SEOWYV League Championships Meet Roles
Version #10 — March 20, 2006

Referee
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See NCAA definitions

Ensures application of swimming rules, verifies disqualifications

Should identify an assistant referee

Always a member of the Meet Committee

Be familiar with time integration to help the scoring team on questionable times (or assign a
delegate for thisrole).

Prepare coaches notes and deliver to Meet Director in advance of the meet for the coaches
packets.

Would be best if we can pre-establish all of the officials and their positions. Considerations
for those that are new and their rolesin the meet fall to the referee.

Insure equity in officiating. We need even coverage of the swimmers. Too much or too
little concentration of officiating in one areais not fair to the swimmers asawhole. If arash
of DQs occursin one area, consider shifting that official to another role.

Provide feedback to the Meet Director on any updates to these roles.

Assistant Referee
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Insure presence on deck when Referee is handling other tasks

Best position is on opposite side/opposite end of the pool.

Be familiar with time integration to help the scoring team on questionabl e times.
Provide feedback to the Meet Director on any updates to these roles.

Meet Director
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Compl ete the meet sanction in time and provide the fee to the zone coordinator.

Follow-up on pre-meet activities.

Insure supplies are on hand.

Always a member of the Meet Committee.

Final approval on vendor selected to sell swim items at the meet.

Insure various roles are aware of their tasks.

Provide assistance and direction to help keep the meet on track.

Provide a*“one column” heat sheet for the Meet Director, Asst Meet Director, Starter and for
their use. Also include the heat start times for timeline maintenance (an option in Meet
Manager). The best way to distribute thisis with comb-binding to make the large number of
pages manageable. Thisversion is suitable for taking notes for disqualifications.

Backup the meet database at the end of each session and store it separate from the
computers. A flash driveisagood way to manage this backup.

Get the meet results score page signed by the meet referee for the final copy.

Distribute the meet results to each team as aresultsfile.

Generate a printout and provide to the League Treasurer for billing teams for 1) the initial
entries and 2) as a second billing entry the time trial amounts.

Send final results to the zone and national coordinator to complete the sanction.

Accept and evaluate feedback on any updates to these roles.



Facility Coordinator
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Liason with the facility and address any issues.

Coordinate the “permit” with OU. There was a copy of the notes and Summer 2005 permit
on the website as a PDF. Theinformation for OU can be found at ohio.edu and then click
on Offices and then click on E and find Environmental Health and Safety. Send to
wilsonj2@ohio.edu attached as an e-mail for the 3/2006 meet.

Confirm times and arrangements with OU before the meet.

Compl ete the application for food service and insure the teams involved are aware of any
[imitations.

Remain available during the meet to be a single focal point when interacting with the facility
staff. May need to be on aradio in order to be contacted quickly.

If we are bringing in equipment from the teams (touch pads and cables for both ends) —
make sure the equipment is used at the “far end” of the pool. These can start to be taken out
near the end of the meet. The only downside is that intermediate splits are lost as soon as
the equipment is disconnected. It also pays to have the equipment marked, so it doesn’t
get confused with the equipment from OU.

Record the start and finish times for when the league is using the pool. Note the equipment
utilized from OU, and what equipment is brought into the facility by the league teams.
Discuss the notes with the staff person at OU, so it’s generally clear between the parties at
the end of the last session what are charges should be.

Examine the bill from OU and compare the charged for times and equipment to notes made
during the meet. Review the bill and send the invoice to the League Treasurer for payment.
Provide feedback to the Meet Director on any updates to these roles.

Lost/Found Coordinator
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Collect leftover items from the meet facility.

Answer requests from teams to locate lost items.

Ship items to requestor at requestor expense.

Remaining items are donated to the YMCA and/or local charity as decided by team taking
thisrole.

Provide feedback to the Meet Director on any updates to these roles.

Certification Coordinator
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Accept copies of coach’s certifications for necessary training.

Update the document of certifications.

Communicate to coaches their certification for champs.

Provide the Zone Committee Coordinator a copy of the coaches certifications spreadsheet at
the appropriate date.

Provide feedback to the Meet Director on any updates to these roles.

Deck Pass Distribution / Coaches Check-In
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Does thisrole create the deck passes and coaches packets? Clarify with the Meet Director.
Coaches packets have notes from the Referee and a meet program for each certified coach.
Distribute deck passes to those individuals identified by the meet committee or
representative.

Decline access to the deck for those not qualified.

