SWIM WAIKATO Inc.

POOLSIDE TEAM MANAGERS DUTIES

These are general guidelines for all meets.  Some things will not apply to smaller meets.

(ii) Swim Waikato will meet all reasonable travel and accommodation expenses related to carrying out the duties of Poolside Team Manager plus any expenses incurred during a meet directly related to this position; eg. Faxes, First Aid Kit requirements etc. 

Reimbursement is made after the next Board Meeting following the receipt of the Poolside Team Manager’s report. 

ALL receipts related to this position must be attached to the report please.  
1. Each club will probably have a Club Team Manager.  You should deal with these people and ascertain that they have adequate travel and accommodation arrangements.  They should supply these details to you.  

(Whilst it is not the Waikato Poolside Team Manager’s responsibility, check also that they have adequate transport to and from each session, it will save added worry if you know everyone will be at the pool on time.)
2. Ensure each club is familiar with the following:

(a) When the pool is available for training sessions prior to and during the meet, warm-up times, session times and Managers/Officials Meeting time and venue and also see that they have received a copy of the Psych Sheets prior to leaving to check that their entries are correct.  These are obtainable via the Internet these days.  www.swimmingnz.org.nz   
(b) Where they can collect their programmes and passes from.

(c) Ensure that each club knows where you will be seated at the meet and request that they sit as a Waikato Team.  Seating plan will be on the Web Page also and a copy in your TM Bag (hopefully) if SNZ get it on the web early enough.  If you have left prior to it being on the Web it will be available at the TM meeting and probably at Warmup the evening prior to the meet.
(d) Ensure that all swimmers and coaches are aware of the scratching rule.

If someone does not report to marshalling on time or just does not turn up for an event They Will Be Fined and this is payable at the meet.
(a) Swim Waikato’s Poolside Team Manager’s Bag:  This bag should contain the First Aid Kit, Waikato Banner, Fina Rules/New Zealand Rules, up to date and the relevant caps & polo shirts for those who have not already received these items during the current year.  Although you are not required to submit applications Waikato Records from National Meets it is an excellent idea to keep details of any records broken as these should be in your report.  All of the above can be collected from the Regional Secretary prior to your departure.

(b) Managers and Officials Meeting: Some meets have Team Manager Meetings prior to the start of a meet and others do not.  Newsletters will explain this situation and procedure.

If you are unsure of any procedural matters please see the Meet Director prior to the start of the meet or check with Control.

5.
At the Meet:

(c) Erect the Waikato Banner close to where your team will sit.  (If you are at the pool the day before it is an excellent idea to put the banner up then).  You may have already been allocated seating by the organisers.

(d) Take the first aid kit to each session.

(e) SCRATCHING RULE:  Scratchings for FINALS – must be submitted to Control within 30 minutes of the results of the Heat being posted on the notice board.  There will be a time written on the results.  

Ensure swimmers are aware of the Scratching Rule.  Swimmers will be responsible for any fines if they do not swim the final.  Fines are to be paid at the meet to avoid problems.  No refunds for any reasons now – medical included.

You do not need to scratch from the Heats BUT it is nice to advise Control so that the Marshalls are not looking for a missing swimmer.

(f) Ensure swimmers are aware of their events as the programme progresses.  This can be done with the assistance of each Club Team manager or coach.

(i) Relays:  
(j) Ensure that all relay swimmers/coaches are aware that the Relay Team as per the programme MAY NOT in fact be the final selected team.  The team in the programme has been computer generated and a swimmer at the meet might swim themselves into the team ahead of one of the computer generated swimmers.  You  need to check times swum prior to final relay selections and may need to make changes. Waikato Teams will have been entered for the meet and final suggested 

Team makeup will be provided by the Regional Recorder. 
(iii) Always ensure that all Club Coaches and Club Team Managers are aware of


the final selected team so that all swimmers are present for the relay event.  

Swim Waikato Caps must be worn for all Waikato Relays.  

(iv) The names of swimmers’ in each relay team, and their order of swimming, 

shall be advised to control at least 30 minutes before the start of the 

session in which the event is to be swum.  The composition of the relay 

team may be altered from that submitted by the Waikato Recorder.  
(v) ALWAYS complete the Relay Team Form at the meet as a confirmation.

(g) You will also need to complete a Relay Form for Club Relays (if there 

are any) and submit those.  Ask the relevant Club to complete that form for you.  

(h) Lodge protests if required, Fina Book and SNZ Regulations and Rules are 

supplied as part of the Team Managers Bag.  The Club wishing you to lodge the 

protest should hand it to you written out together with a Protest Fee of $50.00).  

Hand the Protest to the Chief Referee within ½ hr of the time noted on the DQ form OR the occurrence of the incident.  The only time you may have to put the Protest Fee forward yourself would be if you wished to protest on behalf of a Waikato Relay Team – you should obtain a receipt for reimbursement if this happens.  Do not be conned into putting up the Protest Fee on behalf of clubs.  If in doubt about the wording of a Protest please approach any Waikato official working at the meet and ask for their assistance (if you are able to do this without interfering with the meet) or speak to the Meet Director.  You cannot protest a fact.

(i) New Zealand Records will be attended to by the Meet Recorder, Waikato Records will be attended to by Swim Waikato Recorder BUT you need to know for your report who has broken records etc.
(j)
Results:  SNZ are only providing one copy of each Event Result now .
(k)
Mix with all the clubs and encourage team support, especially when a club 

(i) has only one or two swimmers.  Encourage teams to support swimmers in the 

(ii) Finals – even if that club does not have anyone competing, request them to come 

back for the finals.
(iii) Encourage vocal support – you could perhaps select a Team Leader.
(l) A written report is required by Swim Waikato on your return together with 

(iv) ALL relevant GST receipts.  Your report should include:

(v) A full team list

(vi) Name placings in finals  
(vii) A list of Records broken
(viii) Anything positive or constructive with regard to the swimmers and/or the meet.
(i) Excel spreadsheet – Meet template attached.
(m) Please make sure you keep all receipts for accommodation, travel etc. for 

(j) reimbursement by Swim Waikato on your return.  Reimbursement Form will be in the Team Manager’s Bag.  Swim Waikato do not pay for Food.
(k) Remember to enjoy the meet – ask the Meet Director any questions you may have, they are happy to assist, - put your feet up during breaks – have some fun.
