COACH’S GUIDE TO PASDA SWIMMING

The “Coach’s Guide to PASDA Swimming” serves to document longstanding practices and unwritten policies and rules of the Princeton Area Swimming and Diving Association.  All coaches – especially those new to the association or coaching in the league – are strongly encouraged to review this document before the start of each season.

ADMINISTRATIVE ISSUES

Web-Based Communication and Document Distribution.  With few exceptions, PASDA will no longer distribute paperwork at the general meetings.  Instead, all of the paperwork needed for meetings will be made available to coaches for downloading and/or printing on the website.  A list of these documents will be available via a link on the website’s homepage.  It is each coach’s responsibility to print the designated paperwork for him- or herself (and, optionally, for any other person from his or her team attending the meeting).

Coach’s Tools.  PASDA provides coaches many tools designed to help them do their job or do them more efficiently.  Most of these tools are downloadable MS Word or MS Excel files; a few are available as printable .PDF files only.

Where applicable, each of the following tools are available separately for “A” and “B” meets on the website.  Document format is noted in brackets.

· 4-in-1 Team Roster Spreadsheet/Lineup Creator.  This flexible tool can be used as a team-use roster, PASDA roster report, and lineup creator.  Tool usage changes simply by hiding and/or unhiding columns in one Excel spreadsheet.  Detailed documentation on using this tool is furnished in a separate spreadsheet in the Excel workbook.  [MS Excel]

· Meet Scoresheets.  Scoresheets are used for submitting official meet lineups and scoring the dual meet.  PASDA requires that only these scoresheets be used at dual meets.  [MS Excel or .PDF]

· Meet Events (Order of Events).  These tools are intended for use primarily by meet officials.  All meet events are listed and include spaces to note where and by whom extra heats will be swum.  Reminders are included for timers and judges to switch ends of the pool.  [.PDF]

· How to Use the Order of Events Sheets.  This memo provides instructions on to use the Meet Events documents.  [MS Word]
· Extra Heats Form.  Coaches are to use this form for writing lineups for extra heats.  [MS Word]
· Meet Lineup Spreadsheets.  A key advantage of this tool is its easy-to-use (for coaches) and easy-to-read (for swimmers) format.  Features programmed into the tool make creating lineups more efficient for coaches.  Separate spreadsheets for individual events and relay events for “A” meets and “B” meets are included in the same Excel workbook.  [MS Excel]
· Meet Lineup Overview.  This memo provides instructions on using the Meet Lineup Spreadsheets.  [MS Word]
Team Rosters.  PASDA requires each team to submit an initial roster of swimmers and divers by the evening preceding the first swimming meet date.  A final roster is due to a league-designated official usually around the end of the first week of July; the exact date is announced by the league no later than the June meeting.  PASDA provides a downloadable, multi-purpose roster spreadsheet on the website.

Athlete Eligibility.  Athletes not on their team’s roster are ineligible to compete in PASDA competitions.  Swimmers who do not compete in at least two dual meets are ineligible to compete in PASDA Championships.

Division Realignment.  The top finisher/top two finishers in Divisions II and III will be moved up to Divisions I and II, respectively.  The bottom finisher/bottom two finishers in Divisions I and II will be moved down to Divisions II and III, respectively.  Regular-season standings ties – for division realignment purposes – are broken by factoring in total points scored at PASDA swimming championships (i.e., the highest-scoring of the tied teams at swimming championships will be considered the highest-finishing regular season team for the purpose of realigning the divisions).

DUAL MEET COMPETITION

Rules Governing Swimming Competition.  PASDA swimming is governed by the USA Swimming rulebook.  A USA Swimming rulebook will be distributed to all PASDA coaches at a preseason meeting.  Certain USA-S rules are modified for PASDA’s purposes (for example, false starts are recalled, and one false start per swimmer per event is allowed before a swimmer is disqualified from that event).

PASDA Alcohol Policy.  USA Swimming rules, which govern PASDA competition (see above), ban the consumption of alcohol at all areas of a meet venue, particularly those areas used by swimmers.  PASDA fully supports this policy without exception.  Coaches and team representatives are responsible for ensuring that this policy is strictly enforced at their facilities.