Bring exception requests to the meet director for review.



0 Address any proof-of-time issues as coaches check-in.
0 Provide feedback to the Meet Director on any updates to these roles.

Entry Packet

o Complete adraft of the entry packet at least 45 days prior to the meet. Use last year’s meet
as astarting point. Work to identify language to address issues from the last year meet.
0 Déeliver the draft packet to the Meet Director and Meet Referee for review.
o Coordinate delivery of the meet packet to the league website (at least 30 days prior to the
start of the meet).
o Coordinate delivery of an e-mail notification to teams regarding the meet packet posting.
0 Remindersin the packet for important items:
0 90 day membership reminder
0 Dual representation reminder
0 Participation reminder (including one meet 45 days in advance)
0 Provide feedback to the Meet Director on any updates to these roles.

Entry Chair

0 Collectsentries from the teams. These are typically due the Thursday before the meet.

0 Noteswhich teams are late with entries and communicates to the Meet Director. Keep logs
of late entries for possible application of league fines.

0 Entriesareimported into Meet Manager.

0 NT entries are not allowed, the selection on import should be noted. Any errors or
exceptions are reported back to the entry chair for the team.

0 Match on event number should be selected — otherwise the swimmers can end up in
the wrong events (some 8 year old swimmers have entered the 8 & Under 50 free
and the 10 & Under 50 free).

o If teams provide entry counts (they should be), compare the counts to insure
everything was imported.

0 Leading Practiceisto return to the team a printout from Meet Manager showing the entries
provided. Thisallowsfor any corrections. If there are any errors on the import of entries,
these should be identified with the return document to the team. Send this notification to the
coaches listed on the league website, along with the person who submitted the entries.

0 Onceentriesare all entered, reviews are completed:

0 Run aPsyche report of thetop 5 times. Look for times that are better than the meet
record. These should be compared to meet results from dual meets and invitational
meets, asthey arelikely errors by the entry chair. Log the error and communicate to
the entry chair. If we have a league database of meet times, check the top heat for
appropriate prior swimtimes.

0 Run meet program and review the first heat. Are any times outrageous? Times
entered as 29:00 will end up being seeded like a 29 minute entry time. These must
be reviewed by the entry chair for correction.

0 PRINT an athleteslist. Review thelist for any entriesin al capital letters. Correct
as necessary.

0 Check the meet for any excess entry counts. For champs, the limit is three individual
and two relays (there is a new exception for Summer Champs for the 13 & over day).

0 Teams have one day to make alimited set of corrections without penalty.

0 Accept adjustments and keep track of any changes. The changes should be reviewed with
the meet committee for any application of |ate fees/penalties.



Deliver a copy of the meet database to the Meet Director and/or coordinator for printing the
meet program.

Keep abackup of the meet personally, just in case.

Provide feedback to the Meet Director on any updates to these roles.

Meet Programs Printing
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Identify a printer to print the program. Insure they can complete the job by Friday morning
—assuming alate Tuesday delivery of thefina program. Y ou may want to consider a
“proof” of the print job to insure it gets assembled properly.

Programs sell for $3 with the profits going to support the league.

Work with entries person to create original meet program.

Y ou should get a copy of the T-Shirt design and decide if it is suitable for the meet program
cover. Some designs print well in black and white while others do not. Y ou may haveto
justinsert aY logo to make up the cover.

Contact the meet director for any information that may be appropriate for the meet program.
Pages used in prior meets are typically available for update and reuse.

Meet program should be printed with SEOWV League version of Meet Manager (to comply
with Hy-Tek licensing).

Consider adding in a page of the Team abbreviations and athlete/entry counts.

Review the prior meet program for appropriate information to include. Where appropriate,
information can be added or deleted to maximize the 4 pages multiple necessary when
printing on folded 11 x 17 paper. In other words, adding a“thank you” page and taking the
program to 25 pages (28 when printed) is an unnecessary expense.

Have the programs printed. Recent approach is 11 x 17 paper printed on both sides and then
folded and stapled. Photocopy and a staple in the corner isless than desirable. Program
printing should cost somewhere in the vicinity of $1 each.

The quantity should be reviewed with the Meet Director. Typical counts are 70% of the
athlete entry count for the age-groups/sessionsinvolved. Additional programsfor coaches
should be added to this count. If officials will be using these programs, add that amount in
also (photocopy sheets may be more appropriate for officals).

