
 
 
 

VOLUNTEERS MANUAL 
 
Welcome Message 
DBSA appreciates your interest in volunteering at a dragon boat regaƩa and hopes it is an enjoyable, 
safe and fulfilling experience. In this document, you will discover what is involved in volunteering at 
a regaƩa, what the volunteers' roles are and what kind of duƟes and responsibiliƟes they have. DBSA 
appreciates your interest in volunteering at a dragon boat regaƩa. 
 
This manual outlines everything you need to know to feel confident, supported, and empowered in 
your role. 
 
Volunteering at regaƩas 
Like many sports, dragon boaƟng heavily relies on the Ɵme and effort provided by volunteers. They 
play a vital role in the funcƟon of regaƩas for our clubs and the wider community. Volunteering at 
regaƩas involves helping us operate a regaƩa through a variety of designated roles.  
 
Whether you end up as an official, boat loader, food runner, etc, all of these tasks are essenƟal to 
the success of an event. Volunteers should be comfortable being around the water and enjoy 
working with the public 
 
 
Your Rights      Your responsibiliƟes 
 Be treated with respect and dignity 
 Work in a safe environment 
 Receive training and supervision 
 Be recognised and appreciated 
 Decline tasks you are uncomfortable with 
 Have your personal informaƟon protected 

 Follow DBSA’s code of conduct, policies 
and procedures 

 Be reliable and punctual 
 Communicate concerns early 
 Represent the organisaƟon posiƟvely 
 Follow safety guidelines 
 Maintain confidenƟality 

 
 
What you can expect from DBSA 
 AppreciaƟon and recogniƟon  
 Advice and supervision 
 Appraisal and feedback 
 Politeness and respect 
 OpportuniƟes for further development  
 A safe and pleasant environment 

ExpectaƟon as a DBSA volunteer 
•  Commitment  
•  Enthusiasm  
•  Desire to learn  
•  DiscreƟon  
•  Polite aƫtude and behaviour  
•  ConstrucƟve volunteer Feedback 

  
  



At DBSA, we are always looking to make things beƩer for our dragon boat community. We welcome 
any construcƟve post-regaƩa feedback from volunteers on their experience and how our regaƩas 
are organised and operated.  
 
Volunteer FAQs 
 
How old do I have to be to volunteer? 
You can start volunteering at the age of 14. 
 
What are the basic requirements to be a DBSA volunteer?  
Most volunteer posiƟons are physically demanding to some degree, whether it be standing, siƫng, 
walking, liŌing or using tools for extended periods of Ɵme. All roles require some level of aƩenƟon 
to detail.  
 
I have a physical/mental disability. Is volunteering sƟll accessible to me?  
We are happy to have all volunteers join us! Please read the volunteer job descripƟons carefully to 
select the job that best fits your skills.  
 
How many shiŌs do I need to do?  
As many or as liƩle as you want. 
 
Can I volunteer in more than one area?  
Yes! We can always use volunteers in different areas.  
 
How long is each volunteer shiŌ?  
Most shiŌs are from 8.00am to 4.00pm, however, we can be flexible.  
 
Am I expected to show up for the shiŌs I volunteer for?  
It takes a lot of people to ensure a fun and successful regaƩa for everyone involved; therefore, we 
expect that you will be present for the shiŌs for which you have nominated.  
If there is an emergency, please contact the Volunteer Coordinator or DBSA AdministraƟon.  
 
I’d like to volunteer with my friends. Can we be scheduled to work together?  
Upon registraƟon, simply ensure that you all register for the same area at the same shiŌ Ɵmes to 
ensure that your group is volunteering as a team.  
 
Can my volunteer Ɵme count for student hours?  
Yes! Your Volunteer Co-ordinator would be happy to sign your student volunteer form at the end of 
each shiŌ.  
 
Will the event conƟnue regardless of weather?  
Please come prepared; a jacket for windy and rainy days, sunscreen and a hat are also recommended  
for all types of weather, as the event and volunteer requirements will conƟnue rain or shine!  
DBSA provides boƩled water and other cold drinks, snacks and nibbles on race days to all officials and 
volunteers. 
We want our volunteers to enjoy the experience and be comfortable throughout the day. 
 
