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	Swimming NSW

	Front of Event Program Procedures Template

	A Resource for Clubs/Areas


Using this Template 
This Front of Event Program Procedures Template is a resource for Clubs and Areas when putting together their Meet Programs.
The Meet Program is the first piece of information a swimmer, coach or spectator should receive at the Meet and it should contain a substantial amount of information in regards to;

· Warm up/down procedures

· Safety precautions

· Starting procedures

· Key contact people for the Meet

· Sponsors if applicable

· Medals/finalist ribbons pick up instructions

· Where to find Results at the conclusion of the Meet

· And any other relevant information you wish to include
The template details what Swimming NSW suggests should be part of the procedures and instructions for swimmers, coaches, team managers and spectators when viewing the front part of the program.

Be sure to use the [italicised text]. The italicised text is there to help guide you by providing some more detailed questions you may like to answer when preparing your instructions and procedures. Please note: If a heading or section does not apply to your circumstances it can be ignored.
[Title Page for your Meet]

[You may want to insert your Club/Area logo, Title of Meet, Date of Meet, Venue etc]
[Conducted by Insert your Club/Area Name here]
OFFICE BEARERS – [Insert Year]
	PRESIDENT
	-
	[First Name, Last Name]

	SECRETARY
	-
	[First Name, Last Name]

	TREASURER
	-
	[First Name, Last Name]

	RACE SECRETARY
	-
	[First Name, Last Name]

	INSERT POSITION HERE
	-
	[First Name, Last Name]

	INSERT POSITION HERE
	-
	[First Name, Last Name]

	INSERT POSITION HERE
	-
	[First Name, Last Name]

	INSERT POSITION HERE
	-
	[First Name, Last Name]

	INSERT POSITION HERE
	-
	[First Name, Last Name]

	INSERT POSITION HERE
	-
	[First Name, Last Name]


 MEET DIRECTOR: [First Name, Last Name]
REFEREES:

Session 1:




[First Name, Last Name]
Session 2:




[First Name, Last Name]
Session 3:




[First Name, Last Name]
Session 4:




[First Name, Last Name]
President’s Welcome Message
[You may like to include a welcome message from your Club/Area President, thank sponsors, venue supporters etc for attending the meet. How many entries or teams have travelled to your meet, welcome any special guests, wish all swimmers and coaches good luck, thank coaches/technical officials for offering their time at the meet, wish everyone a safe journey home etc]

[You should include a Sponsors Page, if applicable]

[Insert Club/Area Name here]
MEET PROCEDURES

CONDITION OF ENTRY

[Are there entry times the swimmer needs to make in order to compete, is there any penalty for not swimming under those qualifying times, are there break times, is there any penalty for not swimming those break times, how are these time verified. Are there any other specific Conditions of Entry as outlined in your Event Flyer circulated prior to the meet. You should include this information here also]
CHECKING ENTRIES

[If there is a problem with any of the entries or Event Program who does the swimmer/coach/team manager see; Chief Recorder/Meet Director/President etc] 
MARSHALLING PROCEDURES
[In what time frame do swimmers have to report to the marshalling area, how are withdrawals determined, can a swimmer leave the marshalling area after they have been marked off or do they need approval from the Marshall first, do swimmers have to remain in the Marshalling Area until the Check Starter or relevant official directs the swimmers to the starting blocks, is there different marshalling procedures for relay teams and distance events, How are amalgamations or reseeds determined.

See example below;]

Any swimmer who fails to report personally to the Marshal at least ten (10) minutes prior to the scheduled time for the start of that session if entered in the first or second events, or at the time of the start of an event at least two (2) events prior to the event in which they are entered shall be deemed to be withdrawn. Once reported, a swimmer is not permitted to leave the marshalling area unless approval is first obtained from the Marshall. All heats (including heats of 800 metres and 1500 metre freestyle) shall be deemed to be one event for the purpose of this rule. 