Psyche sheets are just photocopied for usage on the Friday night session. These heat sheets
may be photocopied and stapled in the corner. They should be printed on both sides. Given
the expectation of asmall number of swimmers, these should be distributed for free.
Consider 100% of the athlete count for this printout.

Program istypically ready on Tuesday morning, and needs to be delivered to the meet site
on first arrival to the meet.

Meet programs are stored securely until delivered to the Heat Sheet Salesteam. Early
release has created situations of having copies made in advance of the meet to avoid the $3
heat sheet price.

Deliver the printer’ sinvoice for the charges to the Treasurer for reimbursement.

Provide feedback to the Meet Director on any updates to these roles.

Heat Sheet Sales
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Heat sheets are available at the opening of the building.

The team should bring change to handleinitial sales. Change should be around $100
consisting of $50 in one dollar bills and $50 in five dollar hills.

Heat sheets are sold until gone, or one hour after the start of competition. For split sessions,
heat sheets must be sold throughout the first session and one hour into the second session.



0 At thetimethat heat sheet sales are dwindling (one hour after the start), deliver the
remaining heat sheets to the concessionsteam. They can sell the heat sheets (better to sell
them than throw them away) and the team can keep the proceeds.

0 Net proceeds (after deducting initial cash box) should be counted and delivered the day of
the meet to the League Treasurer or the Meet Director. Both should agree to the amount
collected.

0 Provide feedback to the Meet Director on any updates to these roles.

Admission Chair / Day-Of-Meet Admission Sales

Set admission prices for the meet (zones only).

Pre-sell tickets?

Sell tickets at the door for the meet.

The team should bring change to handle initial sales. Change should be around $100
consisting of $50 in one dollar bills and $50 in five dollar hills.

0 Provide feedback to the Meet Director on any updates to these roles.
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Timers

0 Teamsare each assigned atimer role. Timer counts are established to supply two per
competition lane.

o Very small teams (check the count of swimmers by session) may be excused from timing.
But no team should be required to provide more than 3 timers. The distribution has been as
low as one timer for each 8 swimmers (summer) to as high as one timer for each 25
swimmers (winter).

o0 Teamsareto supply their own stopwatch for their timers.

0 Teams should be reminded that thisis a championship meet. Please don't assign timers who
have never timed at a meet.

0 Eachtimer should start awatch at the beginning of the race. This meet will not indicate
“timers clear your watches.”

0 With two-button timing:

0 Only one watch time is necessary to be recorded.

0 The second watch on each lane acts as a backup watch. Thereis no backup timer in
this case.

o0 Both timers push the plunger at the end of the race, while only oneisrequired to stop
their watch.

0 With one-button timing:

o Eachtimer must end up with awatch time.

0 Backup timers must be assigned for the meet to allow mis-started watches to have a
valid time.

0 Two backup timers are assigned for each session. One to be stationed at the end of
the first competition lane and one to be stationed at the end of the last competition
lane.

0 Onetimer pushes the plunger, while two timers will stop their watch.

Timing Console

o Thetiming console manages the timing computer (Colorado for OU).

0 The heat and race numbers are advanced as necessary.

0 Recordsareinput to the console at the start of each new event.

0 DQs are entered into the computer as communicated by the Meet Referee.



0 Patterns of timing issues are relayed to the Meet Referee for possible resolution (consistently
missing a pad or a button).

0 A good rule of thumb isto “ Store/Print/Reset” when the whistle blows. Thiswill most
likely avoid any issues with DQs not getting entered before making results available to Meet
Manager.

0 When the timing setup switches ends, make sure the settings in the timing console are
correct and the cables connected to theright plug. The far end plug just has to change
between the second and third plug on the back of the console. Y ou can leave the primary
plug in place even when timing to the far end. The primary plug picks up the start signal.
As the timers change ends, update the setting in the Timing Console to remove the setting
for far end splits. Put the setting back on for 50+ yard races.

0 Provide feedback to the Meet Director on any updates to these roles.

Computer Operator / Runner (Meet Manager)

0 Get times from the timing console (electronically).

o0 Pickup timer sheets from the lanes for any timing disconnects between the pad and the
backup buttons.

