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	Job Name
	MEET DIRECTOR - CLASSIC

	Summary
	Responsible for oversight of a session of the Classic Championship meet.

	Pre-Meet
	□  Participate in planning for meet; visit session location to determine logistics as necessary. 
□  Become familiar with job descriptions for each area of oversight at Classic Meet.

□  Assign park reps from each team in session to oversee one of the areas for Classic meet. 

•   provide current job description for that area to the appropriate park rep

•   provide park rep name, contact info and job responsibility to Classic Committee Chair for inclusion in Classic packet

□  Obtain names, emails and phone numbers for each team’s Classic Job Coordinator.
•   provide current Classic Job Coordinator job description to each team’s coordinator

•   provide coordinator names, emails and phone numbers to Classic Committee Chair for inclusion in Classic packet

□  Procure team swimmer estimates for meet (may be provided by Classic Committee Chair). 

□  Assign job types and number of jobs to teams based on numbers provided by Classic Committee Chair. 

1.   Update Job Signup Sheets for each team’s Job Coordinator (by typing in the name of the coordinator, phone #, email, and each job assigned to their team). 

2.   Email the completed Job coordinator sheets to each of the coordinators for your meet. 

3.   Let coordinators know in the email that the job assignments could increase or drop if there are wide swings in team numbers. 

4.   Ensure that each job coordinator received your email and understands their responsibility via a return email or phone call. 

□  Obtain completed copies of Team Worker Lists from job coordinator by designated date. 

□  Assist in preparing name tags for all park district reps in session, as necessary.
□  Assist in preparing name tags for all coaches in session, as necessary.
□  In coordination with Classic and City Committee Chairs, if applicable, schedule walk through of site with appropriate Aquatics Director. Communicate this information to all teams involved. 

□  Attend the scheduled walk through of site. 

□  Make sure that carpet runners for the floors are available and determine where these will be placed so that the floors are not slippery. 
□  Assign each team area and delegate reps to put up general signs, team area signs, results signs, and other signs as appropriate. 

□  Attend the scratch meeting prior to session; lead meeting if necessary.
□  Keep track of all changes to the heats.
□  Communicate regularly with Committee Chair to ensure documentation is updated and any issues are resolved.

	During Meet
	1)  Before meet, meet with the group of Naperville Swim Conference reps responsible for each job area and ask them if they have questions. Make sure that they let the job signup person know where they should send people after they sign in for jobs so they can meet with people. Make sure they take attendance. 

2)  Make sure job signup area is well-staffed with Naperville Swim Conference reps to coordinate job signups. 

3)  Make sure announcer meets with meet referee to discuss protocol for announcing events. 

4)  Ensure the flow of swimmers continues to move. 

5)  Keep meet going. (Example: if there is a false start and swimmers accidentally do not stop and complete a lap, talk immediately to the referee and ask that the next heat be started. Example: make sure announcer has stopped talking well before the last swimmer clears the last flag at the end of the race. An announcer can slow the meet down very much if the referee has to wait for them to be quiet before they blow their whistle. You and the announcer are crucial in the control of the pace of the meet. 

6)  Deck should be clear of people that shouldn’t be there. Use the head marshal and marshals on deck to be your eyes and ears for people who shouldn’t be there. 
7)  Primary focus during meet should be at pool deck, but ensure that other areas are checked on occasionally in case of issues that need to be resolved.

8)  Safety first – prepare accident forms as necessary. 

	Post-Meet
	□  Ensure each team area is clean before team reps are allowed to leave. 

□  Prepare summary noting the following: 

•  Time meet started and finished. 

•  Time last volunteers left the meet (computer and awards). 

•  Problems encountered. 

•  Why things went well. 

•  Suggestions for improvement in future. 

•  Suggestions on how areas ran efficiently. 

•  Suggestions to help future people in charge of particular areas. 

	Supplies
	Several bins to be provided to you by previous Classic Meet Chair


