Chapter 1 MEET DIRECTOR’S INFORMATION
MEET DIRECTOR'S INFORMATION
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INTRODUCTION

The key to a team successfully hosting a swim meet
prepare, prepare, prepare. In this portion of the
Swimming Handbook , meet directors will find information and
suggestions regarding meet management. This informa
developed with input from successful meet directors
Gulf. If you have never been a meet director before
should observe how other teams run their meets (eve
you have done it, you can always learn something fr
others). You are encouraged to contribute suggestio
improving these guidelines. Suggestions may be sent
Technical Planning Committee Chair, Henry Clark.
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1. MEET TIMELINE

b Task

Annually  Inform parents of meet dates and communica te to
parents that everyone is expected to help

3 months  Designate Meet Director
Secure pool contract

8 weeks Obtain commitment from Meet Referee
Start soliciting ads and donations
6 weeks Apply for meet sanction
Request Gulf equipment (if needed)
5 weeks Order awards

Set up events in Meet Manager

4 weeks E-mail invitation and HYV set up file to Gu If
Swimming web page

fon)

2 weeks et donated goods from local businesses

Contact Officials about working at the meet

1 week Entry deadline
After receipt of the entries, reconcile the
entries with the athlete registration file

3 days Send tentative timeline and warm-up schedule to
the Gulf Swimming web page

0 days Run the meet
On a dally basis, reconcile the on-deck entries
with the athlete registration file
Within 3 Send results to the Gulf Swimming web page. Send
days a zipped MDB file, a zipped
after CL file, and a PDF file of the Final Results.
meet
Within 2 Send printed Final Results to any teams
weeks requesting a paper copy
after Send reports to Gulf Swimming Treasurer and
meet Technical Planning Chair
I & -0 1& - b & I3 (C "4 5& ( Error! Bookmark
not defined.

2. MEET DIRECTORS CERTIFICATION
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Once certified, Meet Directors may recertify annua lly by
attending the Gulf Swimming Meet Director’s Clinic, viewing
of a videotape of that year’s clinic, or as otherwi se
approved by the Technical Planning Committee Chair. 4 (& 5
6 )k & *(( & - (W& "*h #7 % T TH - - 1 Planning
ommittee Chair, as necessary.
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BASIC MEET MANAGEMENT
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A. " % - current * 6 x5 * 6 e " #(
& &7 - 1""*h - # % 7T BT & #& -
% TTH- %6 &H"& b &K 7" &  attached as
Appendix B, & (  Error! Bookmark not defined. - % & 5 6!7
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a. All (except as listed below) - $3.75 )Tk
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b $h!oc ! B4.00 individual event, $7.50 (hho#
c ! B6.25 ") 1)
d % | —On-Deck Entry Fees apply
For Long Course Meets, the swimmers’ individual e ntry
fees shall be increased by $0.25. This additional f ee,
payable to the host team, is for the purpose of
offsetting the additional cost of running meets in and
maintaining the larger pool.
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Awards should be made available to be picked up by the
swimmers as soon as the results are posted at the m eet.
If the awards are not picked up at the meet, they s hall
be distributed to the teams.
G L]
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4. OFFICIALS
- b (& TI#H& - b8 &  *h - iw# &fficials for the
meet. Gulf rules require a minimum of four (4) offi cialsto
run a meet. | - % (& 7! #& - W& & T # - ho% 48F9
6 , ) & - - - - & (¢ & ade.
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5. KEY PERSONNEL
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Key personnel include:
Meet Referee — full authority over the actual con duct
of the meet
Meet Director — general coordination of the meet
Safety Marshal — enforces the warm-up procedures an d
maintains order in the venue (see page Error!
Bookmark not defined. )
6" W% G&"% - 6 ¥
Entry Chair — receives and inputs the entries for the
meet
Heat Sheet Ads — contacts vendors and businesses and

solicits ads and donations
Computer Operator — runs the software, including
seeding and printing results
Assistants
Colorado Timing System Operator — controls the CT S
console and timing system
Assistants
Announcer — general purpose announcements
Timing Judges — receive all results and checks fo r
validity
Clerk of Course — receives on-deck entries and
maintains control over the event entries

