
      
  

    
  
    

   

  

     
  

        
 

    

      
   

     
 

     

     
    

 

  

   

  

    
    

  

  
 

    
 

    
 

  

   

  

   
 

 
   

CLINIC NOTES – ADMINISTRATIVE REFEREE 
 Oversees and ensures compliance with administrative rules. 
 Athletes are NEVER penalized for mistakes by meet management.  Benefit of the doubt 

always goes to the athlete. 

 Position usually needed only at championship-format meets, otherwise handled by Meet Ref. 

 Every meet is different -- depending on other meet management volunteers and their 
experience levels, meet complexity, etc.  May be supervisory or very hands-on. 

 Decide division of duties and authority with the Head Referee well before the meet. If 
possible, participate in review of meet sheet, with rules and practicality in mind. 

 Coordinate decisions with the Head Referee -- know and support what each other is doing. 

 Know the rules: meet sheet, Pacific Swimming, USA Swimming. Also helps to know what 
the computer software can and can't do for you. 

 Pre-meet: many problems can be solved before the meet with good communication with 
meet personnel. 

 Responsibility may include supervision of any or all of the following: 

• Entries and eligibility. Pre-meet, ask questions, learn the meet host's process, ensure 
that they comply with meet rules, request adjustments if necessary. Address issues or 
mistakes at the meet.  Know the swimmer registration rules/process. 

• Check-in 

• Scratches (at check-in and in computer) 

• Event closing and seeding 

• Investigate and fix errors in any of the above: 
o Wrong event limits being used - verify and fix. 

o Scratches missed (easy: just review/adjust process for future events) 

o Wrong swimmer(s) scratched (watch out for similar names!): may require 
reseeding or splitting heat(s) to allow swims. 

o Re-seeding: consider (1) time left before event, and (2) severity of problem.  
Fairness to swimmers should be the final guideline, even if meet has to be 
interrupted. EVERYONE gets new paperwork (preferably a different color), 
announce ASAP. 

o Or it may be a simple fix (put swimmer in empty lane, etc.). 

o Re-swims or special swims may be allowed due to meet management errors or 
other circumstances beyond swimmer control.  Coordinate similar to swim-
offs below. 

o COMMUNICATE, Communicate, communicate!  You will make changes 
that affect many other people: swimmers, coaches, officials, timers, Colorado, 
computer, check-in, announcer.  Know what information they already have, 
what they need, and what is changing.  Use your announcer. 

Clinic Notes – Administrative Referee Page 1 of 5 
Zone-4 Pacific Swimming (J. Morefield 03/2012) 



      
  

    
    

     
  

   
     

   
  

 

    
 

   
 

  
  

   

  
  

 

     

    

    
 

   
 

 
 

 

  
    

   

     
   

  

   

  
 

   
 

• Changes during competition (split heats, athlete swam in wrong lane, etc.)  FOLLOW 
THROUGH, make sure correct athletes and times get matched! 

• No-shows: verify check-in at clerk of course, follow up with coach/swimmer, determine 
any extenuating circumstances, or make administrative scratches as rules require. 

• Relays: set workable entry deadlines; verify compliance with entry rules (including 
alternates if any); consider printing and returning relay cards to coaches. 

• Requests for split times: help arrange back-up timers; inform corner if announcement 
needed before start; ensure correct recording in meet results (may require creation of 
extra event in computer, always non-scoring/exhibition, etc.).  

o If requests numerous (1000s during 1650s, etc.) consider "blanket" recording 
of splits if computer can handle workload. 

o Intermediate backstroke splits CANNOT be verified after the swim (finish 
rules). 

• Results and scoring 
o Ensure advertised scoring system is being used 

o Ensure only eligible athletes, relays, etc. are being scored. 

• Timing corrections 
o delegate straightforward issues (touchpad delay, all other back-up times 

consistent.) 

o Ensure adjusted back-up times accepted in computer. 

o Make sure you are included in more complicated/inconsistent situations. 

o Use common sense, consult other data (order of finish, coach times, etc.) as 
needed. 

o Bad heat (electronic system failure): ensure problem is identified and fixed 
before meet continues.  Make sure Colorado knows about Manual Start, 
Accept Start Without Reset, etc.  Make sure corner knows to watch for re-set 
dots on scoreboard.  Monitor/help with timing corrections to ensure correct 
adjustments to back-up times; 

• Recording and reversing DQs 
o Ensure DQs are recorded correctly in results, or fix and rescore. 

o Ensure reversed DQs are backed out, event rescored ASAP. 

• Re-scoring results -- may be needed for scoring errors, time corrections, DQ changes. 
o Notify awards ASAP. 

o Print on different color if possible. 

o Rescored results should be announced when posted. 

o Rescored preliminary results re-announced in full, resets clock for scratch 
deadline. 

o Errors discovered after finals close MUST be fixed manually and 
communicated. 
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• Multiple issues/problems: don't allow meet to go faster than you can! Many problems 
need to be fixed first (the ones that will get bigger if you don't), even if it causes delays.  
But try to avoid delays when possible. 

