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102.14 Administrative Official/Referee

.1 Shall be responsible to the Referee for the supervision of the 
following:

A    The entry and registration process
B    Clerk of Course
C Timing Equipment OperatorC    Timing Equipment Operator
D    Scoring personnel (Meet Manager operations)
E    Other administrative personnel
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102.14 Administrative Official/Referee

.2 Shall be responsible to the Referee for the supervision of the 
following:

A    The accurate processing of entries and scratches
B    Accurate seeding of preliminary, semi-final and final heats
C Determination and recording of official timeC    Determination and recording of official time…
D    Determination of the official results
E    Publication and posting of results and scores

.3 Shall perform other duties as assigned by the Referee
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102.14 Administrative Official/Referee

.2 C…
1. Receiving and reviewing the automatic and/or semi-automatic 

timing results from the Timing Equipment Operator and comparingtiming results from the Timing Equipment Operator and comparing 
primary timing results with the back-up timing results to determine 
their validity

2. Receiving the times recorded by the Head Lane Timers from the2. Receiving the times recorded by the Head Lane Timers from the 
Chief Timer and the order of finish data from the Place Judges and 
using that data to the extent needed to determine the official time 
for each swimmer

3. Unless otherwise directed, notifying the Referee whenever a time 
obtained by the primary timing system cannot be used as the 
Official Time

4 Recording disqualifications approved by the Referee4. Recording disqualifications approved by the Referee
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• The Administrative Official must:
– Know the administrative rules of USA Swimming and 

NJ Swimming procedures
– Ensure those rules are followed and that all swimmers 

have their results fairly and accurately recorded
– Supervise the administrative aspects (“dry side”) ofSupervise the administrative aspects ( dry side ) of 

the swimming competition
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• The Administrative Official must:
– Consult with the Meet Referee on specific duties and 

responsibilities for that meet
– Work with the Meet Director to ensure smooth 

operation of that meet
– Ensure that all the administrative positions of thatEnsure that all the administrative positions of that 

meet are being fulfilled properly
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• The Administrative Official can also be responsible p
for:
– Timing System Operation
– Meet Management Operation
– Clerk of Course

Ti i J d– Timing Judge
– Meet Director
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• The Administrative Official cannot be any deck y
position (“wet side”):
– Stroke & Turn
– Starter
– Deck Referee

M R f– Meet Referee
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• Administrative Official Certification Process
These steps must be completed in order!
i. Attend an Administrative Official Training Class—

this one!this one!
ii. Complete membership form in packet. Attach a 

check for $62, payable to NJ Swimming. Hand in.
a. Your membership is good until end of 2017

iii. Create a USA Swimming account
G t i ia. Go to usaswimming.org 

b. Top Right hand corner “SIGN IN”
c. Complete information.  “USA Swimming Connection” should 

be “Volunteer”be “Volunteer”



Ad i i t ti Offi i l T i iAdministrative Official Training

• Administrative Official Certification Process
…continued

iv. Once logged in, take the Administrative Official’s 
test—not the Administrative Referee test

a. Menus: Member Resources  Officials Testing and National 
Certification (this can be done in one step with pop-up 
menus)

b. You will need a copy of the current rulebook to complete the 
test. Available online (links will be e-mailed after this class)
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• Administrative Official Certification Process
…continued…continued

Test-taking hints
a. Test taking styles vary. No one method works for everyone. 
b If you feel more comfortable you can print the questions outb. If you feel more comfortable, you can print the questions out, 

answer them offline, then return and enter your answers online.
c. Take your time. You do not have to complete the test in one 

sitting.g
d. Rulebook questions will tell you the sections that you need to 

look at to find the answer. 
e. Rulebook questions love obscure situations that you’re not 

going to encounter!
f. You will need the Timing Judge Test Chart which is on the test 

main page for examples of timing discrepancy questions.
g. You can take the test multiple times. Tests are randomly 

generated and unique.
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• Administrative Official Certification Process
…continued

v. When you have passed, you will receive an e-mail 
with your USA Swimming ID and score. Forward this 
to besmarttinc@gmail comto besmarttinc@gmail.com
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• Administrative Official Certification Process
…continued

vi. We forward your completed packet to Ed Miller, the 
NJ Officials’ coordinator. 

a. Ed’s e-mail: caefmilleriii@msn.com

vii. Ed will process your registration for USA Swimming 
and NJ Swimmingand NJ Swimming.