E



Chief Timer — maintains control over lane timers and
starts 2 backup watches on each race
Ready Area Marshals — if needed, controls the are a
behind the starting blocks
Hospitality Chair — supervises and organizes the
hospitality room
Concessions Chair — supervises the purchasing and sales
of concessions
Assistants
Runners:
From Computer to Awards and Posting Results
From Computer to Lane Timers
From Lane Timers to Timing Judges
W & (* H&6& h H56&  # h - 1 5$&
) T
Heat Sheets/Awards — sells psych sheets and distr ibutes
awards
Extra Volunteers (to fill in for each shift as ne eded)
Equipment Pick-Up — obtains timing equipment from the
Gulf
Equipment Set-Up — sets up the timing equipment a tthe
venue
Clean Up — maintains a clean and orderly venue
Return Equipment — delivers timing equipment to t he
Gulf

6. SANCTIONS AND APPROVALS
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Meets & & - I * - **  such as dual meets 56117
& " & %when they do not conflict with the Official
Gulf Schedule.

B nex USASwimming (¢ & & & & 8Appendix C, (  Error!

Bookmark not defined.9 * & 6 - &#H& #,&*U ) &5 I*T
) - "5 & Meet % 5 = meet eligibility criteria
- & &&K™ &M
Linda Brenneke
527 Nottingham Oaks Trall
Houston, TX 77079
281-589-8913 (Home)
gulf_sanctions@yahoo.com

C - - L(#7 & * 6 5 5 &HB/D<< ( k " bl xy
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GULF SWIMMING TIMING EQUIPMENT
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a. Rental by Gulf teams hosting Gulf sanctioned mee ts
on the official Gulf schedule.
b. Rental by Gulf teams hosting non-sanctioned meet S.
c. Rental by other organizations, if approved by th e
Gulf.
B &h k) - (5 & #- +*( Q&K &M
, Tobin
16102 Peach Bough Lane
Houston 5 H 11095
/; 550-7275 818 9
281-366-3616 8§ &,9
281-550-6810 8§ 49
tobinrc Jbp.com
6h 5 48F96 , (&% & - - "*I " & - meet. When the host
team h &% BT - +*( 6&8/96 , (W& & - " & - - "H "
N ¢ 617 & & - & 6 - 186 % (h&k #
C. The equipment rental fee structure is outlined in
Appendix H, page Error! Bookmark not defined. . The
rental fees must be received before the equipment i S
picked up.
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Houston 5 H 11095
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281-550-6810 8 49
tobinrc  Jbp.com
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It is strongly recommended that the * 6 +* ( 7
( , " *( %om and returned to the +*( nt Coordinator, Rick
Tobin. Exceptions to this rule require prior approv al

by the Equipment Coordinator and do not relieve the
renter of any liability.

4C " 7 5 * - 6 -andtwo-way radio 7 teries,and CTS
paper 56! &7 (W) " - -& b8k -&*I"T7  *h & -, -
*((H& - 7 & -

- -& tteam provides the PA system.

8. MEET INVITATIONS

A

A standard format will be used for all meet invitat ions
(see Appendix E, page Error! Reference source not
found.Error! Reference source not found.Error!
Reference source not found.Error! Reference source not
found.Error! Bookmark not defined. )
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If team awards are to be given, they must be based upon
the scoring as set out above, unless authorized in
advance by the Gulf Technical Planning Committee Ch air.
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file posted to the website shall contain:
A complete description of the meet events per the

approved format.
Cut-off and qualifying time standards.
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of entry.

entered.

c. The meet entry fees.

