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The Communications Committee is the nerve centre for the entire tournament and 

is the link for putting people in touch with other committees who require information. 

The Committee is responsible for the operation of the Communications office. The 

main responsibilities include assigning mobile radios, monitoring communications 

between different groups of radios (a.k.a. “control”), and answering incoming 

phone calls from the main tournament line.  All the mobile radios will be provided by 

Golf Canada; the Communications Committee, however, is ultimately responsible 

for the assignment, distribution, and the safe return of all the radios throughout the 

tournament.   

 
Ideal number of volunteers: 20 
  
 

 

 

Pre-Tournament 

 

• Prepare in advance, with head of Security, on radio training. This should 

happen on Saturday, latest Sunday of advance week. 

• Work with Golf Canada Operations on obtaining the phone tree, radio 

contacts for inquiries ahead of the tournament. This should be done at the 

end of July – early August. 

 
 
 
 

COMMITTEE DESCRIPTION 

CHAIR RESPONSIBILITIES 
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Advance Week: 
 
Saturday 

• Pick up Communications office keys from Golf Canada tournament office 

• Check and ensure that all the supplies/equipment have been delivered to the 
Communications office  

• Set up the office and post relevant tournament information 

• Be present at Communications office to check out radios, answer phone 
inquiries, and coordinate communications 

• Radio training with head of Security should be done on this day. 

• Tidy up and prepare office for next day 
 

Sunday  

• Unlock and open Communications office at 9:00 a.m.  

• Be present at Communications office to check out radios, answer phone 
inquiries, and coordinate communications 

• Tidy up and prepare office for next day 

• Close and lock Communications office  
 
 
Tournament Week 
Monday 

• Unlock and open Communications office at 5:30 a.m. 

• Be present at Communications office to check out radios, answer phone 
inquiries, and coordinate communications 

• Tidy up and prepare office for next day 

• Ensure all radios are returned for charging 

• Close and lock Communications office at 8:00 p.m. 
 
Tuesday 

• Unlock and open Communications office at 5:30 a.m. 

• Be present at Communications office to check out radios, answer phone 
inquiries, and coordinate communications 

• Tidy up and prepare office for next day 

• Ensure all radios are returned for charging 

• Close and lock Communications office at 8:00 p.m. 
 
Wednesday 
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• Unlock and open Communications office at 5:30 a.m. 

• Be present at Communications office to check out radios, answer phone 
inquiries, and coordinate communications 

• Tidy up and prepare office for next day 

• Ensure all radios are returned for charging 

• Close and lock Communications office at 8:00 p.m. 
 
Thursday - Saturday 

• Unlock and open Communications office at 5:30 a.m. 

• Ensure pairing sheets have been delivered to office 

• Be present at Communications office to check out radios, answer phone 
inquiries, and coordinate communications 

• Tidy up and prepare office for next day 

• Ensure all radios are returned for charging 

• Close and lock Communications office at 8:00 p.m. (Friday might be later) 
 
Sunday 

• Unlock and open Communications office at :5:30  a.m. 

• Ensure pairing sheets have been delivered to office 

• Be present at Communications office to check out radios, answer phone 
inquiries, and coordinate communications 

• Ensure all radios are returned  

• Clean up office, remove any personal items and prepare equipment for pick 
up 

• Close and lock office following play (approximately around 7 p.m.) 

• Return Communication office keys to the Tournament Office 
 

 

 

 

Communication Office Assignments: 

During tournament week, the key role of Communication volunteers is three-fold: 
radio distribution, radio monitoring/information transfer, and answering incoming 

ROLES & RESPONSIBILITIES 
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phone calls.  All volunteers will work inside the Communications office.  This office 
will have 2 rooms: one for phones and radio distribution, the second for radio 
monitoring and messages. 
 
Communications is “on the air” (answering radio and phone calls) until at least one 
hour after completion of play.  An announcement to all frequencies that, “Control is 
going off the air. Please return all radios to Communications” is made through all 
radios at that time.  The closing person ensures that all writing paper, radio and 
telephone lists, pens and pencils are organized for the morning person; closing 
person also supervises the return and recharging of all radios. 
 
