
 
 

 

VOLUNTEER BRIEFING / HANDBOOK 2022 
 
 
 

Introduction 

 
On behalf of the Tournament Committee, I would like to take this opportunity to thank you 
for giving your time to assist in the smooth running of the  
Trust Golf Women’s Scottish Open. 
 
It would be difficult if not impossible to stage such an event were it not for the invaluable 
help and enthusiasm of the volunteers. 
 
Although many of you are very experienced Volunteers, we would ask you to still take the 
time to read the following guidelines. They have been put together to ensure that 
everyone is aware of the basic principles and objectives of spectator control and to make 
certain we are all working together to ensure the success of the Tournament. 
 
Again, thank you for your assistance and cooperation. 
 
Enjoy the golf. 
 
 
Harry Owen 
Tournament Director 
 
 
 

 
 
 
 
 
 
 
 
 



 
 

 

 
 
General Rules 
 

• Know where you are meant to be, when you are meant to be there and what you 
are meant to be doing when you get there. Know your shift times and report in 30 
minutes before your start.    Marshals should report to your allocated area and 
NOT the Volunteer HQ.  Hole Controllers will report to Volunteer HQ 
 

• Avoid standing in front of the on-course advertising signs. 
 

• Do not speak to a player unless she speaks to you. 
 

• At no point during the week ask for autographs. 
 

• When you are close to a player imagine you are taking the shot – would you like 
someone standing where you are?  If in doubt stand still and do nothing but watch 
your shadow does not fall across the player’s line. 
 

• Do not shout. Commands in a moderate, courteous tone will generally receive a 
better response. 
 

• Never get into a confrontation with anyone. Avoid any argumentative situation and 
on NO account resort to any kind of physical contact. If the situation warrants it, 
advise your Sector Controller or the Chief Marshal.  
 

• Always be aware of what is going on both with the players and any traffic. 
 

• Your armband is your badge of office. It must always be kept secure and never 
lent to anyone else. Once you have finished your shift, return it directly to HQ. 
 

• Under no circumstances should you get involved with the rules of the game – 
please call a Rules Official for all player queries and rules issues, if required. 
 

• And finally, please do not leave your bags unattended around the golf course. Not 
only do you risk losing them, more importantly they could potentially be 
misinterpreted as suspect packages and lead to a security alert. 

 



 
 

 

 
 
 
 
Fairway Access 
 
Only those persons with the following, clearly identifiable armbands or bibs are permitted 
inside the ropes: MEDIA, TV, OFFICIAL, PHOTO, SCORER, MARSHAL. 
 
 

Cameras 
 
The only cameras permitted to be used on the golf course are those in the possession of 
accredited photographers who will (or should) be wearing a numbered photo armband. 
 
 

Mobile Phones 
 
Mobile phones should be switched to ‘silent mode’ while the owner is on the golf course. 
No photographs should be taken whilst on duty and especially on Tournament days. 

 
 
Scorers 
 

• Check in to the Volunteers HQ 40 minutes prior to your allocated tee time. 
• Collect handheld scoring device, clipboard, scoring sheet, pencils, radio, earpiece 

and armband. 
• Please do not approach the players and their caddies unless they speak to you 

first. 
• If in doubt discreetly approach the caddie between green & tee. 
• Ensure that you stand away from the players’ line of sight, in particular around the 

putting green. 
• Be aware that a player may call upon you to request a referee. 
• Never get involved in any rulings. 
• Never walk on a green. 
• If you must use the radio, do so out of earshot of the players. 
• Highlight any anomalies at the recorders hut. 
• Return your equipment to the Volunteers’ HQ 



 
 

 

 

Tees (Scorers Role) 
 
Where appropriate, wait for flag signal. Pay particular attention to any likely disturbance 
or movement (crossings, roads, nearby tees). If necessary, signal the direction of the 
drive to the Marshal at the landing area. 

