
ADMINISTRATION 
DESK 

September 1, 2023



2

The goal of any competition volunteer or official is to contribute to a fair, safe 
and positive competitive environment.

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 understanding of the role and key duties of the 

Administration Desk official.
3. Review what is required for a Time Trial and a Timed Final Meet.

WELCOME



PREFERRED PREREQUISITES
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• Practical experience as a Timekeeper across a range of competitive levels. 

• Understanding of what happens at a swim meet.



TIME TRIALS



These are one session competitions that maybe run during a practice time or a 
special time as arranged by the club.

• The heat sheets have already been created by the meet management team.

• At the Administration Desk, your role is to marshal the swimmers into their heats 
and to guide them behind the blocks when it is their turn to swim.

• Some swimmers may not attend the Time Trial although they have been 
entered. The Coach will generally inform you if a swimmer is not swimming. 
Please share this information with the Referee, Starter, Chief Timekeeper, Lane 
Timekeeper and Chief Recorder or Recorder.
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TIME TRIALS



ROLE OF THE ADMINISTRATION DESK
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II.C2.17 Administration Desk (formerly “Clerk of Course”)
The Administration Desk
II.C2.17.1 May be responsible for “checking in” swimmers at the 
marshaling area prior to each event;
II.C2.17.2 May have control of the swimmers from the time they are 
checked in until they are turned over to the Referee;
II.C2.17.3  May have full charge of the working deck insofar as control of 
the swimmers is concerned. They shall report un-disciplinary acts to the 
Referee and shall make an infraction report to the Referee of any swimmer 
who engages in an un-disciplinary act while under their control.



TIMED FINAL 
MEETS



TIMED FINAL MEETS
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A Timed Final meet is made up of one or more sessions during the same day 
or over several days (weekend):
• Each session is generally less than 4.5 hours long.
• Heats are seeded by Meet Management using Hy-tek or Splash prior to 

the start of the meet so the Administration Desk is not responsible for 
seeding events.

• Some events in a Heats and Finals meet may be swum as a Timed Final if 
stated in the meet package.

• Distance events 800m and 1500m are generally swum as Timed Finals.



TIMED FINAL MEETS

II.C3.5  Timed Final Events 
Timed finals are those in which each swimmer swims only once for time. 
The final placing of all swimmers is determined by their times. Events to be 
conducted as timed finals must be so designated in the Meet Information 
Package.
C3.5.1  Timed finals should normally be swum “slowest to fastest”, with the 
swimmers seeded according to their submitted times. However, the 800m 
and 1500m events may be swum “fastest to slowest” in alternating event 
order (female/male).
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TIMED FINAL MEETS
ADMINISTRATION DESK DUTIES
Be on deck prior to the start of warm-up.

Coaches will come to the Administration Desk to:
• Pick up their heat sheets
• Submit scratches
• Request Official splits
• Request deck entries
• Submit Relay cards with the swimmers names in order of competing
• Complete positive check-ins

You are the point of contact where Coaches will go with any questions.
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SCRATCHES



RULES DESCRIBING THE DUTIES OF THE 
ADMINISTRATION DESK
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II.C2.17 Administration Desk (formerly “Clerk of Course”)
The Administration Desk

II.C2.17.7 Maintain a record of scratches for timed finals, preliminaries and 
finals provide the information to the meet office so that heat sheets may be 
produced.

• The Administration Desk is responsible for receiving all scratches from 
the Coaches on the appropriate scratch form.



SCRATCHES IN ACTION
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Scratch forms may be colour coded to indicate Prelims or Finals/Timed Finals



SCRATCHES IN ACTION
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RULES FOR SCRATCHES
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II.C3.7 Scratches, Substitutions, & Deck Entries (applies to local Provincial Meets)

II.C3.7.1  Once entered in an event, a swimmer who is not an alternate, may only 
withdraw or “scratch” from that event without penalty according to rules set down by 
the Provincial Section or stated in the Meet Information Package.

II.C3.7.2  Heats & Finals:  Scratch Deadlines shall be clearly stated in the Meet 
Information Package.

Timed Final Events:  For individual events or relays that are timed finals, 
the Scratch Deadlines shall be clearly stated in the Meet Information 
Package.

II.C3.7.3  Penalties: Penalties for failure by a swimmer to scratch from preliminaries, 
finals, or timed final events shall be clearly stated in the Meet Information Package.
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TIME TRIALS/TIMED FINAL MEETS

• Scratch deadlines should be clearly stated in the Meet Information 
Package.