- - -tk & A - ) & =& -
t information * 7 - - & - % & (or Meet Entry
Chair) &! b - Fi<( & HT#8& 6 , %) & - 9
All meets are to be "seeded on the deck” and mus t have
that indicated on the meet invitation along with th IS
statement:
- Fi< ( heoaT oot &b 617 7 & % - -
8186 A
1. Swimmers must pay double the entry fee at the time
2. Swimmers must supply completed entry forms enter ed

at the swimmers' best times. The swimmers will be
seeded into the events according to their best
times.
3.  Swimmers must enter all events for the day thirt y
(30) minutes prior to the start of the day's first
event.
4.  Swimmers must be qualified to swim the event

5.  Swimmers must not exceed the number of events

allowed each day.

6. Swimmers who on-deck to change an entry time in an
event already entered must circle-in on the posted
circle-in sheets. The new time will be used for
seeding. The on-deck entry fees still apply to
these swimmers.

Meets may be under the Zone system. Teams will be
assigned to Gulf zones by the Technical Planning
Committee.
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As an option, with approval of the Technical
Planning Committee Chair, swimmers in the
1650/1500 Freestyle may elect to swim in prelims.
“The 1650/1500 Freestyle will be swum as a timed
final event and will be combined into one event
for girls and one event for boys. Each event will
be seeded by entry time and scored separately by
age group. For the 1500 Freestyle check-in,
swimmers may elect to swim the event during



prelims. The fastest 8 girls and the fastest 8

boys who check-in, and who do not elect to swim in
prelims, will swim during Sunday’s finals. All

other heats will be swum, fastest to slowest,
alternating girls and boys, as the final event in
Sunday’s prelim session.”
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For certain championship meets (that is, Gulf Swim ming
championship meets which include solely “A” and abo ve
swimmers),| & &*h - w7 - & & &% &hl&

&* - (& -( 5 ") -7 "T6 - & &
b5 &N&B " TH & & & =& &*Yh t &N&6 *
7# & & &¥ming short course yard times. =& &*%  # 4"
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K.  Attach a copy of the Entry Verification Form, Ap pendix
F, page Error! Bookmark not defined. :
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5( Error! Bookmark not defined.



9.

TEAM ENTRIES

- & - MMy )k & & - 1# b & 6% hrE & T -
7 - I Gor A
A. Use the correct registered name and correct regi stered

acronym for each team entered in your meet. The cor rect
names and acronyms for Gulf Swimming teams are list ed
in this Gulf Swimming Handbook , beginning on page
Error! Bookmark not defined. . The use of any name other
than these registered names will cause problems whe n

the results are loaded into the Team Manager Online
database after the meet is completed. Also, for any

swimmers who are members of a Gulf Swimming club, b ut
are unattached, use the acronym “U” + “TEAM ACRONYM
(for example, an unattached swimmer who is a member of

team “ABC”, would be listed as “UABC”). Any truly
unattached swimmer shall be listed as “UN".

B - eam's entry arrives, check the data - b b
e - - #"& & -*(& - W b &M W& & -
& - &hh )
C - w1 5psych sheets should be printed, including

the following information:
Order of Events
Meet Timeline
List of Participating Teams
Warm-up Lane Assignments
Timing Lane Assignments
Event Qualifying Times and Time Standards
Name of Meet Referee
Names of People in key positions (e.g., Meet
Director, Clerk of Course, Colorado Timing
System Operator, etc.)
Special Notes — Parking, etc.
Sponsorships and Advertisements
Pool and Facility Map
Meet Evaluation Form (a copy is attached in
Appendix L, page Error! Bookmark not defined. )
Safety Information

D. Psych sheets for “A” and above meets shall inclu de the
following information:

a. TAGS time for each event

b. Quialifying time for each event
E. Psych sheets for “BB” meets shall include the fo llowing
information:

a. “A” time for each event

b. Qualifying time for each event



F.  Psych sheets for combined meets (e.g., A/BB/B) s hall
include the following information:

a. TAGS time for each event

b. “A” time for each event

C. “BB” time for each event

d. Qualifying time for each event
G. Psych sheets for Open meets shall include the fo llowing
information:

a. TAGS time for each event

b. “A” time for each event

C. “BB” time for each event
H.  Psych sheets for Gulf Championship Meets shall i nclude
the following information:

a. National Championships qualifying time for each

event
b. TAGS time for each event
C. Qualifying time for each event

I.  Psych sheets for Senior Meets shall include the
following information:
a. Texas Senior Circuit qualifying time for each

event
b.  Junior National Champ & -( +* 1 # & - )
c. National Championships qualifying time for each
event
J. - making copies of (#- - 5*>lggp 7&*FDID(H & -

