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WELCOME

Å The goal of any competition volunteer or official is to contribute to a fair, safe 

and positive competitive environment

Å The goal of this clinic is to:

1. Continue to develop a foundation for your skills as a swimming official

2. Provide you with an enhanced understanding of the rules of the Clerk of 

Course

3. Develop and understand for the role and key duties of the Clerk of Course
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PREFERRED PREREQUISITES

Å A general interest in the sport of swimming

Å An interest in the fair conduct of sport 

Å Practical experience as a timekeeper across a range of competitive levels 
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EXCELLENCE IN OFFICIATING

Å As an official, an individual must operate from a strong base. That base is made 

up of two factors ïone is the authority of the rulebook and the other is the basic 

philosophy that the officials conduct the competition in accordance with the 

rules. The official who has standards that differ from those in the rulebook may 

have their decisions challenged by coaches or the Referee. 

Å Following the rules tells everyone concerned with the competition that the 

decisions will be made in a fair and equitable manner against a known standard. 

ÅThe officialôs job is to uphold the rules by applying them in a fair and impartial 

manner and communicating their interpretation effectively.
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QUALITIES OF THE CLERK OF COURSE

ÅAttention to detail: to avoid mistakes and complete all tasks in allotted time 

under a certain amount of pressure (sometimes).

ÅCourteous: to work with a variety of people as a team and communicate 

effectively. Often the first contact at a competition for the coaches. 

ÅExact: to transfer appropriate and correct information.

ÅEfficient: to delegate tasks appropriately and avoid duplication of work.

ÅMethodical: to avoid omissions.

ÅPatient: to maintain a semblance of calm.
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OVERVIEW FOR THE ROLE OF CLERK OF 

COURSE

ÅResponsible for organizing and marshaling the swimmers on deck, seeding or 

reseeding heats and if instructed by the Referee, may combine heats where 

there are empty lanes.

ÅInform swimmers of their event, heat and lane assignments by handing out cards 

or posting heat sheets and updates to heat sheets as required.

ÅBe organized and consistent in the information provided to coaches, swimmers 

and support staff.

ÅMany of the job functions of the Clerk of Course are completed through Meet 

Management software such as Hy-tek or Splash therefore not all responsibilities 

are manual in nature.

6



CLERK OF COURSE 

KEY TERMS



CLERK OF COURSE KEY TERMS

Psych SheetsïRanking of swimmers entered in an event based on entry times.  

Swimmers with No Time are ranked last randomly

SeedingïRules to be followed to place swimmers in lanes and heats

Heat Sheets ïAfter seeding, listing of heats and lanes for each event

Entry CardïWhen seeding is done with a meet management software, the entry 

card for each swimmer or team indicates heat and lane assignment
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CLERK OF COURSE KEY TERMS

ScratchesïA withdrawal for an upcoming race from a swimmer or team

Deck EntryïA swimmer added to an event after seeding is completed

Positive Check-in ïA check-in to assure the clerk of course that a swimmer is 

present to race their event

No Show ïA swimmer that has failed to report to the Clerk of Course for their 

race (empty lane) without their knowledge

Swim OffïA race between swimmers or teams that have the same result time (a 

tie) in a preliminary event for the ñlast positionò into a final, semi-final or for an 

alternate position.
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CLERK OF COURSE 

DUTIES

DURING WARM-UP



ROLE OF THE CLERK OF COURSE

DURING THE WARM-UP PERIOD

ÅYou may be greeting the coaches and receiving scratch forms, giving them heat 

sheets and relay sheets, if applicable. You may also collect the team entry fees.

ÅThis is your opportunity, as Clerk of Course, to remind coaches of these 

important items:

o scratch deadlines for the session when applicable.

o scratch deadlines for finals when applicable.

o deadlines to submit relay names when applicable.

o deadlines for positive check-ins when applicable.

o receive all information and treat appropriately. 
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DUTIES DURING THE WARM-UP PERIOD 

UP TO DEADLINES

ÅPositive check-ins (finals & distance events)

ÅScratches (prelims or finals)

ÅDeck Entries

ÅRelay Cards / Forms

ÅCombining Heats (if instructed)

ÅSeed events if deck-seeded meet 
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POSITIVE CHECK-IN IN ACTION

ÅThe positive check-in is used to assure swimmers are present for an event. The 

penalty for not confirming oneôs presence by the deadline is stated in the Meet 

Information Package and/or technical bulletin. 

