:
	Allocating each team and team member to correct position for their respective event

	Reports to:
	Controller of Officials & Competition Director

	Duties:

I. Assist in assembling athletes for each event.

II. Escort athletes to the appropriate point on the Arena and then return to Marshalling.

III. Be aware of events in progress to avoid interfering with same.

IV. Advise relevant Key Official that athletes have arrived.

V. Communicate any non-arrivals/scratchings to the relevant Key Official.


Chief UMPIRE
	Responsible for:
	Ruling on correct changing of baton for relay events

	Reports to:
	Chief Referee, Controller of Officials

	Duties:

I. Acknowledge notification of correct or incorrect baton changeovers at each change box

II. Be aware of the rules relating infringements and other rules specific to relays

III. Observe for infringement of the rules

IV. Notify Chief Referee of any infringement(s)




CHANGE BOX MANAGER

	Responsible for:
	Organising athletes on and off track at designated Changeover Box, adjudicating on correct baton changes

	Reports to:
	Chief Umpire

	Duties:

I. Place athletes on track in correct lane order before the start of each race

II. Allocate Box Judges an area to focus on. 2 Judges are to be positioned to monitor entry area of Box, 2 Judges positioned to adjudicate exit area of Box

III. Convey to Chief Umpire whether all baton changes were performed correctly (white flag) or if a breach occurred (yellow flag)

IV. Collect any markers used by athletes and remove from track

V. Remove cones from track for Medley and 4 x 200m events. See Comp Regs for further detail


Change Box Judge (Laned Changeover)
	Responsible for:
	Correct baton changes by all athletes at a designated Changeover Box

	Reports to:
	Change Box Manager

	Note:
	Allocation of lanes/responsibilities is as follows:

	
	Judge A
	Watch incoming end of change box for lanes 1, 2, 3, 4

	
	Judge B
	Watch incoming end of change box for lanes 5, 6, 7, 8

	
	Judge C
	Watch outgoing end of change box for lanes 1, 2, 3, 4

	
	Judge D
	Watch outgoing end of change box for lanes 5, 6, 7, 8

	
	Judge E
	Watch the acceleration zones and acts as a Relief Change Box Judge

	Duties:

V. Assist in placement of cones on the track (marking the extremities of the change over area) before and after each event

VI. Be aware of the rules relating infringements and other rules specific to relays

VII. Observe for infringement of the rules

VIII. Notify Change Box Manager of any infringement(s)


Change Box Judge (Unlaned Changeover)

	Responsible for:
	 Correct baton changes by all athletes at a designated Changeover Box

	Reports to:
	Change Box Manager

	
	Judge A
	Watch incoming end of change box

	
	Judge B
	Watch incoming end of change box

	
	Judges C, D & E
	Watch for interference & baton dropping

	Duties:
I. Assist in placement/removal of cones on the track (marking the extremities of the change over area) before, during (for 4 x 200) and after each event

II. Be aware of the rules relating infringements and other rules specific to relays

III. Observe for infringement of the rules

IV. Notify  Change Box Manager of any infringement(s)


CHIEF Place Judge

	Responsible for:
	Allocating all athletes correct placing at the completion of each race

	Reports to:
	Designated (Allocated) Finish Area

	Duties:

I. Responsible with other Judges for determining an allocated place within a race.
II. Responsible for allocating each place judge with a designated position (eg 1st, 2nd, 3rd, etc.)
III. Verifies finishing order of athletes and dictates to Place Judge Scribe




CHIEF FINISH MARSHALL

	Responsible for:
	Placing athletes in finishing order, keeping finish area clear

	Reports to:
	Chief Recorder

	Duties:

I. Allocating finish marshalls specific lanes/ athletes to focus on at the completion of each race
II. Arrange athletes in finish order and give a token indicating place to the athlete

III. Provide instruction for athletes to clear the finish area and move to Recording after consulting with Chief Timekeeper and Chief Place Judge


CHIEF START MARSHALL

	Responsible for:
	Placing athletes on the track in correct lane order, moving cones and blocks after the commencement of a race

	Reports to:
	Chief Starter and Box Officials

	Duties:

I. Indicate to athletes the correct lane and starting position prior to the race

II. Calling the lane order over the 2-way and confirm with Box Judges

III. Assist with starting blocks for athletes as necessary

IV. Signal to Starter when all athletes are ready for their race

V. Remove cones and blocks from Lanes 1, 2, 3 and 4 after athletes have cleared the area


CHIEF RECORDER

	Responsible for:
	Official recording of all results

	Reports to:
	Controller of Officials, Arena Manager, Referee

	Duties:

I. Organisation of Recording Area.

II. Ensuring all results are correctly recorded.

III. Displaying results of Heats and Finals

IV. Coordinating protests – timing, calling of Referee and Jury Panel, displaying results of protests


CHIEF ENTRY/RESULT RECORDER

	Responsible for:
	Entry of all results, printing of result sheets, place tickets

	Reports to:
	Chief Recorder, Controller of Officials, Arena Manager

	Duties:

I. Ensuring all teams are entered correctly prior to competition

II. Data entry of all results onto computer system

III. Printing of results of Heats and Finals

IV. Allocating of qualifying teams into lane order for Finals

V. Printing of result tickets

VI. Printing of placegetters for Presentation


SCRIBES – PLACE JUDGE AND TIMING
	Responsible for:
	Recording finishing order and results of each race

	Reports to:
	Chief Recorder

	Duties:

V. Transcribe (correctly) results from Timekeepers or Place Judges paperwork onto Result Sheet.

VI. Provide Results Sheets to Results Runner


Record Result Runner

	Responsible for:
	Communications Controller

	Reports to:
	Communications Area

	Note:
	May also be known as Communication Assistants

	Duties:

I. As directed, deliver event paperwork to specified locations

II. Collect event paperwork from specified locations and deliver same to on a regular basis


CHIEF GATEKEEPER

	Responsible for:
	Collection of monies from spectators

	Reports to:
	Competition Director & Organising Secretary

	Duties:

I. Coordinate entry and payment of spectators at entrance to the arena

II. Provide ‘Pass Out’ stamps for people exiting the arena who wish to return at a later time

III. Count number of programs received, sold and returned


	Note:
	Gate takings not to included with Canteen funds

Program sales not to be included with Canteen funds


Relief Officials

	Responsible for:
	Completing tasks as prescribed by Controller of Officials

	Reports to:
	Controller of Officials

	Note:
	When allocated to a particular position they are then responsible to the person in control of the allocated position until released

	Duties:

I. As needed perform the duties of any General Official position.

II. Unless allocated, keep the Controller of Officials informed of whereabouts at all times.


CHIEF Timekeeper

	Responsible for:
	Accurate recording of results of races

	Reports to:
	Chief Recorder

	Duties:

I. Ensure all timekeepers are allocated a particular athlete to time for each race

II. As required, observe the Starter so as to capture event start, i.e., start the timing device

III. Observe the finish so as to capture the event finish for the allocated athlete, i.e., stop the timing device to record the performance

IV. Be aware of slower athletes that have been lapped in unlaned events

V. If operating a timing device with integral printer (printer watch) that allows the capturing of the performance of all athletes, capture the performance of each athlete as they cross the finish line
VI. Verify result of athletes and dictates to Timekeeping Scribe


Timekeeper Recorder

	Responsible for:
	Accurate recording of results of races

	Reports to:
	Chief Timekeeper

	Duties:

I. Note performances on paperwork as called by Chief Timekeeper

II. Pass performance paperwork to Results Runner as required