• Preparing for Finals 
o Work with Announcer for correct announcement of preliminary results 

o Correct terminology: 2nd Alternate, 1st Alternate [Bonus, Consolation, 
Championship Finalist] 

o "Swim-off Required" – should be announced along with results – your cue to 
arrange ASAP (see below). 

o Finalists have 30 minutes to scratch or declare their intent to scratch. 

o Announcer records time on their sheet, passes to you to insert in scratch book. 

o Maintain and Supervise Scratch book (or delegate). 

o Inform swimmers of their options (intent vs. definite scratch). 

o When does swimmer need to finalize intent? Consequences if they don’t. 

o Scratches may create new swim-off situations – be alert! 

o If possible, use down time (before and/or after closing) to inform coaches of 
"scratch-ups" into final or alternate positions.  (Can compile separate sheets 
for each team: swimmer name, distance and stroke, new position.) 

o Closing events: should you accept late scratches?  What is fairest to the other 
swimmers? Be reluctant, make sure swimmer understands rule for next time. 
Absolutely no scratches after final seeding has been approved by you for 
printing/posting (unless circumstances beyond swimmers control requires a 
re-seed.) 

o ALL scratch book paper (results and scratch sheets) should reflect the same 
information, so there is no confusion by computer operator.  Record all 
scratches on result sheet. 

o Mark through remaining blanks on scratch sheets to close. 

o Unresolved Intent to scratch IS SEEDED into finals – make sure computer 
operator understands. 

o Request one review copy of finals program to review before production. 

o FINE TOOTHED COMB: review everything carefully! 

o Number and order of heats for each final event. Times and seeding look right. 

o Scratches properly applied. 

o Short-cut (after thoroughly checking a few): check first seed, last seed, 1st & 
2nd alternates against your marked-up preliminary results sheets. 

o Swim-off results properly applied – be careful! 

o Approve for printing and distribution. 
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• Swim-offs: read and understand 102.5.2! 
o Required when swimmers tie for POSITION (heat or alternate, not merely 

seeding) in finals.  (Tied seeding within a heat chosen randomly by computer.) 

o Be alert, Arrange and confirm with coaches/swimmers ASAP. 

o Rules require no later than 45 minutes after last heat of a swimmer’s 
preliminary events that day. Not always practical/possible for the swimmers. 

o Other options: just before/after an intervening session; during an intervening 
session; just before finals warm-ups; just before finals (affected finals will 
have to be re-seeded/re-posted). 

o Notify officials, arrange for timers. 

o Coordinate and review generation of all paperwork (computer creates special 
swim-off event, seeds swimmers into center lanes, prints sheets for officials, 
timers, announcer, Colorado, posting on wall). 

o Observe swim-off races if possible. 

o Coordinate processing of swim-off results ASAP for Finals seeding, 
DOUBLE-CHECK final seeding against swim-off results.  Seed times for 
finals are PRELIM (tied) times, NOT swim-off times. 

o A swimmer may choose to "forfeit" their swim-off option any time prior to 
the swim-off. In that case there is no swim-off, and the other swimmer is 
declared the "winner" for purposes of finals seeding.  The forfeited swimmer 
remains eligible for the other disputed position in finals (if any). Document 
on the paperwork! 

o DQ during swim-off: same effect as a "forfeit" above. 

o Tie during swim-off: requires another swim-off process if wanted by both 
swimmers. 

• Monitoring Finals 
o Be ready to quickly fix any errors discovered. 

o Coordinate protocol for closing heats, calling alternates, to ensure consistency. 

o Alternates may ONLY swim in SLOWEST of final heats – make sure 
everyone understands. 

o Final heats slowest to fastest: empty lanes in faster heats are NOT filled. 

o Final heats fastest to slowest: empty lane(s) are filled by fastest swimmer(s) 
from next slower heat, with alternates filling in slowest heat ONLY.  (Lots of 
work, better to avoid.) 

o Monitor no-shows in-progress, observe protocol used each time, be ready to 
follow through with paperwork. 

o Declared False Starts NOT allowed in finals.  If a swimmer wishes to 
withdraw, or sits on block, referee should speak to them first to determine 
reason.  If not for medical reasons, make sure they understand that they will 
be scratched from the meet.  Excuse swimmer, DO NOT fill with alternate. 
Swimmer showed up and "owns" that lane. 
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o Determine any "circumstances beyond swimmer’s control" in coordination 
with Meet Referee, Coach, Swimmer.  If other than a "medical scratch," try to 
speak with no-show swimmer separately, ask open-ended questions about 
what happened. 

 Special Situations: 
o 8 + 3 Super-finals at High Country Championships -- top 3 needed manual 

seeding last year to get them into the center lanes.  Monitor and ensure 
conformance with rules. Special announcement protocol for prelim results. 

o King of the Hill qualifying, seeding, event limits, etc. 

 Supplies and forms as needed 

 Organizes/maintains paperwork as needed 

 Grey area situations: 
o New swimmer didn’t know he needed to check in to swim.  Swimmer’s first event 

is about to start.  Administrative Referee checks with Deck Referee, determines 
that there are no empty lanes available in the event.  Does not allow swimmer into 
his first event.  Not fair to other swimmers who checked in, to make them wait 
while a heat is split. If an empty lane was available, the swimmer could have 
been allowed in the empty lane without impacting other swimmers. Swimmer is 
informed of rules, checks in for subsequent events. 

o Etc. 
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