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Meet Director
In conjunction with the Meet Referee, has

ultimate responsibility for the event

Keys

e Surround yourself with good committee chairs
Do your homework!



Meet Director Responsibilities

Know the Rulebook
Be familiar with all contracts

Maintain communication with Committee
Chairs, Facility Personnel, Others

Do not over-commit to any one area
Run effective meetings and track timelines



Meet Format

* Type: Facilities, Needs, LSC

* Format: Age Group, Event Order, Seeding,
Relays,

e Officials: USA Swimming Rulebook, Article 102



Officials

Referee
Administrative Referee
Starter

Judge

Stroke & Turn

Timers

Marshalls



Basic Administration

Entries/deck entries

Check-in

Clerk of course

Marshalling swimmers to their events
Computer operator

Timing operator

Announcer



Admin Ref
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Ten Committee Chairs

Accommodations & Hospitality
Facilities, Concession & Security
Medical & Drug Testing
Publicity & Marketing

Finance

Volunteers & Runners
Ceremonies & Awards
Registration & Credentials

Time Trials

Printing



Accommodations & Hospitality
Committee

Select host hotel and block rooms at others

Provide meals each day of the meet for officials, staff
and large portion of coaches

Provide deck hospitality to officials and athletes
Provide Gatorade, water, fruit on deck



Facilities, Security, & Marshals
Committee

Make all facility reservations and follow-up

Make sure facility is in compliance with USA
Swimming Rule Book (Article 103)

Schedule facility workers

Review and staff for emergency procedures
Equipment

Accreditation



Medical & Drug Testing Committee

I”

Schedule an “on-call” physician

Provide a first aid room staffed by an
emergency medical worker

Provide a suitable area for swimmer rub-
downs

Work with drug testing personnel to assure
appropriate rooms, equipment, and
volunteers



Publicity & Marketing Committee

Send out press releases to local media

Follow-up with daily stories and results

Send appropriate materials to different media
Arrange for media credentials and seating

Schedule a meet photographer

Assemble a sponsorship program and seek sponsors
Decide on Meet Program and Goodie Bags

Sell ads on tickets, credentials, signage, in heat
sheets, etc



Finance Committee

Communicate expectations to all committee
chairs

Prepare budget

— Big 3 (pool rent, hospitality, copying)

Obtain permits

Prepare for cash handling and reimbursements
Prepare financial recap

Arrange for ticket sales booth



Volunteers & Runners Committee

 Work with all other committee chairs to provide
adequate number of volunteers

* Provide runners during each session for posting
results, printing, misc.



Ceremonies & Awards Committee

* Inventory all awards

* Schedule time to rehearse with volunteers
* Schedule speakers, singers, VIP’s

* Arrange for baskets, flowers, trays, escorts

* Establish ceremony protocols - Keep ceremonies short, but be
creative!

* Prepare staging rooms and awards platforms
* Music

* Public Address and Announcers

* Themes & Gimmicks



Registration & Credentials Committee

Use entry forms to prepare credentials and
packets

Work with Finance committee to arrange for cash
handling procedures

Prepare to sell tickets, heat sheets, results, faxes,
Internet services, etc.

Work with the Admin. Referee to supervise
Scratch Box



Time Trials Committee

e Have a full staff to run time trials (separate event)
e Utilize meet database

* Prepare for cash handling

* Post order of events for each day



Printing Committee

Have access to several copiers and technicians
Have heat sheets prepared at the start of warm-
ups

Post results immediately

Web results



Risk Management
Pre-Event Loss Prevention Planning

Participants

Event Staff

Facility (inside)

Facility Grounds (outside)
Spectators



Risk Management
Communications

Cell Phones

Radios with separate emergency channel
Public address system

Testing and backups



Risk Management
Medical Support

Participants and spectators
Communications

EMS scenarios

Lifeguards



Risk Management
The Event

* Facility Inspections
* Equipment Inspections
* Communication



Risk Management
Post Event

* Perform a complete inspection (preferably with
facility personnel) immediately after all event
staff has left to protect your organization from
post-event charges.



Facility set-up
USA Swimming Rulebook Article 103

Facility design/dimensions

Temperature (Air & Water)

Backstroke Flags (15 feet vs 5 meters)

Starting Blocks
* Equipment



Meet Director Timelines
(before the event)

1-2 Years: Attend similar event

1-2 years: Secure Hotel blocks

1 Year: Contracts and Sanctions

1 Year: Secure Facilities and Hotels

6-12 Months: Review Contract and Rule Book
6-12 Months: Assign Committee Chairs
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(before the event)

6-12 Months: Supply LSC with event details
100 Days: Arrange for housing for key officials

100 Days: Arrange for site visit with Referee,
Committee Chairs, Facility

3-5 Days: Receive and process entries

1 Day: Work with Referee on general meeting
agenda — see next slide



Coaches & Officials Meeting Agenda

Welcome

Introductions

— VIPs, Hosts, Juries
Referee — Technical Aspects
Event Logistics

— Ceremonies, Parking, Medical/Emergencies, Time Trials,
Hospitality, Socials

Venue Layout — see next slide
Conclusion
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Meet Director Timelines
(during the event)

* Perform daily safety walk-thru’s
* Confirm results distribution
e Confirm hospitality



(after the event)

Immediate: Post complete results on web

Immediate: Walk-thru of facilities with facility
personnel — document!

7-10 Days: Thank you letters to personnel, facility,
media, etc.

10 Days: Mail Results

30 Days: Complete paperwork and payment with
LSC, Facility, Others



Reminders

* Perform daily safety checks

 Have adequate number of functioning radios and
batteries

* Have info flyers at registration (socials,
accommodations, restaurants, grocery stores,
banks, pharmacies, etc.)

* Music (Anthem)



Thank you for your time!
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