 
 
Landing Areas (Ball Spotter) 
 
Watch for a signal from the tee. Place your flag marker near the position of the ball if the 
ball lands in the rough. Guard the ball if it finishes outside the ropes. Make sure the 
player has plenty of room to play her intended shot. Do not move ropes and stakes 
unless requested by the player. Be sure to replace them after the shot, it is worth having 
a tee in your pocket to mark the hole where the stake has been (it is easier to replace in 
the original hole). Always be aware of social distancing. 
 
 

Crossings 

 
Buggies and personnel should always stay behind the ropes until it is deemed safe to 
cross. Always be aware of where the players are and work as a Team. 
 
 

Uniform 

 
Marshals must wear the issued BIB and accreditation provided whilst on duty. Always 
appear neat and well presented.  
 
 

Refreshments 

 
You are advised to bring your own food, sandwiches, drink etc.    Coffee/Tea with soft 
drinks will be provided in the Volunteer HQ.   
 
 
 
 



 
 

 

Vouchers 
 
There will be NO vouchers available this year. Instead, everyone will receive a sleeve of 
golf balls for each shift worked. 
 
 

Responsibility 

 
Every Volunteer is allotted a specific duty and the position and times at which to be there. 
You must arrive in good time for your spell of duty. Please do not leave your post until 
your relief turns up, or until you receive alternative instructions. If the relief does not turn 
up on time, notify your Sector Controller or the Chief Marshal and stay in position until 
someone arrives. The post must not be left unattended.  
 

 
Emergency Procedure 
 
No matter where you are on the course make yourself aware of the FIRST AID POINTS. 
If there is need for immediate aid find the nearest radio. The Sector Controller, Chief 
Marshal, Scorers and Referees all have one. Sometimes the First Aid point is only 
minutes away and if this is the case it may be quicker to walk to the post but ensure 
someone stays with the injured person. 
 
In the event of an accident please remember the TEE when contacting the medical team: 
 
Type of injury 
Extent of injury 
Exact location 
 
When reporting an accident, be specific about what is required and where it is required. If 
someone has collapsed use the word COLLAPSE in your message. If it is a head injury 
state: BALL STRIKE, BUMPED INTO OBSTACLE, etc. State clearly if the person is 
conscious or unconscious. State your accurate location on the course. Pass the 
message quickly and accurately and then clear your radio allowing the services to have 
all communication space to operate. It is advisable not to talk on the radio when you are 
close to the injured person. If overheard, you may cause anxiety. Having passed your 
message, stay by the casualty until assistance arrives. Keep spectators CLEAR. Watch 
for the arrival of any aid (ambulance, buggies, etc), ensure there is a clear passage for 



 
 

 

the assistance and don’t hesitate to enlist the help of spectators who, as a rule, will be 
responsive and extremely helpful. 
 
All incidents must be recorded. Incident Report forms must be filled in, recording all 
details. All scorers will carry forms and they are available in HQ. 
 
Confidentiality – If, after an accident, you are approached particularly by the media, do 
not give out any information even if you have it. Direct any questions to the Tournament 
Office. 
 
Fire – Take steps to put it out. If this clearly is not possible, get a message through to the 
Tournament Office as fast as possible. 
 
Police – If you require police assistance, again get a radio message through to the 
Tournament Office. 
 

Major Incident 
 
It is anticipated that the main risks would be a fire in public catering or hospitality areas, a 
calor gas explosion in any of the catering units or even a stand collapsing. A major 
incident is defined as one which because of the number and severity of the casualties will 
require special arrangements to be made by the medical and front-line services. The 
front-line services will instruct the Chief Marshal how to control the public and the 
location of clearing / safe areas. In such an eventuality the Volunteers main job will be to 
keep routes clear for the emergency services and keep everyone away from the affected 
areas. 
 
 
 
These notes are for guidance. We like to think that we have covered most situations but 
if there are points you would wish to be included for the future, please send your 
comments to: 
 
Harry Owen 
Tournament Director 
 
 
Thank you for your help and have an enjoyable few days. 
 


