Glen Cairn Tennis Club

Job Description-Court Steward
Overview of position:  the Court Stewards will be responsible for ensuring that the day to day needs of the club are met as outlined below. The Stewards shall abide by the club rules, court etiquette and purpose/vision statements.  The Stewards are Ambassadors for the tennis club.
Term:  May to October                
Eligibility:  Post-secondary education
Wages:  $15.00.  No overtime rate.

The responsibilities of the Court Stewards are to:
1. Be prompt and on time to start shift. 
2. Be friendly and introduce yourself to members and visitors.
3. Follow the maintenance schedule for each shift.  

4. Be aware of what is happening on the courts at all times.
5. Be knowledgeable of all the rules regarding court behaviour and enforce them in an authoritative and friendly way.  They can be found on our website and are posted in the clubhouse.
6. Keep track of members and non-members playing on the courts.
7. Be aware of the day’s events and upcoming events.  Post all notices as required. 
8. Check and reply to phone/text messages at the beginning of each shift.  When answering the phone, identify the name of the club and the name of the steward speaking.  Maintain a daily voice mail log.  Lock the cell phone away at night in the office filing cabinet.
9. Report all problems promptly to the Steward Supervisor and/or one or more members of the Executive. Phone list available.  Record problems in the communication book.
10. First aid certificates and a police check are mandatory. The Club will reimburse the cost of the police check.
11. Organize/coordinate all drop-in socials, mornings and evenings.
12. Cooperate with Executive and other volunteers to ensure that the club runs smoothly for the benefit of the members.
13. Membership Registration:  Members register and pay online.  
14. Code to the courts will be given by email to members only. When giving court code, steward ensures that the person is a current member.  Steward opens court gate for non-members and guests.
15. The National Tennis School has a contract with Glen Cairn Tennis Club to run all summer camps, private lessons and skills development.  Direct any enquires directly to them. Nationaltennisschool.com
16. Before leaving for the evening, give members a 5 minute warning that clubhouse will be locked shortly.  Lights to courts turn off automatically at approximately 11:10 pm.  Checklist – close and lock all windows, close and lock inside doors, close all blinds, turn off lights, lock clubhouse door and double check it, lock court gate. 
17. Complete daily and weekly duties as outlined in Appendix A.  
18. Stewards are to contact the Steward Supervisor when they are unable to work.

On rainy days: 
A) Should it begin to rain while the steward is on duty, they are expected to continue to work.  The steward is to look at the daily maintenance schedule and complete the assigned tasks.  They will also check the telephone/text messages and respond to them. Should the rain cease the stewards are to use the squeegees to clear the courts and to sweep and clean the courts and patio as needed. If it is still raining and they have deemed that the work is complete, they may check with the Steward Supervisor about leaving.  They will be paid for their entire scheduled shift.
B) If it is raining prior to a shift, it is expected that the steward will proceed with the scheduled shift.  If the steward decides not to report for their shift they must contact the Steward Supervisor to advise them of the situation.  They will not be paid for their scheduled shift.

Appendix A
MAINTENANCE SCHEDULE

All stewards are to ensure that the following tasks are done at the beginning of every shift, or as soon as possible.
CLUBHOUSE – DAILY

1. Bathrooms: clean toilets, sinks, mirrors, door handles and replenish consumables such as toilet paper, soap, paper towels, etc as needed.
2. Porch: sweep and tidy.

3. Main room: sweep and tidy.

4. Kitchen: sweep and tidy including washing dishes. 

5. Camp room: sweep and tidy.

6. Empty bathroom garbage cans into large kitchen garbage can.
7. Empty kitchen garbage cans when full.
8. Check bulletin boards to update events/flyers, remove outdated flyers, etc.
9. Maintain the white board with current events.

10. Water the flowers.
11. Turn the court lights on as required.
CLUBHOUSE – WEEKLY


1. Tuesday – wash main room floor and camp room floor 

2. Wednesday- wash washroom floors, clean out refrigerator, put out garbage and recycling bin (see schedule for blue or black bin)
3. Thursday- pick up recycling bin and wash.  Clean garbage cans.

4. Friday – wash kitchen sink, fridge and floor.

5. Sunday - wash bathroom floors, put garbage in outdoor garbage can
COURTS/OUTDOORS – DAILY

1. Check courts first thing and clean off any leaves, debris, etc.  Use leaf blower.
2. Empty courtside garbage bins.

3. Sweep patio/clubhouse stairs.

4. Go all around outside of courts and pick up any garbage. 
5. Any items that have been left behind such as sunglasses, jackets, rackets etc. must be placed in the designated lost and found location.

COURTS – WEEKLY

1. Weekend mornings (May)-Weed flower beds and area around the patio and courts. This includes along the fence inside the courts. Sweep/use leaf blower to clean practice court.
2. Check nets for holes.   Report any problems to Steward Supervisor.  

APPENDIX B
Shift Schedule:

Monday       
7 am-11 am. 6:30 pm to 9:30 pm
Wednesday
7 am-11 am. 6:30 pm to 9:30 pm

Thursday      
6:30 pm to 9:30 pm
Friday  
7 am-11 am. 6:30 pm to 9:30 pm

Saturday 
7:30 am to 12:15 pm
These shifts will be divided as equally as possible and are subject to change.