ÅThe positive check-in is used for longer distance events and finals.

ÅThe positive check-in allows us to confirm that all finalists are present and we 

will most likely not need to call an alternate. It is also extremely useful when 

running B finals prior to A finals.

ÅGenerally the session heat sheet, check-in sheet or event entries are posted on 

the Clerk of Course table where swimmer and/or coach are asked to initial or 

check that the swimmer is intending to swim. 
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POSITIVE CHECK-IN IN ACTION
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RULES DESCRIBING THE DUTIES OF THE 

CLERK OF COURSE

CSW 2.4.2.1

d) Shall have the authority, if instructed by the Referee, to scratch swimmers 

who fail to report to the marshaling area when their heat or event is called for 

marshaling;
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SCRATCHES

CSW 3.6 Scratches, Substitutions, & Deck Entries (applies to local Provincial Meets)

CSW 3.6.1 Once entered in an event, a swimmer who is not an alternate, may only 

withdraw or ñscratchò from that event without penalty according to rules set down by the 

Provincial Section or written in the Meet Information Package.

CSW 3.6.2 HEATS & FINALS: Scratch Deadlines shall be clearly stated in the Meet 

Information Package.

TIME-FINAL EVENTS: For individual events or relays that are Time Finals, the Scratch

Deadlines shall be clearly stated in the Meet Information Package.

CSW 3.6.3 PENALTIES: Penalties for failure by a swimmer to scratch from Preliminaries, 

Finals, or Time Final events shall be clearly stated in the Meet Information Package.
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SCRATCHES IN ACTION

ÅWhen receiving scratches for the session transcribe information into a "master" 

heat sheet that will serve the Clerk of Course to convey information to the 

Referee(s) and other officials including the Meet Office. 

ÅWhen receiving scratches at a competition with penalties for late scratches 

remind coaches of need to pay penalties (if required) by the established 

deadlines.

ÅWhen receiving scratches for a later session, file the scratch to be actioned in 

the "master" heat sheet at a quieter moment.

ÅWhen receiving scratches for the whole competition be certain to treat those of 

the current session immediately.
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SCRATCHES IN ACTION
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Scratch forms may be colour coded by the meet to indicate Prelims or Finals:



SCRATCHES IN ACTION
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RULES DESCRIBING THE DUTIES OF THE 

CLERK OF COURSE

CSW 3.6 Scratches, Substitutions, & Deck Entries (applies to local 

Provincial Meets)

CSW 3.6.5 Late or Deck Entries may be allowed at the discretion of the Meet 

Manager and shall be classified as Exhibition swims.
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DECK ENTRIES IN ACTION

Å If deck entries are permitted in the competition the swimmers will be inserted 

in empty lanes, generally no additional heats are created to accommodate 

deck entries. 

Å There may be additional entry fees to collect.

Å Swimmers should be entered as exhibition swims, however meet management 

may decide otherwise depending on the level of the competition.

Å The competition meet package should be followed with regards to deck 

entries.
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DECK ENTRIES IN ACTION
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RULES DESCRIBING THE DUTIES OF THE 

CLERK OF COURSE

CSW 3.6 Scratches, Substitutions, & Deck Entries (applies to local 

Provincial Meets)

CSW 3.6.4 óNAME CHANGEô DEADLINES: óName Changeô deadlines for 

relays should be stated in the Meet Information Package and announced at the 

Coaches Technical Meeting.
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RELAYS

SW 10 RELAYS 

SW 10.10 There shall be four swimmers on each relay team. Mixed relays may 

be swum. Mixed Relays must consist of two (2) Men and two (2) Women. Split 

times achieved in these events cannot be used for records and/or entry 

purposes.

CSW 10.10.1 Members of a relay team shall be registered with their PS and 

members of the same club.
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RELAYS

RELAYS (continued)

SW 10.13 The members of a relay team and their order of competing must be 

nominated before the race. Any relay team member may compete in a race only once.

The composition of a relay team may be changed between the heats and finals of an 

event, provided that it is made up from the list of swimmers properly entered by a 

Member for that event. Failure to swim in the order listed will result in disqualification. 

Substitutions may be made only in the case of a documented medical emergency.

