MEET DIRECTOR
Pre-Meet Responsibilities:
· Must be registered as a Non Athlete member of USA Swimming
· Select Steering Committee co-chairs

· Organize and coordinate all meet activities

· Comply with USA Swimming and LSC rules for type of meet being hosted

· Confirm availability of meet facility for required dates

· Apply for and obtain a meet sanction from the Indiana Swimming office

· Schedule, construct agendas for, and chair all necessary meetings of the Steering Committee prior to the meet.

· Prepare meet binders and handbooks for all Steering Committee members

· Copy all meet related documents for distribution to Steering Committee members

· Prepare and distribute entry letter

· Make sure meet information is posted on IN Swimming and on club website

· Closely monitor the progress of each committee to insure that all responsibilities are being carried out in a timely fashion and in accordance with the budget

· Meet with the Facility Manager to discuss rules, concerns, needed equipment, and staffing necessary for hosting a meet at the facility.  Also, inquire as to whether there will be any events (walks, runs) that might impede the flow of traffic into the meet venue.

· Negotiate the facility contract with the Facility Manager and coordinate its signing and return

· If meet venue is IU Natatorium, contact Parking Services regarding any special events that may increase the cost of parking.  Notify accepted team of any unusual circumstances.

· Inventory all meet equipment to determine if any purchases need to be made.

· Arrange for the transportation of all meet equipment from the storage areas to the meet venue and back

· Establish meet guidelines and requests to distribute to the participating teams before the meet

· With the referee/Officials Chair, determine the lane assignments for warm up meets (except State Meets)

· Must be very familiar with all details of the meet entry letter

· Assemble coaches’ packets for distribution on the first day of the meet

· Supervise the coordination of all volunteers

· Coordinate the contracting of outside vendors

· Assist the Meets Sales Chairman in the selection of the meet logo and merchandise to be sold 

· After the entry deadline has passed, meet with Entry Chair to review entries, study time lines, determine pool assignments, and make any necessary adjustments to the meet

· Confirm the services of Methodist Sports Medicine (or other athletic trainer) and notify them of the meet hours

· Formulate an agenda for the first coaches meeting

· For State Championship Meets: Following Indiana Swimming guidelines, appointa Meet Evaluation Committee and a review Committee; schedule a meeting of the Evaluation Committee on the last day of the meet

· For State Championship Meets:  Attend the Indiana Swimming Championship Meet Coordination Meeting

· For State Championship Meets:  Select and order any complimentary items for athletes, coaches, meet committee, and officials
Meet Responsibilities:
· Prepare Officials and coaches sign in sheets and clipboards for placement at pool entrance

· Plan a daily coaches meeting to update any meet changes, address concerns, or answer questions

· Continually communicate with meet co-chairs as the meet progresses to address concerns, troubleshoot and evaluate

· Facilitate the printing and distribution of heat sheets to coaches and officials after scratches have been made

· Periodically check with the Starter to monitor the adherence to the timeline

· Address concerns brought forth by coaches, officials, spectators, and athletes

· Be available at all sessions to serve as the meet troubleshooter

· Facilitate the distribution and collection of meet evaluation forms

· Maintain ongoing communication with the coaches and officials as the meet progresses to solicit constant feedback and make necessary adjustments
· Periodically monitor the hospitality room supplies and authorize the purchase of any additional food items

· In a prelims/finals meet, coordinate the ordering of finals heat sheets with the Sales and Entry Chairs

· Maintain a high level of safety awareness for all attending the meet
Post Meet Responsibilities:
· Verify the referee has signed meet final results
· Compile and mail (or email) final results to all attending clubs

· Complete meet financial report and send to Indiana Swimming

· Submit final meet report to the board of directors

· Schedule a meet evaluation meeting with the Steering Committee

Requirements:
· Must be a USA Swimming member
· Strong organizational and leadership skills

· Understanding of USA Swimming and Indiana Swimming rules

· Ability to interact with visiting coaches and USA Swimming officials in a calm and professional manner

· Thorough knowledge of all aspects involved in a meet

· USA Swimming official certification recommended

· Ability to work under pressure with poise

· Good communication skills

