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Role Description: Duty Officer
DRAYCOTT & LONG EATON TABLE TENNIS CLUB
Role:
Open and close the venue on specified nights as per the Duty Officer rota to oversee the safe and appropriate use of the club venue and deal with all matters that come under the responsibility of the club in accordance with club policies.

Status:



Volunteer

Appointed by:



Senior Duty Officer (SDO)

Responsible to:



Club Committee


Reports to:



Centre Manager 

Approximate time commitment:

Dependent on Duty Officer rota and club programme 



6 to 12 times a year x 3 hrs a night Open up time 18:30).

Useful skills and experience:
Awareness of health and safety issues in public buildings. Good knowledge of the club’s activities. Personable, outgoing nature

Key Responsibilities

· Agree to and act on and uphold both the Table Tennis England’s Equity Policy and Safeguarding Guidelines and the club’s Codes of Conduct.
· Open up the club venue on arrival and secure club venue on departure.

· On arrival and departure carry out venue and equipment check in accordance with the Club’s Health and Safety Guidelines

· Ensure that confidential contact and medical information details are readily available in case of emergency.

· Be responsible for the use and safe return of all club equipment e.g. bats and balls.

· Implement accident, incident and evacuation procedures if/when necessary.

· Welcome new players, parents and other visitors.

· Agree to and act on the Club’s Equity and Child Protection policies and Codes of Conduct.

· Ensure that all players are aware if the 20 min knock rule is in place
· Ensure that the club is a safe and secure environment
Task List

· Unlock all gates and doors ready for members – non-members and opposition players to enter safely
· Be aware and manage who is entering and leaving the premises
· Implement the 20 min knock rule when people are waiting to knock on tables (ensure players playing a match are not knocking in place of those that do not have a match)
· Be available at all times on the designated evening.
· Ensure that the new card system is adhered to and all visitors use the computer system to sign in and out
· Collect and account for any fees payable from non-members and secure in admin office

· Supervise the safe setting up and putting away of required equipment – especially Tables 

· Manage any unsocial behaviour. Call police or other emergency services where required 

· Check all areas before leaving the premises to ensure they are tidy and nobody is left in the toilets, showers / building.

· Ensure that the venue is left completely secure – all doors locked including fire exits and padlocks in place and secured 

          Role Description – Duty Officer              Adopted in Club Committee Meeting minutes
[image: image2.png]Q clubmark



[image: image3.jpg]\I[l177
@1\\11/%2

N




     Signed:                                             Club Chairman           Dated:               







Dave Greaves








1st March 2017










