
Sun Bowls Club: Steward’s Checklist 

Normal starting times of sessions are Morning 10.00, Afternoon 2.00 and Evening 6.00, although 
Monday and Tuesday evening leagues try to start as close to 5.30 as possible. If no-one has turned up 
to play 15 minutes after the scheduled start time then the steward may lock up and leave. 

Unlocking 

On arrival, unlock both gates leaving locks fastened to the gates. 

Unlock the pavilion and (MORNING ONLY) enter the security alarm code. 

Setting up 

(MORNING ONLY) Sweep the green. 

Check the diary for green settings and direction of play and number of competition matches. 

If there are competition matches in the session, make the draw for rinks (see later section). 

There is no obligation on the steward to bring out the equipment trolley and they can ask for help in 
doing so. They should however set up equipment on the green as required for external competitions. 
If there are no competitions, then members who have turned up for roll ups can set up their own rink. 
Ensure after unlocking the equipment shed that the key is returned to the drawer in the stewards 
table. 

(EVENINGS ONLY) Change rink settings as indicated in the diary for the next day’s session. 

Drawing for competition rinks 

1 rink is always reserved for roll ups and this should be the one of the outside rinks if all others are 
required. 

Check on the number of competitions to be allocated rinks, from the diary; place all but the outside 
rinks balls into the bag which is kept in the drawer of the stewards table and ask the players to draw 
a rink in order of games in the diary. The steward is also able to draw rinks if required. 

Roll ups 

Those wishing to play in roll ups should have their tab in fifteen minutes before the scheduled start 
time for the session. From the tabs select the teams for roll ups, preferably triples or pairs. You should 
be the sole selector unless you request help. 

Visitors from a recognised outdoor club may join a roll up if there is space. Please ask them to sign the 
Visitor’s Book and pay a fee of £3. 

Social members who are past bowlers may play in roll-ups up to 3 times each season and should have 
a blue tab. They should also pay a fee of £3 and sign the visitor's book. Please check the book to see 
that they have not exceeded their allowed sessions. 

Money should be placed in the box on the stewards table. 

When rinks are available, club members can practice alone. This should be cleared with the steward 
who will allocate them a rink. 

Stewards may take part in roll ups if they wish. 



If members turn up later than the prescribed starting time, then they are free to play on any vacant 
rink providing that they have cleared it with the steward. 

If you are concerned that any person is damaging the green, they should be asked to take more care 
or, if it continues, to leave the green. 

Closing of the Green  

Please note that only the Duty Steward, the Club Captain/Vice Captains or a member of the Greens 
Committee can close the green in the case of inclement weather.  The Greenkeeper, if present, will 
have the final say on whether the green is playable or not. 

Finishing and Locking up 

Return all the equipment to the trolley. If there are matches in the next session on that day, providing 
that the weather is good, the trolley can be left out. If not, the trolley should be returned to the shed. 
This can be done by any member at the request of the steward. 

Replace all the tabs on the boards. 

Check that the outside store cupboards and equipment shed are locked. 

When all members have left, switch off all lights and lock central doors (if used) and main door of the 
clubhouse. Note that the alarm only needs to be set by the evening steward who should enter the 
code + the tick, and then close and lock the main door. If the beep continues to sound, re-enter the 
club, unset the alarm and try again. 

Lock both gates. 

If the bar is still open when you have completed your duties, ask the bar steward to take responsibility 
for locking the premises. Stewards can also accept offers from other key holders to put away the 
equipment and lock up. 

Miscellaneous 

If anyone wants to buy something from the shop, then the steward can make the sale if they have 
time. Sales should be recorded in the folder which is kept in the grey cabinet by the shop. The cash 
box is kept in the same cabinet. The key for the cabinet is on a hook in the top drawer of the steward’s 
desk. Club shirts and jackets are kept in the outside cupboard. 

 

ANY QUESTIONS OR PROBLEMS PLEASE CONTACT ANDY GIBBS OR ROD DE 
GRUCHY 

 

MANY THANKS 

 

 


