
4.2  Board of Directors 

The board of directors is organized into two levels.  The executive committee, chaired by the president, consists of 

the president, past-president, treasurer, and secretary.  The executive committee acts as a steering committee for the 

board and for the Club in general. 

The second level of the board consists of the directors who plan, organize, and direct the activities of the Club.  The 

work of the Club is done by organizing volunteers into working committees under the guidance of a Club director.  

Board members are ex-officio members of each committee reporting to them.  The committee chairpersons report 

regularly to their respective board members, who in turn report to the board as a whole. 

The Board of Directors meets monthly during the year.  Meetings are open to Club members with the exception of 

in-camera discussions.  It is recommended that anyone wishing to attend the Board Meeting notify the Club 

President. Anyone wishing to present to the Board of Directors, or have an item placed on the agenda, is advised to 

call the Club President in advance. 

The following are brief descriptions of the Board positions.  While the President, Treasurer, and Secretary roles are 

always required, the duties assumed by other board members may vary based on the Club’s needs in a swimming 

season. 

4.2.1  President 

This position directs the overall policies and affairs of the Club, subject to the direction of the board of directors.  

The President represents the Club to the Cities of Waterloo and Kitcheners, the Western Ontario Swimming 

Association and Swim Ontario, the local media and the business community in matters of sponsorship and public 

affairs.  The President may delegate responsibilities to other directors or past-president. 

4.2.2  Past-President 

This position, and ex-officio member of the board and the executive, provides consistency and continuity in the 

board’s consideration of issues and decision making. 

4.2.3  Treasurer 

The treasurer develops, implements, and controls all required budgets, accounting procedures, and financial reports 

in accordance with the law, accepted accounting principles, and management practices. 

4.2.4  Secretary 

This position maintains the seal of the Corporation, the official minute book, and all records, correspondence, and 

documents of the Corporation.  The secretary collects updated policies, and consults with the President and the Head 

Coach to revise and publish the Members’ Handbook as required. 

4.2.5  Director of Swimmer Services 

This position is responsible for providing team supplies, communicating information concerning account purchases, 

and documentation of payable PST and GST to the Office Manager, This director co-ordinates the Swimmer 

Services Committee. 

4.2.6  Director of Membership 

This position ensures that advertising, membership drives, pre-registration, and registration activities maximize the 

retention of existing members and solicit new members.  The director organizes registration for new and returning 

swimmers in September, as well as new TOP swimmers throughout the year. With the Office Manager, the director 

updates the Membership Directory for distribution. 

4.2.7  Director of Club Services 

This director co-ordinates the social activities of the Club and works with a committee to ensure officials at all major 

meets hosted by ROW receive meals and refreshments.  The Club’s major social activities include the Black and 

White Meet and the annual Awards Banquet,  

 

 



4.2.8  Director of Communications 

This director’s role is to publicize the Club’s achievements, raise community awareness, assist in recruiting and 

provide avenues of internal and external communications.  Activities include publication of the Club Newsletter, 

drafting of press releases, seeking publicity opportunities.  The communications director and his/her committee 

works with the ROW web page, Swimplex and WLU bulletin boards. This director also organizes the Group Parents 

or the coaches to get messages to the groups.  

4.2.9  Director of Sponsorship: 

This director plans, organizes and carries out initiatives to directly solicit and sustain sponsorship from local 

businesses and other groups who support amateur sports. 

4.2.10 Director of Fundraising  

This position plans, organizes and carries out initiatives that involve the swimmers and Club membership in 

fundraising activities, including Swim-a-thon.  The director ensures that all activities operate to their maximum 

revenue-generating potential.  The Director also provides a compilation of the fund raising done by each family to 

the ROW office manager.  Responsibilities also include designing, communicating, and directing incentive 

programs and ensuring Swim-a-thon fulfills Swim Ontario’s requirements. This committee works closely with the 

sponsorship committee. 

4.3  Working Committees 

The following is a thumbnail sketch of the Club’s working committees at the present time.  The objectives, 

activities, and level of commitment required are outlined.  Each committee, when formed, chooses a chairperson 

who reports to the appropriated board member on a regular basis.  That board member is an ex-officio member of 

the committee.  The committees created and active in any season will depend on the Club’s activities during that 

season.  At any time, the board may form a committee to deal with specific issues or activities. 

4.3.1  Club Services: Social Events 

Objective:  To plan for and run the annual Awards Picnic in the summer  

Activities:  Determine the location, venue and appropriate activities for the events.  Recruit additional volunteer 

help as required. 

4.3.2  Club Services: Officials’ Refreshments 

Objective:  Provide meals and/or refreshments for officials during swim meets. 

Activities:  Meets of one day require food for breakfast, lunch, snacks, refreshments and sometimes dinner.  

Planning meets of more than one day requires extensive organizing for food. 

4.3.3  Swimmer Services: Supplies 

Objective:  Obtain, advertise, sell and distribute all clothing items, suits and accessories. 

Activities:  With input from coaching staff, select clothing, suit design and colour scheme.  Negotiate for and obtain 

supplies.  Organize sale, ordering, and distribution. 

4.3.4  Product Sales and Service 

Objective:  Plan, organize and carry out various fundraising activities. 

Activities:  Develop a plan for the season concerning events to be undertaken.  Advertise, organize, and run the 

events.  Collect funds and report results to the Board and the membership.  Events may include cheese sales, nut 

sales, dance, raffles, etc. 

 

 

 

 



4.3.5 Sponsorship 

Objective:  To solicit and retain sponsorship. 

Activities:  Develop a plan each season to retain previous seasons’ sponsors and to broaden sponsorship base by 

attracting new sponsors.  Execute plan. 

4.3.6  Membership: Directory 

Objective:  Maintain and publish Members’ Directory. 

Activities:  Collect updated information from coaches and directors, uses registration lists from Club office to 

publish the revised handbook.. 

4.3.7  Meet Management 

Objective:  To organize and run the home meets hosted by ROW through the season.  To organize and conduct 

training sessions as per Swim Ontario (Ontario Officials Committee) guidelines. 

Activities:  Meet sanctioning, staffing, entries, physical set-up, awards, recording and other meet focused functions.  

Secures member volunteer to officiate during swim meets, and provides for adequate officials coverage at all home 

meets. 

 