0 Research any timesidentified by Meet Manager in yellow or blue.

0 Use Time Integration where necessary before using any backup button times.

o0 Beforeusing any stopwatch times, review the situation with the Meet Referee or Assistant
Meet Referee. Time integration of stopwatch times requires all stopwatch times to be
entered into the heat. Backup button times are erased after any backup button times are
integrated. Stopwatch times are then entered into backup #3 to note where we used the
stopwatch times. Time integration is required when mixing stopwatch times with electronic
times.

o DO NOT delete any entriesin the program. Even if thereis adesireto scratch a swimmer,
you only want to mark them as NS on the program. Deleting entries causes problems when
trying to summarize the meet costs for the Treasurer.

o Print copies of event results after events are complete. One is posted near the awards room.
Oneisposted in the hallway upstairs. Where the gym is used, a copy is posted near the
gym. Thefinal copy is delivered to the awards room. A member of the Computer Operator
team handles this task.

0 Labelsare printed as needed by the Awards team. Do NOT print labelsto avoid any
confusion.

0 Upload eventsto the web (if setup properly), by using F11 and F12 after working heats and
events.
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5 Web =)

Log-in ] Settings |

Enter your zite address such as
ftp:/ /ftp. mywebzite_com or ftp:ffmywebszite. com

frp: A4 Fhp e oML Ong

U=ser Hame : ]cnachiai@senwvswim.urg

Password : | ““““““““

Working Directory (case sensitive) : ||:|:|a|:hiai.-"2|:||:|5|:hamp35ummer

Working Directory examples - HT: mainresults; Unix: mainfresults

Cloze Web Site

Upload Event Schedule

Upload Default Result Pages

Upload Psych Sheetz for Hounds Mot Done

o) o) ) ) —

Upload Beszultz for All Completed Houndsz

[T Create files, but do not Upload ¥ Upload Psych Sheets only

Enter the Time Tria entries into the computer during the meet. During the relays complete
the seeding to combine events of equal distances to maximize lane usage. Use the sessions
page to align the eventsin order to make it easy for the officias to run the time trials. Just
overtype the sequence number to change the order.

Backup the meet database at the end of each session. Just in case issues occur with the meet
database.

Provide feedback to the Meet Director on any updates to these roles.

Award Ordering / Awards
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Secure a vendor for awards.

Order sufficient awards for al individual and relay events. Insure extra awards are ordered
to address any ties. Review the league by-laws for the championship meet. There are
requirements for the type of award and counts based on whether thisis a summer or winter
championship meet.

Check with the meet director on the cost for awards. Start with a cost of approximately
$2.50 for medal's (we need over 1,500 for Winter Champs). Ribbons should be good quality
with tags and strings. Flat ribbons are probably inappropriate.

Remember thisisaY event. Y ou should be able to purchase with the tax exempt number of
your local Y.

High point awards. The by-laws have specific statements about high point awards.

Secure team awards for the winning team (according to the by-laws and meet packet).
There is arotating plague for the winning winter team. How does a team get the check to
deal with their own award?
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Insure heat winner ribbons are ordered. Use the prior year meet heat count as a basis for
ordering and insure at least 10% extra.

Participation awards for all swvimmers? We'll need to have a pretty good estimate of the
awards count to get these in before the meet. The count of awards are given to coaches
based on the athlete count entered in Champs — thisis not a count of all league swimmers.
Order plenty to make sure no swimmer goes away empty handed.

Awards should not be started right away the first day of the meet. The awards team can
process those awards late the first day and catch-up at the beginning of the second day. This
prevents any errors from creating any rework (from the first day).

The Awards team is responsible for printing labels as events are completed and posted. This
puts the responsibility for any errorsin double printing with the same group. The league has
aversion of meet manager that allows a*“check-mark” to be made after labels are printed.
Since there have been issues with duplicate awards, the awards team will hold the
responsibility for label printing and award assembly throughout all days of the meet.

No awards are to be processed until 30 minutes past the posting of the results page for public
review. Thisalowsfor protests of times by the teams.

Award labels are affixed to the bags for any medals. Experience with attaching labels to
the neck loop or the medal is undesirable.

Awards are held until the end of the meet and delivered to the coach (or representative).

Any awards not picked-up by the team are mailed to the team at their expense.

Consider abag (or two) for each team for collecting awards. Reisbeck grocery in Zanesville
or Cambridge has good bags with handles. Also consider Trader Joe' s with the same bags
(onein Columbus). Consider contacting someone on ateam in those citiesto see if they can
get a supply to use at Champs.

The team ordering awards should submit the invoice for the awards to the League Treasurer
for payment.