• This can take a week or so.
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• Administrative Official Certification Process
…continued

viii. You need to complete a background check.
a. Your membership processing has to be completed before a ou e be s p p ocess g as to be co p eted be o e

you can start here. If you aren’t able to complete this after a 
couple of weeks e-mail Ed: caefmilleriii@msn.com

b. This costs around $45 (USA Swimming is transitioning to a ( g g
new provider, so cost may change). If you work for 6 
sessions, this will be reimbursed on your next membership 
application.

c. If you lived in certain states (eg New York), there may be a 
surcharge. NJ Swimming will reimburse this immediately. E-
mail Ed with the online receipt. 
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• Administrative Official Certification Process
…continued

ix. You need to complete Athlete Protection Training.
a. Login to USA Swimming
b Menus Member Resources  Safe Sport (Under Programsb. Menus Member Resources  Safe Sport (Under Programs 

and Services)  Access Safe Sport Training Materials.
c. Select link Mandatory Athlete Protection Training for 

Coaches/Non-Athlete MembersCoaches/Non-Athlete Members.
d. The course takes slightly more than an hour. 
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• Administrative Official Certification Process
…continued

x. Internship
a. You can start as soon as you receive a card from Ed
b Work 3 sessions at a minimum of 2 different meetsb. Work 3 sessions at a minimum of 2 different meets
c. You can’t work championship meets during your internship. 

List online at NJ Swimming (will be e-mailed)
fd. You’re not going to get credit for only working distance 

sessions at meets.
e. Make sure you have the meet referee sign your card at the 

d f h iend of each session.
f. Once you have completed 3 sessions, send the card to Ed 

Address will be e-mailed after. 
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• Administrative Official Certification Process
…continued

Congratulations!
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• Administrative Official Certification Process
…continued

So now what?
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• Before the Meet

 Make sure you’re familiar with the meet:
• Read the meet announcement.
• Meet structure, schedule, sessions, age groupsMeet structure, schedule, sessions, age groups
• Referee
• Meet Director
• What will you be doing?What will you be doing?
• When are you expected to arrive?
• What are you expected to bring?
• Arrive early!Arrive early!
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• Swimmer Check-in

 Distribute check-in forms to coaches:
• All coaches on deck need USA Swimming ID, Card or Deck 

Pass
• What time are forms due back?
• Do teams owe entry fees?
• Relays?y
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• Meet Manager Athlete Screen
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• Seeding

 Timed Finals:
• Slow-to-Fast
• Fast-to-SlowFast to Slow
• Fastest heat at finals
• Non-conforming times seed slowest 

 Prelims/Finals Prelims/Finals
 Circle/Serpentine seeding for the fastest 3 heats for prelims
 Remainder of heats seeded regular manner
 In finals each heat seeded separately No adjustments to In finals, each heat seeded separately. No adjustments to 

ensure 3 swimmers in a heat.
 How to

Y ill l d thi ll b t h t k h You will rarely do this manually, but you have to know how.
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• Seeding Lane Order
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• Timed Finals Seeding Example 1

 10 Swimmers in a 6 Lane Pool, Slow to Fast:



Ad i i t ti Offi i l T i iAdministrative Official Training

• Timed Finals Seeding Example 2

 13 Swimmers in a 6 Lane Pool, Slow to Fast:
• Pull 2 slowest swimmers from faster heat to make a heat of 3
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• Preliminaries Seeding Example 1

 13 Swimmers in a 6 Lane Pool, Slow to Fast:
• Fastest swimmer in fastest lane in heat 3, next in fastest lane 

in heat 2, next in fastest lane in heat 1…,
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• Report Printing

 Heat Sheets
• Swimmers (“The Wall”)
• CoachesCoaches
• Officials
• Hospitality

 Lane Timer Sheets Lane Timer Sheets
 Public Heat Sheets
 Ideally use Meet Mobile and web
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Timing Systems
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• Timing Systems

 Automatic
• Primary: Touchpads
• Secondary: Button(s)Secondary: Button(s)
• Tertiary: Watches

 Semi-Automatic
• Primary: Two Buttons per lane• Primary: Two Buttons per lane
• Secondary: Watches