• If a scratch is received, update the heat sheets and/or inform the Referee, 
Starter, Chief Recorder or Recorder and other affected officials.

• When receiving scratches for a later session, file the scratch to be actioned 
in the "master" heat sheet (psych sheet) and inform the Chief Recorder or 
Recorder.

• When receiving scratches for the whole competition be certain to treat 
those in the current session immediately and then update the heat sheets 
(psych sheets) for the later sessions.



SCRATCH DEADLINES will be clearly stated in the Meet Information 
Packagefor preliminary heats and finals.
• The scratch deadline for evening final events will be announced after the 

preliminary events have ended (30 minutes).
• The Administration Desk will need to manage any scratches received up 

until the scratch deadline.
• Results should be posted and all scratches clearly indicated on one master 

list of results.
• Watch for scratches that may result in swimmers moving up into a final 

heat or an alternate spot. You may be asked to alert the Coach if this 
occurs.

• Watch for potential swim-off situations due to scratches.
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HEATS AND FINALS
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SCRATCHES AND PENALTIES

• When receiving scratches at a competition with penalties for late scratches, 
remind Coaches of need to pay penalties by the established deadlines.

• If a swimmer fails to swim in their event, (No Swim - NS) the Administration 
Desk will be responsible for collecting the payment for the penalty.

• A swimmer may not be able to swim in their finals, next event or relay 
events until the penalty is paid.





OFFICIAL SPLITS
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RULES DESCRIBING OFFICIAL SPLITS
II.C13.3.3  Official Split Times

C13.3.3.1  A time achieved by a swimmer while swimming any part of an individual 
event for an interval shorter than the total distance, shall be official under the following 
conditions and may be used for entry or record purposes: 
(i) The Referee/Meet Management must be advised prior to commencement of the 

published event. 
(ii) The swimmer must complete the full distance of the published event. 
(iii) The official split shall be reported as a separate non-scoring event in the meet 

results. 
(iv) In the case of a disqualification, legal splits up to the time of the disqualification 

shall be recorded in the official results.
(v) An Official Split cannot be requested for the first swimmer in a Mixed Relay event. 

(see II.10.10).
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RULES DESCRIBING OFFICIAL SPLITS
C13.3.3.2 Information on the process for requesting Officials Splits will be outlined in 
the Meet information Package.

• Official splits are 
requested on an Official 
Split form.

• Notify the Referee, 
Starter, Chief Recorder 
and other affected 
officials of the Official 
Split request.



DECK ENTRIES
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RULES DESCRIBING DECK ENTRIES

II.C3.7 Scratches, Substitutions, & Deck Entries (applies to local 
Provincial Meets)

C3.7.5 Deck Entries may be allowed for registered swimmers, shall be 
clearly stated in the Meet Information Package and shall be classified as 
Exhibition swims.
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DECK ENTRIES IN ACTION

• The competition Meet Information Package should be followed with 
regards to deck entries.

• 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. 

• There may be additional entry fees to collect.

• Swimmers should be entered as Exhibition swims, however meet 
management may decide otherwise depending on the level of the 
competition.
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DECK ENTRIES IN ACTION



RELAYS
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RULES DESCRIBING RELAYS

II.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. 

C10.10.1  Members of a relay team shall be registered with their PS and 
members of the same club.



RULES DESCRIBING RELAYS
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II.10.14  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.

C10.14.1  Unattached swimmers shall not participate in relay events. 

C10.14.2  A swimmer shall compete as a member of only one relay team per 
event.



RULES DESCRIBING RELAYS
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C10.14.3  The deadline for submitting the members of a relay team and their 
order of competing shall be clearly stated in the Meet Information Package.

C10.14.4  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.

II.C3.7.4  ‘Name Change’ Deadlines: ‘Name Change’ deadlines for relays should 
be clearly stated in the Meet Information Package and announced at the 
Coaches Technical Meeting.

II.C14.3.2.6  In age-group relays, one (1) or two (2) swimmers may be from a 
younger age group. In such cases, the swimmer(s) may swim in both their 
own age-group relay as well as in one or more older age-group relays.
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RELAYS IN ACTION

• Confirm that you have received updated relay name cards prior to the 
stated name change deadline.

• Confirm that the relays names submitted met the criteria for relay rules –
Gender, age groups, same club etc.

• Provide relay names 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 updated relay name sheets. 