The Awards Ordering team keeps any extra awards and uses these to address any errors
identified after the meet (missing awards, etc). Delivery of any errors will be at the expense
of the league. Maintain receipts for this activity and seek reimbursement from the league
Treasurer.

Provide feedback to the Meet Director on any updates to these roles.

Secure Swim Apparel Vendor
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Bid requests are made to appropriate vendors.

The highest rate of return back to the league is selected as the vendor. Exceptions are made
if avendor is not of sufficient size to offer adequate amounts of on-hand supplies.

The vendor should be warned to leave materials inappropriate for YMCA meet at the store.
Consider anything with any offensive language or demeaning characteristics to be
inappropriate.

There are just 2 tables allocated from the rental at OU for the vendor. Other tables must be
requested well in advance of the meet, or brought by the vendor.

Communicate the information on vendor selection to the Meet Director.

All rebates from the vendor are to be sent to the league treasurer.

Provide feedback to the Meet Director on any updates to these roles.

Secure Other Vendors

0]
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Are other vendors appropriate for the meet?
Consider a photographer with an appropriate kick-back to the league.
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Maybe atag vendor and kick-back.
Provide feedback to the Meet Director on any updates to these roles.

T-Shirts
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Identify a production facility of the T-shirts.

Create adesign for the T-Shirts.

Review the design with the Meet Director (or League President).

Note thisisthe Southeast Ohio / West Virginia League (we are not a cluster).

Order date established.

Provide the flyer for posting to the League web site.

Checks from teams should be made out to the League.

Deliver an electronic copy of the design to the Meet Program team, for possible use on the
cover of the meet program.

Accept orders from each team.

Collect checks from teams on the first day of the meet.

Deliver team checks to League Treasurer.

Deliver the invoice for the t-shirt charges to the League Treasurer for reimbursement.
Provide feedback to the Meet Director on any updates to these roles.

Treasurer
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Get alisting of the entry fees from the Entry Chair.

Compare checks from the teams to the Entry Chair report. Discrepancies are added to the
amount to be collected or refunded to the team.

Get alisting of the Time Trial entries after the meet. These dollars are added to the amount
due from each team.

Send balance-due statements to each team.

Hospitality Room
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The team acquires food supplies and manages the hospitality room.

The teams are allocated an appropriate dollar amount for the meet by the Meet Director.
Hospitality is only available to coaches and officials. Timers are not eligible for the
hospitality room (but see below). Deck passes are typically colored as Saturday, Sunday or
both days to help hospitality understand the appropriate “ guests.”

Sufficient supplies are maintained. Consider:

o Individua servings of food and drink are more appropriate than bulk purchases. The
time and mess created when dealing with cups for drinks or plates for bulk items like
chips make individual servings more appropriate. Meat/cheese trays for build-your-
own sandwiches are appropriate.

o Bottled water in 500 ml bottles (or less) is akey need.

0 Sodapop isappropriate. Be sure abalance of diet sodais provided. All drinks
should be iced down early.

0 Appropriate early morning supplies are considered. Coffee should be started upon
arrival.

0 Lunch supplies are considered for any meet that covers the lunch. It is desirable that
one “hot” dish be supplied (sloppy joes, macaroni and cheese or some alternative).

0 Sweet treats like cookies, brownies or something similar.

o Consider afruit or avegetabletray.

0 Consider small “bathroom size” cups of trail mix for distribution.
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o0 Plates, cups, napkins, spoons, cream, sugar, €tc.

0 Wet wipes are arequirement of OU for the food permit.
Y ou should make contact with the concessions team and identify if you want to participate
in the purchase of pizza at the appropriate time. Y ou should be able to purchase pizza at the
wholesale cost used by concessions.
Make an hourly run of water to the timers and workers on deck. Y ou may also want to offer
asmall item like the trail mix or grapesin acup. Maybe even provide some cookies to deck
workers. Thetimers are not typical hospitality participants. But thisis agesture for their
tireless work.
Be aware of the food permit limitations created by OU.
Send receipts for purchases to the League Treasurer for reimbursement.
Provide feedback to the Meet Director on any updates to these roles.

Announcer / Display Board Operator
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Make announcements as necessary.
Announcer for the pool area and the Gym.(?)

Make no announcements between when the swimmers are “ stepping up” until the start of a
race.
The announcer will assist with calling relay races to behind the blocks at appropriate times.
They should have no more than three races behind the blocks. Other swimmers should
collect away from the blocks end of the pool.
At thefina heat of each race, look for swimmers who might break the league record.
Provide compelling commentary and note if the final display board times broke the record.
Results announcements are made to the spectators. Any league records broken should be
played-up to the spectators.