During hours of operation the Communications volunteers will sign out / in radios and 
may answer incoming phone calls.  Morning volunteers should ensure that a sufficient 
supply of daily pairing sheets, writing paper, radio lists, and telephone directories are 
on hand in the office. 
 

Radios: 

Radio Allocation / Sign Out Sheet 
 

Most of the radios used during the championship are stored and recharged in the 

Communications office.  Radios will be organized in the Communications office 

according to frequency and channel.  Sign out sheets will be kept daily with each 

group of radios with the approved individuals that require a radio. It is important to 

note, if a person(s) is not on the approved list, they cannot sign out a radio; refer 

any inquiries to the Tournament Office. Sign out sheets will be provided to 

Communications by Golf Canada.  This should be posted in the Communications 

office and overseen by a Communications volunteer. 

Chargers 
Whenever a radio is returned, it must be placed back in a charger to ensure it is 
completely recharged and ready for use the next day. A supply of spare batteries is 
given to Communications to accommodate low battery scenarios 
 
 
Monitoring Radios/Information Transfer 
Communications volunteers monitor radio transmissions and provide a link between 
volunteers and officials who are operating on separate mobile radio frequencies.  This 
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monitoring is done by volunteers who will be in a separate room at one end of the 
Communications office (See appendix A for a sample office layout).  They will activate 
one radio per frequency and will listen for calls to Communications (aka: “Control”).  
There may be as many as 6 frequencies to monitor – some with a lot of traffic and 
some with very little traffic. 
 
 
Communication Channels & Frequencies 
There are as many as 110 radios in use at any one given time. To avoid interference 
and airwave traffic, the radios are divided up into frequencies. Each frequency has 
channels associated to it. For example, Grounds & Course may have a radio on 
frequency “B” channel “1”. Security may be on frequency “C” channel “3”. These 
radios will not be able to communicate to each other; however, the Communications 
Committee can act as a ‘middleman’ to get a message through.  For example, a 
Grounds & Course volunteer may notice someone causing a disturbance on the 
course and will want to call Security to investigate.  The Grounds & Course volunteer 
will call Communications by radio, relay the issue, location, request Security and wait 
for a response.  Communications will then pick up a radio that is on the Security 
frequency and channel, relay the message, get a confirmation from Security that they 
are on their way and in turn relay that to the Grounds & Course volunteer who 
originated the call.   
 
See Appendix B for a list of some common radio transmissions to control and who 
should be contacted (this should be posted in the control centre for easy reference).  
There are some radio users who will require earphones (a list will be compiled by Golf 
Canada).  Typically, they will go to those who will be on-course the most often during 
play, such as the Grounds & Course Committee. 

 

Instructions for Radio Use:  

• This instrument is a delicate, expensive item that is vital to the 

communications effort and to the overall success of this event.  Please take 

care of the radio; if it rains, please try to protect it under a jacket or other 

clothing. 

ADDITIONAL COMMITTEE INFORMATION 
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• Your radio will be set to the proper frequency when you receive it.  Please do 

not disturb any switches or buttons except the on-off/volume button to control 

the loudness of reception. 

• When transmitting, make sure no one else is transmitting when you are.  If 

you “over-ride” another person, no one can be heard.  Please be patient and 

wait for an open time. 

• When you wish to talk, depress the talk button on the left side of the radio 

and speak directly into the receiver on the front of the radio.  When you are 

finished, release the button; be sure the button is not depressed unless you 

wish to talk. 

• If you are using the earplug, make sure it is firmly plugged into the jack on 

the top of the radio.  It will not work properly unless this is done. 

At that point, Control will notify the Referees of the request, and a Referee will be 
sent immediately.  The Referee will verify that they are in fact heading over to make 
the ruling and once completed, the Referee will notify the Control that the ruling has 
been taken care of.  
  
