
Standard Swim Meet Jobs 
 

(These are volunteer jobs that our team needs to find volunteers to fill to 
RUN our meet.  There are other volunteer jobs (i.e. hospitality) that are 
 key to hosting a GOOD meet, but those jobs are outside the running of 

the meet.  Those jobs are not detailed herein.) 



Clerk of the Course:  
 Stay in communication with the Computer Operator by walkie-talkie because the 

Computer Operator gives instructions of when to close events. 

 Make sure each swimmer who has checked in has both initialed next to his name and 
marked each event number with either a circle on an X, and that all Xs have been 
initialed. If a swimmer has checked in incompletely, have the announcer call him back to 
Check-In.  

 If a swimmer wants to make a change before the event is closed, he can. Have him erase 
the mark on the event number and make a new mark so that it is clear.  

 The Computer Operator will give you scratch lists for each event and closing times for 
each event.  

 You may be given relay cards, and checks. If this happens, send them Meet Director.  

 At the end of each session (morning or afternoon), the check-in sheets need to be 
collected and given to the Desk person to file.  

 Be prepared to answer questions: for example know where the first aid kit is and where 
lost and found is.   

 The current (2015) rules do not penalize a swimmer who fails to show up for an event 
when he is called to the blocks.  He will get to swim the rest of his events; he will not 
have to return to check-in.  However, the missed event does count for any limit on the 
total number of events.  

 See separate sheet for Closing an event. 

 



 
Check-In: 
 Only pencils should be available for swimmers to use to check in, so changes can be 

made if necessary. Sharpies are for swimmers to write events on their hands.  

 Supervise swimmers during check-in. Swimmers  
o Check in using pencil 
o Initial next to their name 
o Circle event numbers they will swim 
o X and initial event numbers they will not swim  
o May write event numbers on their hands using a Sharpie 

 Swimmers can return to change which events they are swimming, as long as the events 
have not closed. To do this, they should thoroughly erase their mark, make a new mark, 
and initial it.  (If a swimmer’s mark becomes illegible, make a note next to his name, so it 
can be seen when the event is closed.) 

 Encourage swimmers to make lines in front of the check-in table instead of crowding.  

 Clearly indicate which lines go with which genders and age groups.  

 The current (2010) rules do not penalize a swimmer who fails to show up for an event 
when he is called to the blocks.  He will get to swim the rest of his events; he will not 
have to return to check-in.  However, the missed event does count for any limit on the 
total number of events.  

 See separate sheet for Closing an event. 

 

 

 



 
Closing an event: Instructions for Clerk and Check-In 
Note: It is very important to close events accurately and on time.  

1. At the specified closing time, two people are needed to close the event. This can be the 
Clerk and a Check-In person, or two Check-In people under the Clerk’s supervision.  

2. One person goes down the column for the event number on the check-in sheets and uses a 
pen to make a distinctive mark (horizontal line) on each number that has not been marked 
by a swimmer.  

3. Continue doing this for all the check-in sheets that have this event number. Note: there 
are event numbers that include multiple age groups, so you may need to look at multiple 
age groups.  

4. Next, this person goes down the columns looking for either this new horizontal line or the 
swimmer’s X, and reads the last name of the swimmer.  

5. The second person, who has the scratch sheet for the event, reads back the first name that 
goes with the last name.  

6. When the first person confirms the name, the second person highlights the name on the 
scratch sheet in yellow.  Be especially careful to mark the correct name; there may be 
swimmers with similar or identical names.  

7. If a name is highlighted when it should not be, scribble out the incorrectly highlighted 
name. 

8. After this has been done for all the check-in sheets that have this event number, the first 
person goes back and counts the total scratch marks (the horizontal lines and the Xs), 
while the second person counts the number of highlighted names on the scratch sheet. 
These totals must match.  

9. Record the total and the time at the bottom of the last column for the event on the check-
in sheets. Also record the total and the time on the scratch sheet and promptly return it to 
the Computer Operator.  

10. Use a ruler to draw a vertical line through the event column on the check-in sheets. 
(Placing a line of shiny clear tape down the column is a good idea because it will prevent 
swimmers from writing on it in pencil.)  

 
 If closing is not yet completed, and a swimmer wants to change his mark on the event, he 

may do so. If the swimmer wants to swim and his name has already been highlighted, 
scribble out his highlighted name on the scratch sheet.  

 A swimmer cannot change whether he will swim the event after the scratch sheet has 
been turned in to the Computer Operator. Explain this to the swimmer.  