* 7h& 6 b 7% ) T7& #8D<9 &( & - & 5 & - %
b5
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10. MEET ENTRIES RECONCILIATION

It is the responsibility of the meet host team to

the Meet Manager database with the athlete registra
The meet host team shall reconcile the Meet Manager
file after all of the entries are input, and then a

day of the meet after the on-deck entries are enter

It is also the responsibility of the meet host tea
contact any team with any problems encountered with
reconciling their entries with the athlete registra
The submitting teams shall have a chance to fix the
entries, hopefully prior to the host team printing
sheet for the meet. Likewise, after on-deck entries
entered each day, the meet host shall perform this
reconciliation procedure and contact the teams that
outstanding problems with the athlete reconciliatio
teams must have a chance to correct their errors be
end of the meet.

The host team and the submitting teams are subject
penalties if these reconciliation procedures are no
performed. There may be some problems or reconcilia
issues that cannot be resolved by the host team. If
cases, the penalties would be waived.

The meet entries, and results, must be reconciled.
and/or mismatches in the meet results when compared
athlete registration database will result in those
times not being submitted to the USA Swimming natio
database.

The Meet Manager database shall be checked against
Athlete Membership database. In order to do this, o
Registration File (also called the *.REL1 file) from
Registration Coordinator, Annette Leach. The follow
completed after the normal entries have been entere
of the meet, after all of the on-deck entries have

A. Request the *.REL1 file (via e-mail) from the At
Registration Coordinator, Annette Leach.

B. Save the file on your hard disk, in a directory tha
access, such as:

C:\SWMEETS\GU_MeetRecon.rel

C. Start up Hy-Tek Meet Manager (MM).
D. Open your database file, and select:
Reports

Exceptions Report
Reg Ck / Proof of Time

Click on the “Check Athletes Against External Regi
File”

and

“Check matching LSC only”
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Click® Create Report ”atthe top of the screen, and a dialog box

will pop up, so that you can select the Athlete Reg istration
File. Double-click on the name of the correct Athle te
Registration File, and an “Exceptions Report” will be
created and displayed on your screen.
E. Once the Exceptions Report is created, send a copy of that report

to the Athlete Registr ation Coordinator, by either e-mail or

fax. There could be errors in the Team Manager data bases from the

clubs entered into the meet. The Athlete Registr ation

Coordinator will contact those teams directly to have them use
the registered name of the athlete.

F. Some Exceptions listed can easily be fixed; some no t so easily. Be
sure to follow these guidelines and fix the excepti ons that can be
fixed:

a. The easiest way to fix most of the errors may b e

to browse the REL1 file. This can be accomplished
simply by using the same “Exceptions Report” menu
as in paragraph “D” above. Just check the box
marked “Browse the Reg File”. Then, select the
correct RE1 file (as you selected above), and you
can browse every athlete name. You can even re-
sort the lists by clicking on the column headings

at the top of the page. This should allow you to

find the correct spelling for an athlete, the

correct middle initial, and the correct birth

date.

b . Fix any misspellings of first, middle, last names . Use the
REL1 file as the reference file. If there are any er rorsin
the REL1 file, the swimmer needs to contact the Athl ete

Registration Coordinator, Annette Leach.

C. Fix any birthday problems. Again, use the RE1 fil e as the
reference file; it contains the correct birthday. | f there
are any errors, have the swimmer contact the Athlet e
Registration Coordinator.

d. Generally ignore any mismatches on team affiliati on. But, if
there are any errors with the team affiliation for on-deck
entries, double-check the entry form to be sure tha t the
correct team was entered into the MM database. Do n ot worry
about swimmers competing unattached, or changing te ams. This

is perfectly acceptable.

e. Carefully check any “matching ID not found”
exceptions. Many of these exceptions may be due to
errors in the first, middle, or last names or due
to errors in the birthdate (see paragraphs 2 and 3
above). Try to fix those errors. Also, the message
that “matching ID not found” may be due to
swimmers who have turned in their registration
paperwork to their team registrar, but those
registrations may not have been entered into the
database yet. These swimmers are still eligible to
swim.