  



Top 10 reasons to volunteer!  
 
1. It’s good for you! Research shows that those who volunteer have lower mortality rates, greater 

funcƟonal ability as they get older and report good health more oŌen. What’s more, the more 
you volunteer, the beƩer the stats become.  

 
2. Get happy. Those who volunteer are less likely to be depressed. So, go for it—put on a happy 

face. 
 
3. Learn something new. Volunteering is a great way to learn a new skill.  
 
4. Belong. No man or woman is an island. There is no beƩer way to meet good people and connect 

with your community.  
 
5. It feels good. Yup—it’s true. It just plain feels good to give back to your community—it’s as good 

as eaƟng ice cream. Why not do both? 
  
6. Be up on yourself. Volunteers consistently report a high feeling of self-worth, achievement and 

higher moƟvaƟon. 
  
7. Move up the ladder. In a recent study, more than 90% of employers feel that volunteering 

enhances job skills, and over 70% said they would hire someone with volunteer experience over 
someone without. 

  
8. Get out of a rut. Need a change of career? Volunteering is a great way to explore and get 

experience in a new field.  
 
9. Spend Ɵme with your family. Volunteering as a family is a great way to spend Ɵme together. Pick 

a family cause or passion and give back to yourselves and the community at the same Ɵme!  
 
10. Enrich your life. Volunteering adds meaning in many ways, through learning new skills, making 

new friendships, and by making our community a beƩer place to live. Show yourself and people 
around you that you care—perhaps you can inspire them too 

 
 
On regaƩa day 
Arrive at the regaƩa/event 
Volunteers, upon arrival, must:  
 Confirm aƩendance with the regaƩa organisers.  
 Sign on at the registraƟon desk at Race Secretariat and collect a volunteer vest  
 AƩend the volunteer briefing and ask any quesƟons you may have.  
 Introduce yourself to the designated Volunteer Coordinator.  
 AƩend to your assigned area and help set up any equipment.  
 Fulfil your assigned role throughout the regaƩa.  
 Assist in packing up, return volunteer vest and sign off.  

 
 
  



Volunteers’ Briefing 
The Race Day Official (Chief) conducts a volunteers’ briefing first thing.  
 
The Race Day Official (Chief):  
• Conducts a roll call to ensure all volunteers are present and know what jobs they are assigned 

for the day.  
•  Introduces key volunteers/officials on the day.  
• Each team will have a briefing on the role for the day. 
 
Volunteer posiƟons descripƟons and responsibiliƟes 
(refer to the Race Day Officials and Volunteers Manual for full descripƟon of roles) 
 

Job Title Job DescripƟon Report to 
Volunteer Coordinator 
and Assistants 

The Volunteer Co-ordinator will manage volunteer 
operaƟons throughout the event. ResponsibiliƟes 
include:  
 
Prior to event  
 Liaise with DBSA regarding volunteers.   
 Contact clubs to confirm their volunteer for each 

regaƩa.   
 Complete the roster for the regaƩa and allocate 

the roles. 
   
On the day  
 Sign-in/out all volunteers as they arrive/leave for 

their shiŌs.                                                             
 Assign volunteers roles for the day.  
 Hand out vests to volunteers on their first shiŌ.  
 Remind volunteers about meal and sign-in/out 

procedures.  
 Give a breakdown of lunch and break schedules 

for the day if relevant. 
 Ensure volunteers aƩend Race Day Official (Chief) 

briefing. 
 Handle lost and found items and organise for 

retrieval from the owner.  
 Answer general inquiries from volunteers, 

parƟcipants, and the general public. 
 Check in with the volunteers through each regaƩa 

and ensure they have food and are hydrated.  
 Report to the Race Day Official (Chief) if there are any 

issues. 

Race Day 
Official (Chief) 

General volunteer ResponsibiliƟes will vary depending on posiƟon 
assigned. 
 Assist race administraƟon to post info regarding 

race results and teams who are next to line up in 
the marshalling area 

Volunteer 
Coordinator 



 Distribute progressive race draws to the 
marshalling area. 

