SANDBACH  RUFC    -   DUTY  MANAGER CHECK LIST

The Duty Manager shall co-opt whatever help he/she requires to fulfil the duties below for each 1stXV home match. A minimum of two will be required to cover both car park entrances.

Pre-match preparation – Day before match

· Check with Fixtures Secretary, which matches are to be played and who is refereeing matches. Fixture Secretary: Simon Price will provide this info fixtures@sandbachrufc.co.uk or 07810 558522

· Check on Pitch allocation with House/Grounds Sec: Jon Stubbs social@sandbachrufc.co.uk or 07771570121

· Check with President who is sponsoring the match, whether they are attending and if so, how many.  Check with President if Away team have travelling support (coach?) and organise someone to meet and greet

President:  Neil Bailey president@sandbachrufc.co.uk  

· Make sure list of contact numbers available

· Arrange Programme collection from Rob Mayor 07803200103 if unavailable, Jon Stubbs social@sandbachrufc.co.uk or 07771570121

Pre-match preparation – Match Day arrive at least 2 hours before KO 

· Put out cones in Bradwall Road to stop roadside parking – make this your first job on match day and place two cones in front of gateway onto 1st XV pitch – Ambulance access.

· Ensure cones are placed in front off gate entrance to 1stXV pitch, corner of Club car park, to ensure ambulance access to pitch is always clear.

· Ensure over-spill car park gate (further down Bradwall Road from main Club House) is open

· Ensure club flag flying, kept behind bar

· Ensure flags and post protectors out

· Chalk up changing room allocation – Jon Stubbs will provide this info. and lock all changing rooms that are not in use, keys are available from Connor (Jon’s little helper)

· Collect a cash float, for both gates, from Gemma behind the bar

· Man the main gate, allow players, match officials and officers of the club, otherwise divert to over-spill car park. Sell programmes to all visitors and give club members the option to buy a programme.

· Check ‘meet and greet’ club representative is on hand – usually the President.

· Check referees have arrived, if late contact to ensure they are coming, follow procedure for no-shows

Post- Match

· Collect cones from Bradwell Road (suggest you make this your first job) 

· Remove Club flag and return behind bar for safe keeping

· Allocate job of locking new car park to someone staying late

· Check changing rooms clear, windows closed, kit locked away, lights out and secure

· Return “float” to Bar Manager and pass residual monies to Rob or Vanessa Mayor or Gemma (Bar manager)