• Heat sheets with relay names should be posted.
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RELAYS IN ACTION



COMBINING HEATS
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RULES DESCRIBING THE DUTIES OF THE 
ADMINISTRATION DESK

II.C2.17  Administration Desk (formerly “Clerk of Course”)
The Administration Desk
C2.17.5  In pre-seeded meets, they may be given the authority by the 
Referee to combine heats and move swimmers from one heat to another.



35

COMBINING HEATS IN ACTION

• The Administration Desk may be asked by the Referee to combine heats 
should there be a sufficient numbers of scratches.

• Combining heats can be risky and may not necessarily save the expected 
time if all affected swimmers and Coaches are not properly informed. 

• Confirm that combining heats does not a disadvantage a swimmer by 
removing heats that would have allowed them a rest between races.

• Generally events of 100m or less are not subjected to combining heats as 
the delays often outweigh the benefits.

• Inform appropriate officials of all changes to the program: Referee, Starter, 
Timers, Electronics, Meet Office.



Heat 3 is not shown here – it 
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



POSITIVE
CHECK-IN
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POSITIVE CHECK-IN IN ACTION

• A positive check-in is used to assure swimmers are present for an event. 
The penalty for not confirming one’s presence by the deadline is stated in 
the Meet Information Package and/or technical bulletin. 

• A positive check-in is used for distance events and finals.
• A positive check-in confirms that all finalists are present and an alternate is 

not needed. It is extremely useful when running B finals prior to A finals.
• Generally the session heat sheet, check-in sheet or event entries are 

posted at the Administration Desk where the swimmer and/or Coach are 
asked to initial that the swimmer is intending to swim. 
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POSITIVE CHECK-IN IN ACTION



II.C2.17  Administration Desk (formerly “Clerk of Course”)
The Administration Desk
C2.17.4  May 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.

40

RULES DESCRIBING THE DUTIES OF THE 
ADMINISTRATION DESK
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800/1500 IN ACTION

• 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.

• Be certain that heat sheets clearly identify heat order if alternating.
• If the fastest heat is swimming in finals, confirm that there is a full heat for 

the finals. If not, the next fastest swimmer from the preliminary session will 
be moved to the fastest heat for finals. This heat would then be reseeded.



Note the alternating order of 
women’s and men’s distance 
events with the fastest heat 
of each swimming in finals.
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800/1500 IN ACTION



PROTEST FORMS
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PROTEST FORMS

• Protests forms are kept at the Administration Desk.

• If a Coach wishes to protest a disqualification, they will request a protest 
form from the Administration Desk.

• Give the Coach the form and inform the Referee and Meet Manager that a 
protest form has been requested.



QUIZ
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QUESTION 1

The Administration Desk has the authority/responsibility to (choose all that 
are correct): 

a) inform swimmers of their heat and lane
b) check swimmers into the marshalling area
c) receive the official relay team form from the team officials
d) all of the above
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QUESTION 2

What is the deadline for finalizing official relay team forms/cards:

a) two events prior to the relay events
b) thirty minutes ahead of the estimated starting time of the relay event
c) name change deadlines for relays should be stated in the Meet 

Information Package and announced at the Coaches Technical Meeting



Once a relay team has submitted their relay names with the Administration 
Desk:

a) last minute changes may be made until the deadline as stated in the Meet 
Information Package

b) last minute changes may be made if reported to the Lane Timekeeper
c) changes may be made until the Referee blows their first whistle
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QUESTION 3



QUESTION 4
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In a pre-seeded meet in which only two swimmers remain in a heat after 
scratches, the Administration Desk shall:

a) do nothing except inform the Referee
b) reseed the entire event
c) reseed the affected heat



In AGE GROUP relay events, the maximum number of swimmers from a 
lower age group that may be “moved up” to swim with a higher age-
group team is: 

a) none
b) one
c) two
d) three

QUESTION 5
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If you are working at the Administration Desk you should be on deck:

a) at the start of the races
b) 30 minutes before the start of warm ups
c) at a time indicated by the Meet Management
d) at the start of warm ups

QUESTION 6
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If swimmers are deck entered in an event they should be entered as 

a) unattached
b) exhibition
c) de-qualified
d) disqualified

QUESTION 7
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CONGRATULATIONS
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You have now completed the Administration Desk Clinic.

Your next task is to obtain deck experience.

You will be required to be mentored and be comfortable in making decisions 
before requesting deck evaluations. To be certified in the Administration 
Desk position you must complete two deck evaluations.

For more information on the Administration Desk position, please review:
• Administration Desk – Heats and Finals 
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