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WELCOME
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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 Heats and Finals Meet.



ROLE OF THE ADMINISTRATION DESK

3

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; 



HEATS AND 
FINALS



HEATS AND FINALS MEET
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These are generally championship meets as they allow for preliminary heats 
in the morning followed by finals at night.

• The Meet Information Package will state whether there is going to be A 
and B finals or just A finals.

• The evening finals may incorporate a Call Room where swimmers are 
marshaled prior to their final event or there may be a requirement of a 
positive check in to confirm that all swimmers are available and ready to 
race their event. 
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HEATS AND FINALS MEET 
ADMINISTRATION DESK DUTIES

Your duties will include those in a Timed Final meet as well as:

• Managing scratches and scratch deadline.

• Managing swim-offs.

• Managing check-ins for finals, late scratches, no shows at finals / reserves.

• Accepting relays names as stated in the Meet Information Package.

• Providing protest forms to Coaches if requested.



SCRATCHES



RULES DESCRIBING THE DUTIES OF THE 
ADMINISTRATION DESK

II.C2.17 Administration Desk (formerly “Clerk of Course”) 
The Administration Desk 
II.C2.17.7  Maintains a record of scratches for timed finals, preliminaries and 
finals and provides 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.
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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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SCRATCH DEADLINES will be clearly stated in the Meet Information 
Package for 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



13

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.





SWIM-OFFS



RULES DESCRIBING THE DUTIES OF THE 
ADMINISTRATION DESK

II.C2.17 Administration Desk (formerly “Clerk of Course”) 
The Administration Desk 
II.C2.17.6 May be asked to coordinate swim-offs and inform all those involved.
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RULES DESCRIBING SWIM-OFFS

17

II.3.2  Semi-finals and Finals 
II.3.2.3  In the event that swimmers from the same or different heats have 
equal times registered to 1/100 second for either the eighth/tenth place or 
sixteenth/twentieth place depending on the use of 8 or 10 lanes, there may 
be a swim-off to determine which swimmer shall advance to the 
appropriate finals. Such swim-off shall take place after all involved 
swimmers have completed their heats at a time agreed between the event 
management and the parties involved. Another swim-off may take place if 
equal times are registered again. If required, a swim-off will take place to 
determine 1st and 2nd reserve if equal times are recorded. 



PRELIMS
SWIM-OFFS

II.C3.2.3.1  Swimmers may scratch from a swim-off without penalty, in which 
case they shall be given the ranking next in line and shall be eligible for 
points, if any, for the re-assigned position. 
II.C3.2.3.2  Times made in a swim-off may count as records, but they shall 
not elevate any of the swimmers beyond the highest qualifying position in 
dispute. Times achieved in a swim-off shall be recorded in the official results. 
II.C3.2.3.3  Any disqualification in a swim-off shall apply to the swim-off only. 
For example, any disqualified swimmer shall not lose the right to be an 
alternate for that “A” final or “B” final, or to compete in the “B” final (when 
applicable). 
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SWIM-OFFS FORM
EXAMPLE
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SWIM-OFFS
IN ACTION
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• When results are received and swim-offs identified, the Administration Desk 
may be asked to help coordinate the swim-offs.

• Coaches will be asked to report to the Administration Desk and will be 
asked if their swimmer will participate in the swim-off. Their response 
should be made without knowing the other swimmer’s/Coach’s decision. 

• They may decline without penalty. It will be considered that they have lost 
the swim-off. Should both swimmers decline the swim-off, the "winner“ will 
be determined by a draw. 



SWIM-OFFS
IN ACTION (cont’d)
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• If there is going to be a swim-off, the Administration Desk will inform the 
Referee and a time agreeable to the swimmers and Referee will be 
decided.

• The Administration Desk will assign lanes to each swimmer in which to 
swim and inform them of the lane and when the swim-off will occur.

• The Administration Desk will inform the Chief Recorder or Recorder to 
create the swim-off event and electronics will be made aware of the new 
event.

• Heat sheets for the swim-off will be printed and distributed to all involved 
officials: Referee, Starter, Stroke Judges, ITs, Timekeepers etc.



Presenter
Presentation Notes
Swim-offs required for 8th place and to determine 2nd alternate. Scratches may not be made before swim-offs are decided. If known before the swim-offs are swum, they are not needed because all affected swimmers (1-10) are now in the finals.  The tie at 14th place because of the scratches now moves to 12th place and would not be needed. 



PROTEST FORMS



24

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.
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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



Times achieved in a swim-off will (select all that are correct):

a) elevate the swimmer up in the results ranking
b) count as a record
c) will be recorded in the official results

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

QUESTION 5
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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 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 for Heats and 
Finals.

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.
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