PASDA Smoking Guideline.  PASDA has no formal policy on smoking at its competitions, although this issue will likely be addressed during the 2008-2009 offseason.  However, PASDA members present at the June 2008 meeting voted unanimously to endorse and be proactive in enforcing a Board recommendation that smoking be banned for the 2008 season at all of its competitions.  Coaches (and team representatives) are asked to encourage all in attendance at their meets to respect this Board directive.

PASDA Age / Age Groups.  PASDA dual meets feature events in six different age groups:  6-and-under, 8-and-under, 10-and-under, 12-and-under, 14-and-under, and 17-and-under.  Swimmers 18 years of age may compete in PASDA if they are a recent high school graduate.  For all PASDA competitions, a swimmer’s age is defined as his or her age as of June 1 (of the current summer).

Dual-Meet Schedule.  The swimming dual-meet schedule is determined at the May meeting by random draw.  Generic 5-meet and 6-meet schedules using letters in place of team names are distributed to coaches before the meeting.  The name of one team from each division is announced before each blind, random draw.  The three announced teams are assigned the drawn letter, which is then applied to the generic schedule.

“A” and “B” Meets.  PASDA allocates all dual-meet events into two types of meets, designated as “A” and “B.”  The first meet date of every season is designated a “B” meet; meet type alternates by meet date thereafter (i.e., “A”, then “B”, and so on).

The 8-, 10-, and 14-and-under age groups swim the same strokes in a meet.  The 12- and 17-and-under age groups swim the strokes not being contested by the 8s, 10s, and 14s in that same meet.  The strokes swum by the two sets of age groups switch between the “A” and “B” meets.

“A” Meet Events.  The 8-, 10-, and 14-and-unders swim IM, backstroke, and butterfly (8-and-under do not swim the IM).  The 12- and 17-and-unders swim freestyle and breaststroke.  Freestyle relays are contested.

“B” Meet Events.  The 8-, 10-, and 14-and-unders swim freestyle and breaststroke.  The 12- and 17-and-unders swim IM, backstroke, and butterfly.  Medley relays are contested.

Six-and-unders swim freestyle and backstroke in both “A” and “B” meets.  All age groups swim the relays at the end of the end of the meet.

Lane Assignments.  Each club declares their home team lane assignment prior to the start of the season; lane assignments are published on the PASDA website on Team Information page.  This eliminates the historical practice of coaches contacting each other before a meet to make lane selections.

If your pool has one or more lanes that feature some type of problematic feature (such as a filter intake), you should strongly consider declaring lane assignments that do not result in said feature(s) being in the visitor’s lane(s).

Meet Scoresheets.  The original meet scoresheet goes to the scorer’s table.  You must use the league-standard scoresheet, which is available on the PASDA website.  Most coaches make extra copies for themselves, assistant coaches, and their team’s marshals.

Event Limits.  In dual meets, a swimmer may compete in a maximum of three events, no more than two of which may be individual events.  A swimmer may compete in three relays.

Different event limits apply for PASDA championships.  Relevant information will be provided in the championships meet announcement, distributed to coaches before or early in the season.

Swimming Out of Age Group.  A swimmer is permitted to “swim up” – that is, he or she may compete in events designated for age groups older than that which applies to the swimmer.  Swimmers are prohibited from competing in events designated for swimmers younger than those in his or her age group.  A swimmer may swim up at PASDA championships only in relays or if he or she is a 6-and-under who wants to compete in the 8-and-under breaststroke, butterfly, or individual medley.

Pre-Meet Coaches Meeting.  The host club is strongly encouraged to conduct a meeting with the teams’ coaches well in advance of the start of the meet.  The meet referee/starter/”person in charge” should confirm lane assignments, type of meet being contested (“A” or “B”), false start rule and recall procedure, type of relays being contested, and the in-water relay start rule.  He or she should also ask the coaches if they have any special-needs swimmers and request that the coaches recruit relay-takeoff judges, if needed.  An important topic of discussion should be combining heats and relays, addressed under its own topic.

Combining Extra Heats and Relays.  To improve meet efficiency – especially for meets featuring very large teams (usually applicable to Division I) – the meet referee, starter, or “person in charge” should meet with a home and visiting coach well before the start of the meet to identify events in which extra heats will be contested for the purpose of combining extra heats, where possible.

At that meeting, the parties should discuss combining relays, where possible.  This applies particularly to older age groups (14- and 17-and-unders).