 If there are problems, send the swimmer to talk to the Meet Referee.  
 If the swimmer was not scratched but does not want to swim, he may sit on the block 

when his heat is called and will not have to swim. Failure to do so will result in the 
swimmer’s being declared a no-show, but there is currently no penalty for this. 



Desk (also called Office worker): 
Desk is a position that processes papers and oversees Runners.  
 
When highlighting words on the papers, highlight in pink for odd (girls) events and in blue for 
even (boys) events.  
 
When check-in for an event closes, the Computer Operator will give you a set of papers: 
 Scratch sheet- gets filed under the event number in the file box. 
 Papers for referee and announcer- these papers look the same. On one sheet highlight 

“announcer”, and on the other highlight “referee”. For 50 meter (one pool length) events, 
there will be three copies. Mark the third copy “referee”. (In 50 meter events there is a 
referee on each end of the pool.) Staple the announcer’s copy together if there are 
multiple pages.  

 Colorado machine paper- this set will look slightly different. Highlight “Colorado 
machine”.  

 Two sets of heat and lane assignments- highlight the event number and description. Using 
the highlighter, write the event number in big numbers on the white space. If each set has 
more than one page, tape the pages in order in a column with clear tape.  Be careful not to 
cover up any of the names of the swimmers. 

 Timing sheets- highlight the lane number and keep these in order by lane number. 
All sheets except the scratch sheet are given to Runners and must be distributed promptly. 
 
After results from an event have been entered, the Computer Operator will give Desk 5 copies of 
results: 
 Highlight “post” on one copy. Write the event number in highlighter. If there is more 

than one page, tape the pages in order in a column with clear tape.  Be careful not to 
cover up any of the names of the swimmers. 

 Highlight “announcer” on one copy. Staple multiple sheets together. 
 Highlight “awards” on one copy, staple multiple sheets together. Clothes pin the awards 

labels to the paper. The awards paperwork from Friday afternoon should be held and sent 
to Awards Saturday morning. (No one works in Awards on Friday.)  

 Highlight “file” on one copy. Remove the clothes pin from the stack of papers that came 
from the Timing Judge (Intermediary), put the file copy on top and staple the whole 
stack.  File the entire packet under the event number in the file box. 

 Punch holes in one copy and put it in to the previous day’s results binder. There are two 
binders, one for girls and one boys. These binders will have all the results in order, so 
people can check results. 

The papers labeled post, announcer, and awards (and the awards labels) are given to Runners. 
Paperwork from results has lower priority than paperwork from an event closing. 
 
If you get any papers you do not recognize, ask the Computer Operator.  
 
(over) 



Desk, continued: 

At the SMM-SMAC meet, the 1500 meter free closes out of sequence; it closes before other 
events that are swum before it. When Desk gets the paperwork from the 1500 closing, send out 
all papers except for the timing lane sheets. Hold onto these until after the in-between races’ 
timing sheets have gone out. Be aware that the extra stop watches will be needed for the 1500 if 
it is run two swimmers per lane.  
 
If there are relays, you may be given relay cards and checks. Give the cards to the Computer 
Operator to enter them. Keep a list of how many relays each team has entered, and how much 
they have paid. Once they are entered, you will get back the cards and papers for the Announcer, 
Referee, and Colorado Operator. (There will not be any heat and lane sheets or timing sheets.)  
Send out the papers, but hold onto the cards. Have the Announcer tell the coaches that the relay 
cards are ready.  Swimmers or coaches will come to pick them up. On Sunday if the team has not 
paid, they do not get their cards back until they pay. If the team has already paid, they can take 
the cards. If no one has come to collect a team’s cards, send a Runner to give the cards to the 
team (if they have paid) or ask for payment (if they have not paid). At the end of the session give 
all relay money to the Treasurer or a SMM-SMAC coach. 
 
At the end of each session (morning or afternoon), the Clerk should collect the check-in sheets 
and give them to Desk to file in the file box.   
 
Desk should be very familiar with Runners’ jobs, make sure Runners understand their duties, and 
supervise them.  
 
 



Runner: 
Runners deliver and collect papers. Multiple Runners will collectively accomplish all these jobs. 
Usually different Runners handle different jobs.  
Desk gives out most of the paperwork, so when Runners finish tasks, they should report back to 
Desk unless they are collecting papers from the Timing Judge (Intermediary) or the Timers. 
 