For Example: If entered in Event 9, the swimmer must have personally reported to the Marshal before the start of the first heat of Event 7.
NOTE: Once swimmers have reported to the Marshal they must remain in the Marshalling Area until directed to their starting positions by the Check Starter.  Failure to remain in the marshalling area may result in the swimmer being debarred from that event.

Coaches or parents are not permitted to be in the Marshalling Area.  Refer Swimming New South Wales Ltd. Swimming Rule SW10.18.

In the event of there being sufficient withdrawal from the heats of an event, which would enable the number of heats to be reduced, the Referee may at their discretion either amalgamate heats by filling vacant lanes in a heat or heats with those swimmers whose heat has been cancelled, or reseed the whole event.

All entrants in meets conducted by Swimming New South Wales must abide by, and be subject to all the rules, policies and procedures of the meet as decided from time to time by Swimming New South Wales Ltd.

[You may have other specific marshalling procedures for your carnival including restrictions on who should and shouldn’t be in the marshalling area etc. which you would include here.]

WITHDRAWALS

[You may wish to re-state the withdrawal procedures here also as in the Marshalling Procedures section such as Swimmers who fail to report to the Marshal by the specified time shall be a withdrawal]
MULTI – CLASS EVENTS (MC)

[This section should read;] 
“All MC events at this meet will be conducted as per Swimming NSW Rules for a swimmer with a disability in competitive swimming.”
MEDAL CEREMONY
[When are medals awarded to swimmers, when should they report to the presentation area, where is the presentation area, should swimmers be wearing club apparel to receive their medal, are there restrictions on when swimmer can/cannot collect medals, is there a meet contact person if a swimmer misses out on a medal]

FINALIST RIBBONS

[When are finalist ribbons awarded to swimmers, when should they report to the presentation area, where is the presentation area, should swimmers be wearing club apparel to receive their finalist ribbon, are there restrictions on when swimmer can/cannot collect finalist ribbons, is there a meet contact person if a swimmer misses out on a finalist ribbon]

RESULTS

[Where will the results be posted at the meet, where will the results including PDF, Pointscore, Meet Manager or Team Manager shells be available after the meet e.g. Club website, by contacting the meet organiser, when will these results be available on the National Results Database so as swimmers can used the times for Online Entries]

[INSERT TITLE OF MEET HERE] STARTING INSTRUCTIONS

[Your meet should be conducted under the Rules of Swimming NSW and therefore the following starting instructions should also apply to your meet. If your meet has any specific starting instructions you should include them here also.]
1. When the swimmers have been placed behind the starting platforms, the [Starter/Announcer] will announce the Event and Heat number, e.g. Event 4 Heat 3.

2. On the long whistle from the Referee, the swimmers shall step onto the starting platform and remain there. For Backstroke and Medley Relay events they shall immediately enter the water and a second long whistle shall bring them back to the starting position.

3. On the command “Take your marks”, the swimmers will immediately take up their starting positions with at least one foot at the front of the starting platform, or in the case of a Backstroke or Medley Relay event, their starting position in the water and remain stationary.

4. When all swimmers are stationary the Starter shall give the starting signal.

5. Any swimmer starting before the starting signal has been given, shall be disqualified. If the starting signal sounds before the disqualification is declared, the race shall continue and the swimmer or swimmers shall be disqualified upon completion of the race. If the disqualification is declared before the starting signal, the signal shall not be given, but the remaining swimmers shall be called back and start again.

6. Swimmers must finish in the lane in which they start, and will remain in the water in their lanes at the finish of the event. On the signal from the Referee swimmers are to leave the water by the side of the pool.

7. In an Individual Medley event, the sequence of strokes is Butterfly, Backstroke, Breaststroke, Freestyle. In a Medley Relay event, the sequence of stroke is Backstroke, Breaststroke, Butterfly, Freestyle.

8. In 800 and 1500 metre events, lap counters will be displayed at the turning end of the pool to advise the number of laps to be completed. A warning whistle will be given when each swimmer has two (2) lengths plus five (5) metres of the course to finish.

