CLERK OF COURSE
Pre-Meet Responsibilities:
· Assist with labeling any pre-seeded deck cards

· For State Championship Meets:  Assemble meet equipment including scratch cards, time trials entry cards, and a method for collecting fees
· Attend all Steering Committee meetings as scheduled by the Meet Directors

· Coordinate with the Volunteer Coordinator how many volunteers you will need at each shift

Meet Responsibilities:
· At least 1 chairman must be present during each session

· Assemble young swimmers (as defined in meet entry letter) according to heat and lane assignments and distribute their cards

· Escort young swimmers to the blocks by heat

· Inform the Announcer of 1st and 2nd call for all events

· If necessary, assist Computer Operator in deck-seeding of events

· In prelims/finals meets, obtain a copy of prelims results from Computer Operator and document scratches during the 30 Minute scratch time; coordinate the announcements of the scratch deadlines with the announcer
· At State Championship Meets, handle all scratches and positive sign in procedures in collaboration with the Entry Chair

· At State Championship Meets, collect Time Trials entries and fees and assist Meet Director and Entry Chair in setting up the Time Trials session
Post Meet Responsibilities:
· Write an evaluation report of the Clerk of Course position and submit to the Meet Directors

· Participate in an evaluation meeting scheduled by the Meet Directors

· Turn in all collected fees with a financial statement to the Meet Director
Requirements:
· USA Swimming Administrative certification recommended
· Excellent organizational skills
· Able to deal with pressure in a congenial fashion
· Ability to handle children of all ages