When Desk gives out the papers from the event closing, Runners should take the papers to where 
they belong. This has first priority.  
 Referee paper(s)- goes to the Referee- official with the clipboard in the corner. Do not 

disturb the Referee at the start or end of a heat−wait. Some Referees prefer that the 
papers be set on the table nearby, so find out where the papers should go. For 50 meter 
(one pool length) events, there will be two copies of the referee papers. Find out if the 
corner Referee wants both copies or if the second copy should go to another Referee at 
the other end of the pool.  

 Announcer paper- goes to the Announcer- person seated with a microphone at the table.  
 Colorado Machine paper- goes to either the Colorado Machine Operator or the Timing 

Judge- both are seated in the corner; find out where they want the paper to go. 
 Heat and Lane assignments- (If each set has more than one page, tape the pages in a 

column in order with clear tape.  Be careful not to cover up any of the names of the 
swimmers.)  One set gets posted on the brick wall to the left of the bottom of the stairs, 
and the other set gets posted in the passageway to the right of the top of the stairs. (If it is 
raining, post the downstairs set in the tunnel.)  There should be a place for the girls’ 
events and a place for the boys’ events in each of these locations.  Tape each set to the 
wall with enough tape that it will stay. (Use the gray duct tape if it is windy.) When more 
space is needed, remove heat and lane assignments for events that have already been 
swum.  It is crucial that heat and lane sheets get posted promptly. 

 Timing sheets- go to the Timers. Be careful that each lane gets the right papers. To do 
this go down the lanes in order, read the number on the sheet and say “Lane 1” when you 
give out the Lane 1 sheet to confirm with the Timers that they are Lane 1, and so on. If 
the Timers are at the other end of the pool, try to give them their sheets there. If they are 
moving from one end to the other, wait for them to get to their lanes. At the start of a 
heat, stay out of the way and stand still. At the end of the heat, do not interfere with the 
Timers.  

Collecting papers is the Runners’ second priority. 
After an event ends, collect the completed timing sheets from the Timers and give these to the 
Timing Judge. Make sure the papers are in order by lane number.  
When the Timing Judge has completed packets, take these to the Computer Operator. 
 
When Desk gives out the papers from results, Runners should take the papers to where they 
belong.  This is the Runners’ third priority. 
 Post- goes on the wall outside the women’s locker room. There should be one area for 

girls’ results and one area for boys’ results.  Use enough tape to make them stay. 
 Announcer- goes to the announcer. 
 Awards and the award labels- go to Awards, located in the same room as Hospitality.  



Timing Judge (also called Intermediary): 
The Timing Judge processes papers and collects them into packets. 
 
When sheets of times print from the Colorado machine, check that within each lane the times 
from all the buttons are within 0.3 of a second of each other. If they are not, show the Colorado 
Machine Operator. If they are not quite close enough, but the official time is in the middle, 
ignore it. However, if one lane perpetually has more spread out times (or one time significantly 
earlier/later than the others) alert the Colorado Machine Operator, so someone can talk to the 
Timers.  
 
When you get a DQ slip: 
 Remember that the DQ slips are on carbon paper, so writing will transfer to lower ones; 

do not write on DQ slips when they are in a pile.  
 If the slip does not have a referee’s signature, give it to the off duty referee to sign.  
 If the DQ slip does not have the team of the swimmer, add the team to the upper right 

corner.  
  If there is a yellow slip attached to the white slip, remove the yellow slip and put it in a 

pile. 
  If you received a yellow slip without a white slip, treat it as if it were a white slip.  
 Then, record the DQ on the event sheet that lists all the swimmers by heat. On the blank 

next to the swimmer’s name, write “DQ” and the numbers that they violated. On the DQ 
slip, these numbers will be circled or the blanks after the number will be X-ed. (For IMs 
and relays, just write the numbers of the stroke infractions, not 41 or 70).  

 
Officials will sometimes need other information recorded on the event sheet, but they will 
explain what to write.  
 
Over the course of an event, you will accumulate papers. You will organize these into a packet 
and secure them with a clothespin. The papers for each event will go in this order, top to bottom: 

1. DQ slips and green false start slips 
2. Event sheets 
3. Referee’s papers (for 50s there will be two copies, put both in) 
4. Print-outs of times from the Colorado machine (in order of heat) 
5. The lane timing sheets (these should already be in order when you get them from a 

Runner) 
 
As you get papers, you can start making a packet. When you have all the papers for an event, and 
the DQ slips have stopped coming to you, give the packet to a Runner to take to the Computer 
Operator in the office. If late papers come in after the packet has been turned in, send the papers 
to the office.  
 