“ Quiet for the start” may need to be announced when the swimmers behind the blocks
become too loud. Seek your cue from the starter or the meet referee.

Consider having the heat start times printed in the meet program and skipping the message
board. This may be more important if we have to use the Grover Gym to house camp. In
that case the swimmerswill not be able to see the message board anyhow. If we don’t print
heat start times, then we need to get announcements to the Grover Gym.

As an aternative to heat start times, we may have a second announcer in the Grover Gym.
They would take input from the pool announcer and call heats to the blocks as necessary.
Provide feedback to the Meet Director on any updates to these roles.

Bullpen
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The primary goa of the bullpen isto maintain two heats of swimmers behind the blocks.
Utilize the headset to communicate to the announcer and display board operator when you
may need additional swimmers called to the bullpen. Avoid communication on the headset
between the command “ Step Up” and the start of arace.

Organize the swimmers in the chairs and deliver heats of children to behind the blocks.

If thefirst heat is reduced to one or two swimmers and there is an opportunity to consolidate
heats, communicate the situation to the Meet Referee for possible action.

No special activity istaken to announce for missing swimmers.

The bullpen is not operated for relay events.

Provide feedback to the Meet Director on any updates to these roles.



Deck Marshals
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Insures that only swimmers or adults with deck passes are allowed on deck.
Any adult requesting entrance without a pass should be sent upstairs or directed to the deck
pass distribution table.
Please be courteous to anyone working for the facility that may not have a deck pass.
There will be situations where a replacement timer is going to need to switch with atimer on
deck. Please work to accommodate these individuals.
Consider signs to post at each entrance indicating “ Swimmers and Meet Workers with Deck
Passes only.”
At Ohio University, there are 5 entries to the pool deck.
o Theladieslocker room.
0 The menslocker room.
0 Themain door on the lower level near the locker rooms.
0 Thedoor near the deep end, but across from the diving boards.
0 Thedoor near the deep end and adjacent to the diving boards.
Difficult individuals should be reported to the Meet Director.
Provide feedback to the Meet Director on any updates to these roles.

Concession Stand
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The concession stand team operates a concession stand for the patrons of the meet.
Profits from the concession stand belong to the team operating the stand.
Limited electrical appliances operation is allowed by OU in the operation of the concession
stand. That would tend toward crock pots, warmers, coffee pots and the similar appliances.
The teams need to be careful to not overload the circuits. There are limited electrical outlets
—and that should limit number of appliances utilized.
Consider swimmer appropriate snacks for your concession stand:

o Fruit

0 Vegetables

o Water

o0 Bages

o Gatorade/Powerade
Contact pizza shops at the site to identify the best deal for alarge number of pizzas. Share
the information about “ wholesale€” cost of pizzas with the team handling hospitality. They
may want to add to the order and provide pizzato the coaches and officias.
Consider spectator desires for the meet.

o Pop
Diet pop
Weater
Pizza
Donuts in the morning
Coffee -- bring in carafes of coffee made in your hotel room. One hotel with a
breakfast buffet supplied the coffee to the team for booking their block of rooms at
the hotel.

0 Pre-made sub sandwiches

0 Sweet treats like cookies, brownies or something similar.
Consider if you want to sell any highlighters or pens.
There is apermit involved with OU to have a concession stand. Work with the facilities
coordinator to insure your sale items are considered. The previous permit process has

O 0O O0OO0O0
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limitations regarding the usage of ice. OU also required providing wet naps for the patrons
to use for cleaning their hands.

Please clean up the concession area at the conclusion of the meet.

Provide feedback to the Meet Director on any updates to these roles.

Potential Additional Roles

o
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Team to deal with any lost and found items.

Team or individuals to help with pool setup.

Team or individuals to help with meet tear-down.

Someone to help organize and provide supplies.

Anindividual or team to deal with deck pass creation/lamination.

Stuff to prepare beforehand (move under a role?)

0 Havelanetimer sheets completed and sorted.

0 ldentify wherethe “breaks’ are for the lane timer sheets, so the scoring console knows when
to collect from the timers.

0 Complete the referee format of heat sheets.

0 Single column format
o Preferably bound at the edge.
0 Include heat start times.

0 Deck passes created for the various roles.

0 Have coaches packets prepared, with deck passes and heat sheets — only for _properly
certified coaches—in the envelopes. Include coaches notes (check with Referee on any
notes required).