NOTE: If, because of the length of the program, “starting over the top” is used, swimmers from the preceding heat are to move to the side of the lane, against the finishing wall, and remain still. When the next heat has started they should leave the pool by the sides as quickly as possible.
PARKING
[Some venues have specific parking requirements or additionally have reduced parking costs for meet spectators. You should include this information here also]
[Insert Title of Meet here] WARM UP/WARM DOWN PROCEDURES

WARM UP

Time: [When will warm up commence and end, is there more than one (1) pool available for warm up, is there more than one (1) time for warm up allocation, is there any restrictions to who can access pool deck at this time]
Location: [is there more than one (1) pool available for warm up, detail the specific procedures for each of those pools and each of the lanes e.g. Lane 1: Dive sprints only, Lane 2: Circle swimming only etc, what direction do the swimmers swim in, is there diving  allowed from each of the lanes]
Safety: [are there any safety requirements swimmers and coaches need to observe during this time]
Instructions: 
EXAMPLE: Warm Up for 6 Lane Pool

In the interest of swimmers safety, the following general pool procedures for the MAIN COMPETITION POOL must be observed throughout the meet: 

Entry to all lanes in the Main Competition Pool will be “feet first, from a sitting position”. Swimmers can only push start, and should observe a “keep left” rule at all times.  The exception to this rule is lanes 1 & 6 during the last 15 minutes of the warm up period.

The usage of lanes 1 & 6 will change. Up until 15 minutes before the end of Warm Up it is reserved as a circle swimming lane. For the last 15 minutes it is reserved for dive sprints and walk backs and turn practice. During the last 15 minutes swimmers must clear the lane immediately, and use caution when doing a Backstroke start.

Lane 2 is reserved throughout the whole of the warm up period for Race Pace work only. 

Lanes 3 to 5 are reserved throughout the whole of the warm up period as circle swimming lanes.

EXAMPLE: Warm Up for 7 Lane Pool

In the interest of swimmers safety, the following general pool procedures for the MAIN COMPETITION POOL must be observed throughout the meet: 

All lanes in the Main Competition Pool, with the exception of lane 1 is NO DIVING, with entry to the lane “feet first, from a sitting position”. Swimmers can only push start, and should observe a “keep left” rule at all times.

Lane 1 (Start End) is reserved throughout the whole of the warm up period for dive sprints and walk backs. Swimmers must clear the lane immediately, and must use caution when doing a Backstroke start. 

The usage of lane 7 will change. Up until 15 minutes before the end of Warm Up it is reserved as a circle swimming lane. For the last 15 minutes it is reserved for dive sprints and walk backs and turn practice as per the Lane 1 instructions. 

Lane 2 is reserved throughout the whole of the warm up period for Race Pace work only. 

Lanes 3 to 6 are reserved throughout the whole of the warm up period as circle swimming lanes.

EXAMPLE: Warm Up for 8 Lane Pool

In the interest of swimmers safety, the following general pool procedures for the MAIN COMPETITION POOL must be observed throughout the meet: 

All lanes in the Main Competition Pool, with the exception of lane 1 is NO DIVING, with entry to the lane “feet first, from a sitting position”. Swimmers can only push start, and should observe a “keep left” rule at all times.

Lane 1 (Start End) is reserved throughout the whole of the warm up period for dive sprints and walk backs. Swimmers must clear the lane immediately, and must use caution when doing a Backstroke start. 

The usage of lanes 8 will change. Up until 15 minutes before the end of Warm Up it is reserved as a circle swimming lane. For the last 15 minutes it is reserved for dive sprints and walk backs and turn practice as per the Lane 1 instructions. 

Lanes 2 & 7 are reserved throughout the whole of the warm up period for Race Pace work only. 

Lanes 3 to 6 are reserved throughout the whole of the warm up period as circle swimming lanes.