CSW 10.13.1 Unattached swimmers shall not participate in relay events. A swimmer 

shall compete as a member of only one relay team per event. The members of a relay 

team and their order of competing must be listed before the last scratch deadline.

CSW 10.13.2 The offending swimmer(s) of a relay team disqualified in heats shall not 

be used as a member(s) of a relay team in the final of the same event.
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RELAYS IN ACTION

Å Age group relays:

o There may be a limit to the number of relays a swimmer may swim per 

session.

o A maximum of two swimmers may come from younger age groups to 

complete a relay

Å Mixed relays:

o 2 males and 2 females per relay team. There are no official splits for the 

first swimmer.
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RELAYS IN ACTION

Relay information:

Å When required provide relay names received to the Meet Office so heat 

sheets with relay names can be printed and distributed prior to the events. 

Referee, Starter, Stroke and Turn Judges, Timers and Chief Timers should 

all receive the relay names. Heat sheets with relay names should be posted.

Å Verify that all relay sheets have been received prior to printing the final relay 

heat sheets.
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RELAYS IN ACTION
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RULES DESCRIBING THE DUTIES OF 

THE CLERK OF COURSE

CSW 2.4.2.1 (contôd)

f) In pre-seeded meets, he/she may be given the authority by the Referee to 

combine heats and move swimmers from one heat to another.
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COMBINING HEATS IN ACTION

Combining heats:

ÅThe Clerk of Course may be asked by the Referee to combine heats should 

there be sufficient numbers of scratches.

ÅCombining heats can be risky and not necessarily save the expected time if all 

affected swimmers and coaches are not properly informed. 

ÅGenerally events of 100m or less are not subjected to combining heats as the 

delays often outweigh the benefits.

ÅBe certain appropriate officials are informed of all changes to the program. 

(Referee, Starter, Timers, Electronics, Meet Office)
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Heat 3 is not shown here ïit 

is full

3 swimmers have scratched.

This provides an opportunity 

to combine 

Heat 1 with Heat 2

Move swimmers from Heat 1 

to Heat 2

You are not re-seeding.  Move 

swimmers to empty lanes 

paying attention to entry times.

To H2L5

To H2L3

To H2L0

Lucas Zhang                 NYAC

Eugene Lee                  TORCH

Damien Bailey                  NYAC



800/1500 IN ACTION

Å Is there a positive check-in deadline? If so, once deadline is passed, transmit 

information concerning entries to meet office so distance heat sheets can be 

produced and distributed. Distance heat sheets should be posted.

Å Be certain that heat sheets clearly identify heat order if alternating. 

Å If swimming 2 per lane, indicate which side of lane each heat is to use.

Å If some heats are transferred from one pool to another be certain everyone is 

notified.
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800/1500 IN ACTION

Note the alternating order of 

womenôs and menôs distance 

events with the fastest heat 

of each swimming directly in 

finals.
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INFORMATION NEEDED

ÅCards, lane sheets, heats sheets:

o What information will the timers be receiving and will you be responsible to 

get it to them.

o If using cards it will be important to verify the cards against the heat sheets 

to assure they concur.

ÅStart end:

o Will swimmers be starting at the opposite end for 25m/50m events.
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HEAT SHEET
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The clerk of course will maintain a Master Heat Sheet with all changes



ACTION REQUIRED

Updated heat sheets:

Å Prior to the start of the competition it is important to allow time to update heat 

sheets for distribution to the Referee(s), Starter(s), Electronics, Chief Finish 

Judge and Meet Office.

Å The Clerk of Course or Meet Office will print an updated heat sheet with 

scratches and deck entries being careful not to re-seed the competition.

Å Be certain that any updates which affect swimmers are posted clearly and that 

timers are aware of changes not to turn swimmers away from their lanes.
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DURING WARM-UP

SEEDING



ROLE OF THE CLERK OF COURSE

DURING THE WARM-UP PERIOD

CSW 2.4.2.1 (contôd)

e) Shall seed swimmers in deck-seeded meets, inform swimmers of their heat 

and the lane assignments, and distribute time cards;

In a deck-seeded meet a Clerk of Course may be asked to seed an event as 

they are receiving scratches and deck entries during the warmup period
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INFORMATION NEEDED

Entry Card ïDeck Seeded
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