 Manual
• Primary: Three watches per lane

 May use combination
 Automatic system for 50s and longer
 Watches for 25s



Ad i i t ti Offi i l T i iAdministrative Official Training

• Timing Systems
…continued

 Automatic
• Minimum of 1 Timer per lane
• Realistically 2: Timer A: Button & StopwatchRealistically 2: Timer A: Button & Stopwatch

Timer B: Clipboard and Stopwatch
• One timer may not operate two buttons or two stopwatches

 Semi Automatic Semi-Automatic
• Minimum of 2 Timers per lane
• Timer A: Stopwatch and button

Timer B: Clipboard and buttonTimer B: Clipboard and button

 Timers are underappreciated!
• Difficult job to do well
• Requires concentration for long period of time
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• Timing Judge

 Determining the official time is the most important 
job of the Administrative Official

• Understand the use of primary and backup timing systemsUnderstand the use of primary and backup timing systems
• Understand how to apply the rules for using a backup time 

when you have determined a primary system malfunction
• Order of finish information may helpy p
• Practice for fluency and consistency
• Real familiarity with Meet Manager run screen is the key to 

your success!
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• USA Timing Rules Change

 Before May 1st, 2016 USA Swimming used rules 
incorporating average difference between primary 
and secondary times in other lanes in adjustingand secondary times in other lanes in adjusting 
backup times.

 Since May 1st, USA Swimming follows simpler FINA 
lrules

• NCAA still uses old USA Swimming rules
• Some timing consoles (including Colorado) will adjust 

i ti b d b tt Thi i t d dprimary times based on buttons. This is not recommended—
use Meet Manager for all adjustments
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• Setting Meet Manager Time Adjustment Mode

 On Meet Setup Screen
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• Adjustment Guidelines

 When using Automatic Timing: “When recorded by 
properly operating automatic equipment, the pad 
time shall be the official time” Rule 102.24.4Atime shall be the official time Rule 102.24.4A

• You must prove the pad time incorrect
• Use button times, watch times, order of finish
• Which of the times do you consider accurate?Which of the times do you consider accurate?
• How consistent is the starter’s order of finish?
• Meet Manager makes this fast
• Practice makes for fluency and consistencyPractice makes for fluency and consistency
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• Clean Heat
• Pad times for all lanesPad times for all lanes
• Backup buttons agree with pad times to within 0.3 seconds
• AdjStat column shows adjustment status:

Bl k N thi i d• Blank: Nothing required
• ?:  Needs Research
• A: Time Adjusted
• K: Pad time has been verified OKK:  Pad time has been verified OK
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• Late Pad
•
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• Late Pad
• Problem lanes highlighted in yellowProblem lanes highlighted in yellow
• MM5/MM6 Heat button yellow if current heat, red otherwise
• MM6 yellow count of problems in ? column in event list

MM4 d li l l hi hli ht d• MM4 and earlier: only lane highlighted
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• Other reports—Colorado
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• Other reports—MM Calc Report
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• Other reports—MM Calc Report
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• Adjustment
• Need watch times from lane timers: 1:33 10 1:33 03Need  watch times from lane timers: 1:33.10, 1:33.03
• Backup times support the button
• Don’t use watch times further
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• Adjustment
• Accept AdjustedAccept Adjusted
• Note A in AdjStat column
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• Early Pad?
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• Early Pad?
• Problem lanes highlighted in blueProblem lanes highlighted in blue
• Most cases slightly early times will be real—late buttons
• This is special MM6 case: no finish pad, time is last split
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• Early Pad?
• Lane 2: 1:32 77 1:32 72Lane 2: 1:32.77, 1:32.72
• Lane 4: 1:28.62, 1:28.56
• Need to clear the false times, then Calc
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• Early Pad?
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• Early Pad?
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• No Pad
• Lane 4: 1:24 31 1:24 22Lane 4: 1:24.31, 1:24.22
• Watches support button
• Calc
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• No Pad
• Lane 4: 1:24 31 1:24 22Lane 4: 1:24.31, 1:24.22
• Watches support button
• Calc
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• Late Button
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• Late Button
• Lane 4: 1:08 99 1:10 25Lane 4: 1:08.99, 1:10.25
• One button supports pad. Probable inattentive timer
• Conclude pad time is good

Cli k th ? t t i t K• Click on the ? to turn into K
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• Using watch times

 Examples so far have used watches to verify pad or 
button times

 Examples where neither are plausible Examples where neither are plausible
• Timers “start” race with button. You may see backup time of 