EXAMPLE: Warm Up for 10 Lane Pool
In the interest of swimmers safety, the following general pool procedures for the MAIN COMPETITION POOL must be observed throughout the meet: 

All lanes in the Main Competition Pool, with the exception of lanes 0 & 9 are NO DIVING lanes, with entry to the lane “feet first, from a sitting position”. Swimmers can only push start, and should observe a “keep left” rule at all times.

Lanes 0 & 9 (Start End) are reserved throughout the whole of the warm up period for dive sprints and walk backs. Swimmers must clear the lane immediately, and must use caution when doing a Backstroke start. 

The usage of lanes 1 & 8 will change. Up until 15 minutes before the end of Warm Up they are reserved as circle swimming lanes. For the last 15 minutes they are reserved for dive sprints and walk backs and turn practice as per the Lane 0 & 9 instructions. 

Lanes 2 & 7 are reserved throughout the whole of the warm up period for Race Pace work only. 

Lanes 3 to 6 are reserved throughout the whole of the warm up period as circle swimming lanes.

WARM DOWN

Time: [Is there any specific times when  warm down commence and end, is there more than one (1) pool available for warm down, is there more than one (1) time for warm down allocation, is there any restrictions to who can access pool deck at this time]
Location: [is there more than one (1) pool available for warm down, detail the specific procedures for each of those pools and each of the lanes e.g. Lane 1: Multi Class Swimmers Only, Lane 2: Circle swimming only etc, what direction do the swimmers swim in, is there diving  allowed from each of the lanes]
Safety: [are there any safety requirements swimmers and coaches need to observe during this time]
Instructions: [You may wish to copy the warm up instructions or amend where appropriate]

WARM UP/WARM DOWN SET UP FOR COMPETITION POOL
EXAMPLE: Warm Up Procedures 6 Lane Pool
[indicate which direction this map is facing at both ends]
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EXAMPLE: Warm Up Procedures 7 Lane Pool

[indicate which direction this map is facing at both ends]
	1
	2
	3
	4
	5
	6
	7

	Dive Sprints

One way

walk back
	Race Pace

only

keep left
	Circle swimming
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	Circle swimming
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EXAMPLE: Warm Up Procedures 8 Lane Pool

[indicate which direction this map is facing at both ends]
	1
	2
	3
	4
	5
	6
	7
	8
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	8


EXAMPLE: Warm Up Procedures 10 Lane Pool

[indicate which direction this map is facing at both ends]
	0
	1
	2
	3
	4
	5
	6
	7
	8
	9

	Dive Sprints

One way

walk backs
	Circle 
swimming

only

keep left
	Race Pace
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	Race Pace lane
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EXAMPLE: Warm down procedures
	1
	No Entry to Pool
	 
	25m Dive Sprints one way.  
Walk back
	1

	2
	No Entry to Pool
	 
	25m Dive Sprints one way.  
Walk back
	2

	3
	Race Pace Lane.               NO Entry
	 
	Race Pace Lane.               NO Diving
	3

	4
	MC circle only.        Keep left. 

NO Diving
	 
	MC circle only.        Keep left. 

NO Diving
	4

	5
	Circle only. 
Keep left. 
NO Diving
	 
	Circle only. 
Keep left. 
NO Diving
	5

	6
	Circle only. 
Keep left.
 NO Diving
	 
	Circle only. 
Keep left. 
NO Diving
	6

	7
	Circle only. 
Keep left. 
NO Diving
	 
	Circle only. 
Keep left. 
NO Diving
	7

	8
	Circle only. 
Keep left. 
NO Diving
	 
	Circle only. 
Keep left. 
NO Diving
	8


POINTSCORE
[Will there be a pointscore, are there any awards for this, how is it calculated, are visitors included in the pointscore, if a swimmer is disqualified do their points achieved count, if there is a tie for placings how are points awarded ]

PRIZE MONEY

[Is there any prize money awarded, if so; it is in certain events, what place getters are eligible, is there club prize money etc]

PROGRAM OF EVENTS

[Insert your program of events or pre meet flyer here]













