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Officials Recruiting – Communication Tips and Sample Emails
Updated September 2022

Communication Tips:
· Time your emails strategically. A good rule of thumb is to email a week or so before an upcoming event. Key events include:
· Stroke and Turn 101 (Intro to Officiating) and Stroke and Turn 201 (Technical Rules) clinics.
· Admin  101 clinics.
· Upcoming swim meets where there are opportunities to shadow.
· Send your email to your club’s full membership. You never know who might be interested in officiating!
· Remind parents and guardians that no swimming experience is needed to become an official.
· Send a marketing email explaining why officials are needed and why club members should consider officiating as a stand-alone. That way, it will not get lost in a newsletter with other info so that a parent/guardian might not see it.
· Make it as simple as possible for a parent/guardian to sign up for a clinic, to shadow, and to find more information about officiating with adding links when possible. Don’t send them searching for information elsewhere.
· Keep communication short and sweet! You don’t want to overwhelm people but you want to give enough info to get them interested.
· Only send necessary communications – don’t bombard potential volunteers with emails.
Sample Email to Recruit New Officials – Long Form
This email is designed as a sample email to be sent at the beginning of the swim season. It includes links to sign up for upcoming clinics, a link to a document about the steps to become an official, and information about upcoming swim meets.
Hello Parents and Guardians!

Welcome back to the Fall-Winter Season! While you are all savoring each day of this beautiful weather, it is time to start thinking about our swim meet schedule that is quickly approaching!

Are you looking for ways to volunteer and be a little closer to the action? Become a USA Swimming Official! A great way to get started is to attend (via Zoom meetings) an Officials Clinic to learn what officials do on deck. You can also sign-up for our up-coming home swim meets to shadow one of our fabulous officials and learn the ropes (INCLUDE A LINK OR THE MEET REFEREE’S CONTACT INFORMATION OR HOW TO SIGN UP). HERE is a link where you can learn more about the steps to become an official. No swimming experience is necessary!

Below are a few upcoming clinics starting this Wednesday that you can sign-up to join if you are looking to be a new Official or you are a current Official that needs to refresh your training requirements. Please sign-up and a link will be sent to you for the meeting.
· 9/14/22 - Intro to Stroke & Turn 101 at 7pm - SIGN UP HERE
· 9/27/22 - Starter 101 at 7pm - SIGN UP HERE
· 9/28/22 - Stroke & Turn 201 Technical Rules Review at 7pm - SIGN UP HERE
· 10/10/22 - Admin Official 101 at 7pm - SIGN UP HERE

If you are interested and want more information contact Club Officials’ Coordinator (YOUR NAME) at officialscoordinator@yourteam.com (YOUR EMAIL) or 612-999-SWIM (YOUR CELL PHONE NUMBER). 














Sample Email to Recruit Officials for a Swim Meet
This email is designed as a sample email to recruit officials for a swim meet. It includes the dates of the meet, unique features about the meet, a tentative meet schedule, and a Google form link to sign up.
Hello Fellow Officials!

I hope you are having a wonderful start to your day and enjoying the sunny spring weather. I'm writing today as the meet referee for the meet at the University of Minnesota June 4th and 5th to ask if you'd be willing to come on deck to help officiate this meet. This is a very large meet with sessions with 3 sessions each day Saturday and Sunday, so we'll need a large team of officials to have a successful meet. Shadows are welcome to join - this is a great opportunity to do multiple shadow sessions in one weekend. Also, if there's a particular position you're interested in volunteering in, please let me know and I'll try my best to accommodate. Any help that you'd be able to provide would be greatly appreciated!

If you're available to officiate, please complete this form: 
INCLUDE A LINK TO A SIGN UP FORM

I look forward to seeing you on deck soon!

Sincerely,

YOUR NAME
Meet Referee

Tentative Schedule Below: (INCLUDE OFFICIALS’ MEETING TIMES AND TENTATIVE SESSION TIMES)
Saturday AM (8 and under, 9-10, 11-12 girls)
Officials’ Meeting 9:15 AM, Competition 10:00 AM-1:05 PM
Saturday MID (11-12 boys, 13-14) 
Officials’ Meeting 1:00 PM, Competition 1:45 PM-5:15 PM
Saturday PM (15-16, 17 and over) 
Officials’ Meeting 5:15 PM, Competition 6:00 PM-8:40 PM 
Sunday AM (8 and under, 9-10, 11-12 girls) 
Officials’ Meeting 7:15 AM, Competition 8:00 AM-11:50 AM
Sunday MID (11-12 boys, 13-14)  
Officials’ Meeting 12:15 PM, Competition 1:00 PM-4:20 PM
Sunday PM (15-16, 17 and over)  
Officials’ Meeting 4:30 PM, Competition 5:15 PM-7:35 PM
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