0 Isthisameet where we need to do meet scheduling? Starting in 2004, we did summer meet
scheduling at the March Championship meet. Prepare the sheet for teams to do scheduling
and bring it to the meet for scheduling on Saturday afternoon (after time trials).

Setup ltems

0 Lay out the timer clipboards with the sheets for the lane. Include a pencil on the clipboard.

0 Have adequate copies of heat sheets for the officials. Prepare sufficient relay takeoff sheets
for the number of lanes and races for the day.

o Two tables under the high dive for the scoring equipment and |aptop for the message board.

0 Onetable on the 1-meter diving platform for the timing console.

0 One or two tables for the bullpen.

0 2 chairsbehind each block.

0 4 setsof 8lanesof chairsfor the bullpen.

0 6 Chairsto the scoring area.

o0 8Chairsto hospitality.

0 2chairsto timing console.

0 Tablesin the hospitality room for awards and hospitality.

o Caution tape on the counters near the starting end of the pool.

0 Post the sanction form.

0 Post the food permit from OU.

o Block off the one corner for the bullpen on Saturday night. Leave room in the corner for the
swimmers to gather (don’t push the chairs toward the wall).

0 Setup the message board.



Setup the computers. Insure communication between the computers, to the Internet and with
the timing console.

Setup the deck cables with the pad and two buttons. Insure proper communication between
the timing console and the scoreboard.

Check the laptop sound volume and test the playing of the National Anthem off of the laptop
and into the PA system.

Bring awards into hospitality/awards room.

Equipment To Be Brought
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Arrange for extra starting blocks from some West Virginia/M arietta team.

Spare start box.

Bring deck cables from Y’ s so we can finish at both ends. North has a 10 lane cable that’s
pretty much used twice ayear, so it’sin good shape. Purchased for North on the basis of
loaning for usage at Champs. League has 50 meter extension cable, allowing the cableto
wrap around the end of the pool to the diving platform area. Thereis also a short converter
cable that allows a standard deck cable to act asaB/C cable. LY ST has B/C 10 lane cable
to use at one end. We need to bring 3 cables plus the extension for all to work well at both
ends.

Touchpads from some teams. Need 10 lanesif we want both ends covered.

Need to bring somewhere in the neighborhood of 26 additional backup buttons. Need
second set of 10 on the blocks end of the pool. And then we need to fill 8 lanes with two
each at the diving board end of the pool.

Bring the 8 lane-oriented speakers from LY ST so the sound carries well across the 10 lanes.
Air-Horn for when it’s particularly noisy.

75 Foot cable with banana plugs at both ends. May need for starting on far cable. May be
needed as an extension for the speaker to the far side.

Need a single speaker with the long cable to string across the bulkhead for timers on the far
side of the pool to be able to hear the starter (with always starting on the block, we don’t
need the starter to switch ends anymore.

May need a phono-to-banana plug converter to allow the speakers to be plugged into the
new Colorado swim start.

Null modem cable to go from the Timing Console to the laptop. With the timing setup in
the diving area, alonger cable would be more useful. In Summer 2005, we used several
USB cables strung together to make the distance.

Buy an extra microphone for the Colorado start box.

Consider an extra microphone with the long cable. Useful for the recall starter.

Gun for the recall starter and for the 500s.

Consider renting radios for communications between the pool and the Grover Gym.

Make arrangements for the display board, interface and |aptop from Jerry Garver Y (could
use the Garver software and use the laptop Jon has as the networked meet manager
connection).

League laptop for Meet Manager (consider a backup laptop just in case).

League Printer.

Backup printer. Can also attach the backup printer to the backup laptop and use the extra
printer to print award labels.

Can we bring a bright vest for the deck marshals to wear?

League clipboards for timers.



Supplies to Bring
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8 D-Cell batteries to load the Colorado Timing Console as a backup.

9 Volt batteries for the PA system wireless microphone.

Box of AA batteries for officias headsets (or whatever size necessary).
Award label's (and make sure there are spares for mistakes).

Printer paper.

Caution tape (or rope) to block off the counters on the inside wall.
Sharpened pencils.

Pencil sharpener.

Magic Markers.

Highlighters.

Stretch straps to hold the floating bulkhead in place.

Short toggles to attach wires to the bulkhead or other items to the blocks.