 CollecƟng and distribuƟng volunteer food/drinks. 
 Relieving volunteers for breaks when necessary. 
 Set up any trophies and medals on the tables for 

the presentaƟon area. 
 Other duƟes as required. 

Parking volunteer x2 There is a lot going on at during events, with everyone 
wanƟng to gain access to parking.  
ResponsibiliƟes include:  
 Secure parking area - allow authorised entry only. 

A list will be provided if relevant. 
 Direct the cars to the correct places to park.  
 Ensure drivers respond to the direcƟons of 

where to park. 

Volunteer 
Coordinator 

Timekeepers (TK) ResponsibiliƟes include:  
 Where possible, one TK for each lane in the race.  
 Before each race, TKs ensure that all stopwatches 

are working and ready to go.  
 The TKs decide amongst themselves who is Ɵming 

which lanes.  
 TKs will record the Ɵmes of the boats as they cross 

the Finish Line.  
 The Ɵming will start on a signal from the Starter.  
 At the end of each race, the Race Day Judge 

(Chief) will compare the Ɵmes recorded against 
electronic Ɵming (if being used). Manual Ɵmes are 
used as backup in the event of any issues arising 
from electronic Ɵming and in turn races. 

Race Day 
Judge (Chief) 

Laptop operator The laptop operator works in conjuncƟon with the 
Lynx Camera Operator and is responsible for 
documenƟng the finish Ɵme of the boats as they cross 
the finish line.  The Ɵme is given in minutes, seconds, 
frames. – EssenƟal Ɵmes are correct. 
 Record the start of each race 
 As each boat crosses the line, the Lynx camera 

operator will give a boat number colour, number 
and a finish Ɵme when the race is analysed. 

 Once the finish Ɵmes are entered for that race, 
repeat the Ɵmes back to the camera operator to 
verify the results.   

 If there is a discrepancy, the Race Day Official will 
adjudicate. 

Race Day 
Judge (Chief) 

Finish Lynx camera 
operator 

Responsible for the end-to-end operaƟon of the 
finishing line camera. 
ResponsibiliƟes include:  
 Seƫng up and dismantling of the Lynx camera 

system at the finish line. 

Race Day 
Judge (Chief) 
 



 Checking that starƟng equipment is operaƟng 
correctly before and when races start. 

 Informing the starter when the finish line is ready 
for the next race. 

Boat loaders Boat loading area are one of the busiest and most 
important sites at an event. Boat loaders will be 
interacƟng with all our teams. AssisƟng the paddlers, 
keeping things moving, and cheering on the teams 
will help ensure that the races are on Ɵme.  
 ResponsibiliƟes include:  
 Supervise the crews in the Boat Loading Area and 

ensure that all boats and equipment conform to 
the IDBF Boat RegulaƟons and are compaƟble 
with all others in use at the RegaƩa. 

 Check that all boats and equipment are in good 
racing order before and aŌer each race.  

 Allocate crews to the boats according to the Race 
Program and ensure that the right crews are in the 
right boats before crews leave the loading area.   

 Ensure that each crew is loaded safely and 
buoyancy aids are available and worn by those 
that require them. 

 Direct the paddlers away from the loading area 
aŌer their race as safely and quickly as possible 

Boat Loader 
in charge. 
If there is 
none, report 
issues to the 
Race Day 
Official 

Marshalls The marshalling area is where the teams go to wait 
for their upcoming race. Marshalls will be interacƟng 
with all the teams to ensure they are ready to paddle. 
ResponsibiliƟes include:  
 Ensure the correct teams are in the marshalling 

area for the upcoming race.  
 Assist teams to organise their paddlers to ensure 

they load the boat in the correct order.  
 Record the number of compeƟtors in each boat 

against the appropriate crew list  
 Ensure that the composiƟon of each crew is 

correct, per age division and category.  
 Ensure all paddles and seat pads being used 

comply with current regulaƟons and 
specificaƟons.  

 Check that crews are in their correct racing 
colours. 

 Move crews through from marshalling to boat 
loading in sufficient Ɵme to ensure all crews reach 
the StarƟng Area in Ɵme for their race. 

Marshall in 
charge. 
If there is 
none, report 
issues to the 
Race Day 
Official 

 


