TIMELINE FOR DIVISIONALS

January/February

· Decide Location of Divisional Meet

· Decide Meet Director

· Collect Information from past-meet directors

· Begin preparing budget for Divisionals

March
· Reserve Facilities—reserve pool with pool board or neighborhood.  You should reserve pool, surrounding facilities and clubhouse (recommend retaining clubhouse for entire week if possible)

· Notify Homeowners—the sooner you notify homeowners the more cooperation you will receive

· Prepare budget for Divisional Meet to present at April Meeting

April

· Present Budget to Division SAIL REPS

· Discuss Heat Sheet Sales 

Whether heat sheet sale profit will cover the cost of divisionals, whether to sell ads, etc. 

· Discuss Bleachers and Obtain Bleachers

Greenville County, 288-6470,  4806 Old Spartanburg Road, Taylors, SC  29687
Don Shuman 
don@gcrd.org
Write a letter (sample attached) or fax 288-6499
· Discuss Portalets

· Discuss the need for EMS (not a SAIL requirement, check with your pool- Some divisions use an on deck nurse from one of the teams who is willing to wear a beeper. This is what we do for Championships and Classics)
· Discuss Meet Referee.  This is the Meet Director’s choice but it is always good to get input from the SAIL Reps
· Draw for Practice Times.  Discuss team Divisional activities and try to work around those
Schedule Monday and Tuesday and allow Wednesday for makeup if possible

· Determine start time for the meet

· Draw for Warm-up Times

· Compile list of committees needed for Divisionals

· Compile list of duties for committees

· Arrange Committee Chairpersons at your pool

May

· Present Budget if not completed at April meeting

· Arrange for bleacher pick-up and return

· Compile for SAIL REPS for the June Meeting (see samples on Website)
Divisional Guidelines (this contains most of the information that should be discussed with the SAIL Reps)
Divisional Assignments (this can be given as a hard copy or emailed)
Divisional Welcome letter

· Meet with Pool Board concerning facilities and changes that may need to be made

Discuss electricity, spectator seating, tent locations, flow of swimmers, location of clerk of course, records, concessions, swimmer drop off, parking, sound system

· Arrange with surrounding churches, schools, etc for parking

· Solicit names for Starters and Assistant Referees, and the best Stroke and Turn
June

Week 1

· Schedule meeting at pool with SAIL Reps, Coaches, Referee, and Meet Director

· Schedule meeting with Pool Manager and Pool Board Chairman



Arrange pool closing for setup (recommend entire day before if possible)



Arrange pool reopening (recommend opening the day after divisionals if possible)



Determine cleaning, straightening, and moving of chairs, etc with pool manager



Arrange for practice times with visiting teams



Discuss parking and swimmer drop off

· Buy Supplies for the Seeding Meeting

· Make Nametags for Meet Director, Referees, Deck Marshals, Runners, Hospitality, Stroke and Turn, etc
· Determine number of Heat Sheets needed

· Locate someone to donate paper and printing of Heat Sheet if possible to off set cost and increase income to cover costs of divisionals  

· Make Parking Passes



Count spaces in parking lot



Decide who needs passes:
SAIL Reps (2), Concessions, Referee, Starters, Head Timer, Head Clerk of Course, Facilities, Lifeguards, Etc.

· Make Coaches Packets 



Include welcome letter, practice times, warm-up times, parking passes

food coupons or directions on obtaining food from concessions, rules concerning seeding and changes, drop-off times and directions

· Meet with Divisional Chairpersons



Ask for needs in a written list, including tables, electricity, etc

· Make Directional and Location Signs


Swimmer Drop Off, No Parking, First Aid, Etc


Recommend Laminating-to withstand overnight or rain 

· Distribute Divisional Assignment Sheet to SAIL Reps with a return Date

· Arrange security at the pool 

· Plan Heat Sheet Cover (can run contest at your pool or have someone design)

Week 2

· Survey the pool area to determine condition then make list for landscape and facilities

· Notify committees of necessary improvements

· Discuss with each area how to best set up (C of C, records, concessions, timers) to be the most efficient

Week 3

· Recruit tent and bleacher personnel

· Put up notice at pool concerning closing for Divisionals

· Buy Highlighters to sell with heat sheets

· Determine number of heat sheets to order (officials need only the actual guts which can save money)
· Check First Aid Kits (if using nurse discuss w/nurse)
· Inventory ropes, cones, chairs, tables, etc

· Review job descriptions of deck marshals, parking, etc

· Meet with committees for last minute needs and schedule set-up time

· Put notices of event in neighbors mailboxes

· ATTEND SAIL MEETING


Collect Volunteer sheets


Distribute reminder notices


Distribute Coaches packets


Discuss any last minute details

· REST  

July

Week 1

· Buy or Order Toilet Paper, Paper Towels, Trash Bags (large)

· Mark Tent Areas for Each Team (recommend spray paint)

· Make sure there are plenty of trash cans-buy extra if necessary

· Determine traffic barricades and secure saw-horses or make concrete

· Walk the areas, walk through the meet, check for swimmer flow, spectator flow, etc

· Make lists of things still to be accomplished 

· Check signs and make any additional ones necessary

· Remind Pool Manager of practice times with visiting teams

· Have Heat Sheets ready to print as soon as they are ready after Seeding Meeting

Week of Divisionals

· Be in touch with Divisional Computer Operator to make sure everything went smoothly with the merger

· Check supplies for Seeding Meeting

· Host Seeding Meeting

· Assemble Heat Sheet

· Set up Pool (walk through again to assure good traffic flow for swimmers and spectators)

· Put out No Parking Signs

· Set up a Table or area where you can be reached at all times

Your facilities chairpersons should also be located in this area if possible so they 
are handy if you need them (and you will!)

· Check sound system

· Check starter system (ask other teams to bring their starter systems as a back up)
August

· Attend SAIL Meeting

· Present financial report to the division 

This should be sent by email before the meeting if  anything needs to be discussed or if the SAIL Reps need to be prepared to pay additions costs not covered by the heat sheet sales)

· Contact Winner of Division and remind to take Trophy to TJS to have engraved

· Organize meet Director’s book while information is still fresh for the next year’s meet director

· Take Book to TJS 