11. MEET TIMELINES
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12. MEET PREPARATIONS
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13. CLERK OF COURSE TIPS
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* & - " , The Meet Referee is the ultimate
authority.
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(¢ #*-) - &4 ask the Meet Referee how to - -
6 % - ) Itmay be necessary to re-seed the event.
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14. MEET DIRECTOR'S DUTIES DURING THE MEET
$h(h - (# I he* " - (&&
Area or board to post event numbers and lane
assignments
7 hoo- %
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. $ # T T -k T & &K & #
T - %
B WeTx H&FH | & - b "7 %% - (S) - , &6 - k& &% 5
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G. Setaside psych sheets for the coaches, officia Is, and
timers (one for each lane).
H.  Give entry worksheets from teams to the Clerk o f Course
to have during the meet.
_ | Have a sign-up sheet at the gate for people to s ign for
final results. The charge is $5.00.
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M. $h (- b & I (&8 - & in Appendix J, & (
Error! Bookmark not defined.y *7 - & 6 - * -4% - ,andthe
Meet Manager Team Report &the * 6 b *h %6 - 6&8/9
6 , & - " & -

N. Prepare the Meet Financial Statement (see the f ormin
Appendix K, page Error! Bookmark not defined. ). Submit
this form to the Gulf Swimming Treasurer within two (2)

weeks of the conclusion of the meet. This form is
required by USA Swimming Rule and Regulations

15. SCORING TIPS - TIMED FINALS
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prime time ) 6 -6 - & -7 ,% &*1"7 x "
8 & -7 ,* -&6 Uup 6- 5 - &&"9
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timers sheets mixed up.
J At a minimum, t - &6 (h& ! - & 70 A
(k& & & (h - from the CTS console and the
timers sheets - (h& & L&YW & - - proper
place or give the sheet & &-H(h& &% &"
b.  One person to put the times into the computer an d
print the results and award labels. &# -&*1"7 )
&- 6% 7 &-I(C - " k7T*& & 64" 9 -&*1"7 %, "
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16.  SCORING TIPS - PRELIM/FINALS
A. &!&6 the above ( to determine the prelim time for each
swimmer.
B. Use Meet Manager to determine the finalists and
alternates.
C - ho— K &K - ! - v *x 7 N L N ¢
- b ~h#8:<9  * 6 (4%&" & 186 6 & W - - ) 5 - #
6 - % he 30 minute period has passed, the scratches
are turned into the Meet Manager computer operator.
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) directly to the scoring table.
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17. MEET RESULTS
A &€ & I hoo* 7 &
$ (% &# | Electronic Copy

$4h (C N

requesting

paper copies

Gulf Web Page E-mail to Webmaster. Send a
zipped MDB file, a zipped
CL file, and a PDF file of
the Final Results.
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18. POST-MEET REPORTS

A. The Meet Director is responsible for completing and

submitting the following reports in a timely fashio n:



a. The Meet Summary Report Form, Appendix |, page
Error! Bookmark not defined. . This report will
help determine, among other things, whether the
meet is too small or too large. The Meet Director
also has the opportunity to offer suggestions for
making the meet better.

b. The Meet Director’s Financial Report Form,
Appendix J, page Error! Bookmark not defined.
This form is used by the Meet Director to
determine the amount of fees due to Gulf Swimming,
based upon the number of entries in the meet.

C. The Meet Financial Statement, Appendix K, page
Error! Bookmark not defined. . This form is
required of all USA Swimming teams that host any
sanctioned meet.

d. The Meet Evaluation Forms, Appendix L, page Error!
Bookmark not defined. . These forms will be
utilized by the Technical Planning Committee for
future meets.






MEET DIRECTOR'S INFORMATION



