[bookmark: _GoBack]Colorado Swimming Swimposium October 7, 2017 9:00 AM – 12:30 PM
Meet Director/Entry Chair, Administrative Official, and Timing Console Operator (CTS 6)

This clinic will cover three areas of a swim meet; what the Meet Director/Entry Chair does for a meet; what the Administrative Official does before and during the meet; and what the Timing Console Operator does before and during the meet. We will have a CTS 6, harness, connectivity tester, and a button for the visual demonstration part of the Timing Console instruction. 
Meet Director/Entry Chair (9:00-~10:15):
	How to have a well-developed Meet Announcement template for the same meet you hold each year-what should be included where and what can be omitted 
How to build a Meet Announcement for a new type of meet you are hosting (Dual, Intra-squad, Prelim/Final, IMX, Pentathlon) 
What to put in the Meet Announcement for a High Point awards meet and how to break the ties
	Prior, proper planning – who should be involved; who has a voice; who has a vote
	Filing for a sanction and getting it right the first time
	Financial responsibilities and reports
	Obtaining and organizing volunteers (Resource: HostGreatMeets.com)
	Building a good and SAFE warm-up schedule
	Pre-meet: Coordinating with Entry Chair, Coach, Meet Referee, and AO 
	During meet: Signs, Staffing, Announcements, Safety (Risk Management and Safe Sport)
	Post meet: Information distribution; submitting financial reports
Entry Chair-Meet Manager skills:
What/when decisions need to be made by the Meet Referee; when to “freeze” the database and print heat sheets
	Building Meet Manager database based on Meet Announcement information; reuse prior db vs. building new; update: sanction number, dates, report information, entry fee and surcharge; exceptions report; send registration report to CSI office; run entry fee report for collecting money; setup for unattached swimmers, etc.

10-minute break 
Administrative Official (~10:25-~11:35) 
Presentation – certification/refresher clinic  
Meet Manager tricks and tips
Quick Guide handout for timing issues
Setting up Meet Mobile connection – what to make available; are you charging for anything
Attendee questions regarding Meet Manager

10-minute break
Timing Console Operator (~11:45-~12:30):
Review equipment for CTS 6
Checking setup requirements for sending data to Meet Manager
Checking equipment and interface connections; downloading file to CTS
Procedures for operating the timing console during the running of the meet
Tips handout

