Meet Day Checklist for Classic
6:00 to 6:20

· Tape up any outside Signs/Directions

· Check in with Aquatics Director

· Set up sign for location of Marshal Meeting
· Bring in T-Shirts/Cash Box
· Check areas to be roped off
· Check with Concessions People to make sure they have everything they need

6:20 to 6:45

· Oversee Worker Check-In

· Check Marshals (make sure Marshal Oversight Rep assigns Marshals asap)
· Check Heat Sheet Workers 

· Greet Officials and give badges
· Check in with Computer/Scoring
6:45 to 7:00

· Meet with Announcer (give announcements and explain that they should make announcements during race, not in between.  Never start when swimmers are inside the start/finish flags so don’t interrupt Starter/Ref).
· Make Sure Warm-Ups Start ok

· Check Team Area Person and say hello/explain job

7:00 to 7:25

· Scratch Meeting
· Take Attendance (If someone not there ask send Asst. AD or Team Rep to find or have announcer make announcement)  

· Make sure everyone has a heat sheet

· Introduce Self, Scorer, Head Ref, Starter, Asst. Meet Director

· Explain Process and start reading through Heat Sheet (ask to speak loudly and clearly if announcing a scratch – State Swimmer Name, Team, and lane being scratched)

· Announcements

· Coaches Must line up first two heats (6&U Mixed Free Relays)

· Due to Limited Space On Deck – swimmers not allowed to come to coaches to discuss races on deck.  Coaches please speak to your swimmers in the Gym area.

· If you have a special needs or disabled swimmer that request any special accommodation, please speak to the Head Referee immediately following the scratch meeting.

· Warm down pool or diving well is not in use

· 6&U are swimming exhibition and, like during the season, will not be DQ’d.

· PD Reps and Coaches alike, please remember to ensure that no food or drink other than water is brought into or consumed in the gym.  Also remember that your team will not receive its awards until your team area is cleaned and approved by MD or Asst. MD.

· If anyone has any questions or concerns please feel free to ask MD or Asst. MD.

7:25 – 7:45

· Meet with Officials to make sure they are good post meeting.  Make sure DQ cards available for Ref to hand out
· Make sure Results Folders by Scorer
· Timers Meeting.  Check to make sure Ref, Starter, or Timer Oversight Rep can/will conduct timers meeting.  Make sure deck runners understand roles
· Check on Bullpen and see how they are doing

· Check with Awards to explain that Award Runner should post results and make sure they know how and where.
7:45 to 7:55
· Warm up end – pool cleared

· Look for Singer for National Anthem and get set up (music?)
· Look to make sure relays are lining up

8:00 Start!

Check on Change over times and rove or send Asst. MD to rove to check on volunteers/oversight people.
End of Meet:

Check Awards Room

Clean up

Marshals at 1 & 2

Collect Team Signs and take down coach’s signs

Thank workers

Check and approve team areas

Take CCC awards to car and put in front seat

Check in with Aquatics Director to make sure he’s good with everything b/f leaving
MD should be last to leave

Post Meet: Go Home, Relax, Enjoy a Cocktail!  You deserve it! (