Announcer: 
The most important part of being the announcer is not talking when the starter and referee are 
starting a heat. If they are talking, you should not be.  
 
Before the meet starts you must announce the lane assignments for Timers, and names of 
swimmers who need to report back to Check-In.   
 
After each heat starts, you must announce the heat number and the number of heats, and the 
event number and description. For example, “In the water, heat 5 of 7, event 35, girls 11-12, 100 
meter freestyle.” 
If there is time and you can accurately pronounce the names of the swimmers, you may read the 
names and club affiliations of the swimmers in the water. If you think you will butcher the 
names, do not read them; it is not necessary.  
 
When you get results, you must announce that the results for that event number are posted.  
If there is time and you can pronounce the names of the swimmers, you may read the names of 
the swimmers in the top few places for each division. Again, reading the names is not necessary.  
 
When there are requests for replacement Timers or calls for a swimmer to report to Check-in, 
announce them.  
 
If there is time, you may use your judgment on making announcements about lost and found 
items, food and raffle sales, etc.  
 
 



Head Timer: 
 
The Head Timer has two stop watches to start at the beginning of each race.  

At the beginning of a race, there will be a long whistle, then the starter will say “Take your 
mark”, and then the strobe will flash (and the beep will sound). At the long whistle make sure 
that both watches are cleared. Start both watches on the strobe.  

If a Timer forgets to start his watch or it doesn’t start, he will try to get your attention or come to 
you to trade watches. Watch the Timers. If someone is trying to get your attention go to him and 
trade watches.   

If a Timer gives you a stopwatch that is not functioning, get a new watch from the Office. 

Some referees may want you to time the first swimmer to finish in each heat. Ask beforehand 
whether they want you to. If they do, and you still have a watch running at the end of the race, 
time the first swimmer’s finish. This time will rarely be asked for; it is a backup.  

Timers may ask you for people to replace them; relay these requests to the announcer.  

If people come to be replacement Timers, refer them to the lanes that need them. 



Timers: 

Each lane should have three Timers. One Timer will be in charge of the stopwatch, and another 
will be in charge of the clipboard. Timers should set their cell phones to vibrate or off so they 
will not disrupt races. At the beginning of each heat all Timers should remain still. 
 
Before the start of a heat, the Timer with the clipboard should try to check the name of the 
swimmer. If this is not possible, try to verify that the swimmer’s cap matches the team listed for 
the swimmer. For events involving 8-and-unders, particularly 50-meter events, it is very 
important to check the name of the swimmer. For 50-meter (one pool length) events, you will be 
at the finish end and should check the swimmer’s name as he or she exits the pool. If a swimmer 
does not swim, mark off the blank line by his name, so you do not write the next swimmer’s time 
there by mistake. When a runner gives you papers, check that they have your lane number on 
them.  
 
At the start of each heat, the Timer with the stopwatch should be able to see the strobe. If 
possible, you should be seated, but you may stand if necessary. At the start of each heat, there 
will be a long whistle, then the Starter will say “Take your mark”, and then the strobe will flash 
(and the beep will sound). At the long whistle make sure that the stopwatch is cleared. Start the 
stopwatch when the strobe flashes. If the stopwatch does not start, get the attention of the Head 
Timer to get a new running stopwatch. If necessary, walk to where the Head Starter is, but only 
if you will be back to your lane in time to press a plunger.  
 
Make sure you know how long the current race is, how many laps it is, and how far your 
swimmer has gone.  When the swimmer is coming back at the END of the race, all Timers for 
the lane stand up, walk to the edge of pool, grab plungers, and stand so they can see the wall of 
the pool. Each Timer may have only one plunger. When any part of the swimmer’s body touches 
the wall, each Timer pushes the button on his plunger, and the person with the stopwatch stops 
the stopwatch.  
 
Timers should step back to their seats, and the Timer with the clipboard should record the 
stopwatch time in the blank next to the swimmer’s name. Once the time has been recorded, the 
Timer with the stopwatch can clear it for the start of the next heat.   
 
If a replacement Timer is needed, someone should go to the Announcer or Head Timer. The 
Announcer usually is seated behind the Starter and Referee.  
 
When a replacement arrives, explain the job to your replacement and make sure he understands 
the job before you leave.  


