Timeline leading to 

Seeding Meeting and Divisional Meet

Two weeks before computer entries are due begin confirming swimmer intent forms.

During the week before entries are due:
· complete confirmation of intent forms

· coaches enter swimmers for events in divisionals

· print outs are made, entries are checked and double checked for errors

· make arrangements and get supplies for seeding meeting
· Team Computer Operator must complete the Timeline of Divisional Instructions provided by the SAIL Computer Operator.  This timeline includes dates, times and detailed instructions for completing the swimmer entries for Divisionals and making checks and balances  

Weekend before Divisionals—on a date and time decided by the SAIL Computer Operator

· Team Computer Operator emails entries to the Division Computer Operator  


The team computer data entry records person must be available so the entries can 


be checked for problems
     No swimmer may be added or events changed after entries are emailed to Division 
Computer Operator.  

· Team Computer Operator emails entries and the PDF version of their team’s roster to the SAIL Computer Operator

· Divison Computer Operator imports all the teams and seeds the meet

· Division Computer Operator makes enough copies of the preliminary heat sheet to use for checking at the Seeding Meeting (2 per team)

Once meet is merged—information is not distributed (or e-mailed) to teams 

TUESDAY before Divisional---SEEDING MEETING HELD

Time and place to be determined by the meet director
See information on Seeding Meeting

Wednesday before Divisionals—Heat sheet goes to printer. 

Day of Divisionals – The following are due to the computer operator before the start of divisionals

· Check for splash fees made out to SAIL (if not paid at the Seeding Meeting)

· Commitment change forms-one from each team whether changes or not

SEEDING MEETING

Tuesday before Divisionals—Seeding Meeting 
Time and place to be determined by the Meet Director and the SAIL Reps.  

Who should attend: 

Meet Director, SAIL Reps and Asst. SAIL Rep, Division Computer Operator, Division Referee, Head of Records for Divisionals and Coaches (for the first 30-45 minutes) 
Coaches have no vote.

· SAIL Reps turn in all Intent to Swim Forms to the Division Computer Operator.  Forms must be in alphabetical order in a notebook

If these are forgotten someone must go get them—no exceptions

· Division Computer Operator will provide 2 heat sheets per team. 
· Coaches, SAIL Reps and/or team representatives to number no more than 3 per team (not including coaches) will review the heat sheets for typing and entry errors. 
· Data entry errors are reviewed according to guidelines and voted on by SAIL Reps.  All Teams must be present

· Scratches and approved corrections are entered into the computer and labels are printed

· Final information concerning divisionals should be presented by the Meet Director.


· Labels are placed on Swimmer cards and then they are sorted into events, then heats and filed for clerk of course.

· Division Computer Operator prints out ONE copy of the final heat sheet which is to be used for the Heat Sheet printing. All other copies are destroyed.  Seeding heat sheet is not to leave the seeding meeting or to be copied or distributed in anyway.  
· Division Computer Operator determines the entry fees that are owed by each team. Checks are then written and given to the Division Computer Operator 
Guidelines for Changes:
These are the reasons under which a change is considered:

1. Data entry error-burden of proof is on the team/coach to produce evidence of mistakes
2. Medical reasons-ex. Swimmer injured and unable to legally complete a stroke but could legally complete another

Late Entries and Deck Entries: Simple there are NONE

Each swimmer should have been contacted two weeks prior to seeding and intent to swim divisionals, Championships and Classics confirmed.  Lesson here is—enter the swimmer if you are unsure—swimmers can be scratched with no penalty from Divisionals. 

Only Deck changes for medical reasons will be allowed
Scratches:

Scratches should be brought to the Seeding Meeting. No vote is necessary to remove swimmers.  Any scratches after the Seeding Meeting should be given, in writing, before the beginning of Divisionals to the Clerk of Course, the tent parent and the referee.  At Divisionals there is no fine for scratches.

Re-Seeding:  Simple.  No re-seeding

 Except should scratches put a swimmer alone in a heat, Clerk of Course will reseed
Supplies Needed for Seeding Meeting


Several tables and chairs to sort cards


Large paper clips (500 large)


Rubber bands (100 large)


80 dividers marked with event names (if 2 days need 2 sets)


1 or 2 boxes (1 per day) to file the cards for Clerk of Course


Pens, Pencils


Paper for notes


Light snacks and drinks are nice especially chocolate