Note: No one should give rulings to players other than Referees. 
 
Receiving and Relaying Messages 

 

• For all incoming messages, the name of the sender, location, nature of 
message and intended recipient are recorded by the Communication 
Committee 

• If the message is not completely understood, the sender is requested to repeat 
the transmission or the missing parts 

• When the message is relayed, the name of the responding person along with 
the reply are recorded and then relayed back to the originator 

• For medical or security requests, the exact location is required.  The sender is 
asked to determine the location by facing down the fairway from the tee (i.e. 
as if he/she were playing the golf course) 

• For a ruling request, the name of the player or players in the group as well as 
the exact location are recorded and passed on to the LPGA Referee 

• Incoming personal messages for spectators, volunteers or players relating to 
family emergencies only are relayed by telephone to Golf Canada tournament 
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office. The Tournament Director will contact the LPGA and they will post a 
message on the Scoreboards throughout the course. 

 
Tournament Phone Line   
 
The tournament has a 1-800 number associated with it. This number is linked to Golf 
Canada offices in Oakville, Ontario. This number will be switched over to ring at the 
tournament site in the Communications office.   
Committee members should be ready and prepared with answers and information to 
the typical questions (some are listed below). 
 
Typically, callers will be asking for such information as tee-times, directions, tickets, 
etc. The information and sales sheets required will be given to the Communications 
office. If the information is not available, take a message, find the answer, and return 
the phone call.  
 
 
 

 
 
 
Common Inquiries from Callers 
 
Committee members may be answering public phone inquiries and must be familiar 
with each of the areas listed below:  
 

• Directions to the golf course and parking information  

• Ticket prices (any day passes, juniors, etc) 

• Where tickets can be purchased 

• Prohibited items 

• Details regarding any special events 

• Public transportation 

• Tee times and pairings (Pro-Am’s and tournament play) 
• Player information and scores 
• Message disbursement for tournament officials and players 

ADDITIONAL COMMITTEE INFORMATION 
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• Accessibility requests.  A form is filled out for each request (includes name, 
phone #, car make and license, date, and time of expected arrival). A copy of 
this form is passed on to Security to enable them to meet the vehicle at a 
predetermined location. 

 
Note: Any information regarding a player or Referee, other than a score or tee-time 
is not given out to any caller under any circumstance. The caller’s information can be 
taken and the message then given to the Tournament Director.  

 

 

The following is the Communication’s proposed schedule. Time frames will be 
broken down further into smaller shifts based on volunteer numbers. Please note 
that on Friday night, the Communications office should remain open for 1½ hours 
after the cut is announced (the LPGA Tour Referee or Golf Canada Tournament 
Referee will distribute this information), as players and caddies may be calling in for 
their Saturday tee-times. 

Advance Week: 
 

Date Times Volunteers 

Saturday 3:00pm to 4:30pm Chair & Vice-Chair 

Sunday 9:00am to 7:00pm Chair & Vice-Chair / 
general volunteers 

 
 
Tournament Week: 
 

Date Times 

Monday & Wednesday 5:30am to 8:00pm 

Tuesday 5:30am to 8:00pm 

HOURS OF OPERATION 
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Thursday 5:30am to 8:00pm 

Sunday  5:30am to 1 Hour After Play 

 
Volunteers must complete a 24 hour or 4-shift commitment.  

 

 

 

 

 
Golf Canada will furnish and supply the following items the Friday preceding 
tournament week. Please ensure that all the supplies have arrived and are accounted 
for. 
 

• Radio Allocation Sheet 

• Headset/Earpiece Sign Out Sheet   

• Quick Reference Guides 

• Tables and chairs 

• Photocopier/Scan to email 

• Radios and chargers 

• Telephones with extension # & directory 

• Office supplies (pens, note pads, tape, etc.) 

• Garbage bags and bins 

• Radio sign-out sheets 

• Phone # Directory of Committee Chairs 

 

EQUIPMENT AND SUPPLIES 