“0.3X” seconds.
• Timers forget the button• Timers forget the button
• This can occur with a bad pad time, especially younger 

swimmers

 If o se atches o don’t se b tton time If you use watches, you don’t use button time
• Can’t average watch and button times
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• Using watch times

 Time arithmetic rules
• All times are recorded to 0.01 second. If you have a watch 

time with 0.001, truncate, don’t round., ,
• If you have two watches, the time is the average of the two, 

again truncated (provided that both times are plausible)
• If you have three watches, you use the middle watch time, no y , y ,

averaging

 You can use Order of Finish to help you decide
• Not always useful• Not always useful.
• For short races, especially 50s, probably first three and last 

place are accurate
• Can evaluate starter using good heats• Can evaluate starter using good heats
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• Using watch times
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• Using watch times
• Lane 8 finish time is pretty clearly 150m splitLane 8 finish time is pretty clearly 150m split
• Watch times are: 3:18.07, 3:18.16
• Recommend type into Backup 2 & 3

Cl t b d lit ti• Clear out bad split time
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• Using watch times
• CalcCalc
• Watch times are: 3:18.07, 3:18.16
• Recommend type into Backup 2 & 3

Cl t b d lit ti• Clear out bad split time
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• Using watch times
• Possible to have multiple problems in a single heat—Possible to have multiple problems in a single heat—

process them a lane at a time.
• In these scenarios, we have let Meet Manager do the 

calculationcalculation
• Recommend in practice to type the times in and let MM do 

the work
• This is quick documentation about how you corrected the• This is quick documentation about how you corrected the 

time
• You must be able to do this by hand (with calculator help) 

for the Administrative Official examfor the Administrative Official exam
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• If no information available at all from timing system
• You can use watch times for all lanesYou can use watch times for all lanes
• Type in the times into Backup 2 & 3
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• If no information available at all from timing system
• CalcCalc
• Also used for 25s in mini-meets
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• Heat Failure
• Refers to situations where the automatic start of the timingRefers to situations where the automatic start of the timing 

system failed.
• Timing system operator can manually start timing. (If this 

happens turn off the scoreboard!)happens, turn off the scoreboard!)
• We now have finish times that are correct relative to each 

other, but are too fast.
• Correct by using average difference between pads and• Correct by using average difference between pads and 

watches
• Meet Manager will do the calculation, but you will have to be 

able to do this by hand for the examable to do this by hand for the exam
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• Heat Failure
• Need pad times and watch times from all lanesNeed pad times and watch times from all lanes
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• Heat Failure
• Average the two watch timesAverage the two watch times



Ad i i t ti Offi i l T i iAdministrative Official Training

• Heat Failure
• Compute difference between pad and averageCompute difference between pad and average
• If you get lanes with differences that don’t match, ignore 

them for this part of the calculation
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• Heat Failure
• Average difference is 1 94Average difference is 1.94
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• Heat Failure
• Add the average difference to each pad time to get officialAdd the average difference to each pad time to get official 

time
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• Heat Failure
• Meet Manager will do all this for you except for averagingMeet Manager will do all this for you, except for averaging 

watch times



Ad i i t ti Offi i l T i iAdministrative Official Training

• Heat Failure
• Select Show Heat Malfunction check boxSelect Show Heat Malfunction check box
• Type in average of watch times
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• Heat Failure
• Example for you!Example for you!
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• Heat Failure
• Example for you!Example for you!
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• After times are corrected and verified
• Enter DQs and codes—DQ Slips use November 2013 codesEnter DQs and codes—DQ Slips use November 2013 codes
• Reconcile DQ, DFS and no-show counts with referee. 

Recommend asking for DQ slips for DFS
• Publish results• Publish results
• Accuracy more important than time
• For timed finals meet, not so critical, for prelims/finals have 

t h t idscratches to consider.
• Awards
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• Final Thoughts
• Meet Manager is your friend!Meet Manager is your friend!
• Practice and become fluent with it. You can always play with 

results after a meet—that’s how a lot of these examples 
were createdwere created

• Attend meets: you need a minimum of 6 sessions over 2 
meets to maintain status, but it’s not enough for real 
familiarityfamiliarity

• Don’t panic—have fun!



Ad i i t ti Offi i l T i iAdministrative Official Training

Questions?