Parental Responsibilities.  Parents play an instrumental role in running a smooth and efficient dual meet.  Following is a list of jobs that typically need to be staffed at a PASDA dual meet, including a brief description of each.  Individual clubs also create and staff jobs that are not listed below.  Likewise, some of the following jobs may not apply to your club’s circumstances or customary practices.

Timers.  One timer per lane from each team operates a stopwatch to record the swimmer’s race time.  One timer in each lane notes the swimmers’ times on lane timer sheets.  For efficiency, the writer is typically from the same club whose swimmers are competing in that lane.
Scorekeeper.  One parent from each team keeps score during the meet.  The scorekeepers record times from the time slips, determine the order of finish for each event, and assign points for the top three finishers.  A scorekeeper’s assistant (from the home team) is usually employed to handle the lane timer slips as the runners drop them off at the scorer’s table.
Announcer.  At a minimum, the announcer is needed for general announcements.  Some clubs have the announcer read the event and heat, competitors’ names, and other announcements, as needed.  Announcers are not used by some clubs.
Marshals.  The marshals ensure that swimmers are waiting behind their assigned lanes for upcoming races.  They allow the coaches to focus on coaching the team, not running after missing swimmers.
Runners.  The runner (or runners) picks up the timer slips in each lane after each race and delivers them to the scoring table.
Awards.  The awards person prepares award ribbons throughout the meet for distribution to coaches afterwards.  The home team is responsible for preparing awards over the course of the meet and for having this task finished shortly after the conclusion of the meet.
Concession Stand.  Concession workers sell food and refreshments.
Officials

Referee.  Responsible for general oversight of the meet, ensuring that swimming rules and meet procedures are being followed.  When necessary, resolves disputes between coaches.
Starter.  Ensures that swimmers get a fair start to each race.  Starts are initiated via an audible signal; in PASDA meets, this is usually by an electronic device (beep) or whistle.  The referee or starter announces the event and heat prior to the start of each race.
Stroke-and-Turn Judges.  One official from each team judges the legality of the swimmers’ strokes, turns, and finish touches.  Is responsible for disqualifying swimmers when a rules violation is properly observed.
Place Judges.  Judge, by observation, the finishing order of the top three swimmers.  Each place judge is assigned a specific finish place to watch for (see “Order of Finish” below).
Takeoff Judges.  One official from each team judges the legality of the swimmers’ takeoffs (starts) during relays.  For 100-yard/-meter relay events, a second set of takeoff judges is needed for shallow-end starts.  Takeoff judges for each end of the pool should be assigned before the start of the meet.
Some clubs, especially the smaller ones, have one person serve as the referee and starter, and, sometimes, as the stroke-and-turn official.  Larger clubs typically assign those three jobs to three separate individuals.

PASDA sponsors multiple clinics every season for parents and others interested in being trained to work as a stroke-and-turn official at PASDA competitions.  The dates, times, and sites of the clinics are communicated to coaches prior to the season.

False Starts.  Both in dual meets and at PASDA Championships, one false start per swimmer per event is allowed.  Accordingly, a heat in which a swimmer false starts is to be recalled, preferably by audio signal.

Disqualifications.  The league’s position on disqualifications is that they are to be called, when properly observed, across all age groups, events, and heats, without exception.

In some PASDA meets, however, opposing coaches may agree to not disqualify swimmers in certain age groups and/or some events or heats (typically, extra heats).  In this case, the disqualification agreement is to be clearly communicated prior to the meet to all officials who, in turn, are to enforce the rules accordingly.  Stroke-and-turn officials are strongly encouraged to speak with swimmers who would have otherwise been disqualified (and, when possible, their coaches) about their violation and remind them that a repeat of the violation at championships will result in a disqualification.

At PASDA Championships, all disqualifications will be called according to official league policy, that is, without exception.

Order of Finish (Place Judging).  Six individuals – three from each team – are designated as place judges.  One individual per team determines what lane places first, second, or third in each race.  Order of finish is primarily determined by agreement of the place judges.  If the place judges disagree, the swimmers’ officials times are to be used to resolve the discrepancy.

In-Water Relay Takeoffs.  Relay swimmers who start in the water must begin their leg of the race with at least one hand on the wall at the time the incoming swimmer touches at the conclusion of his or her leg.  A swimmer may release the wall provided the hand is placed back in contact with the wall when the incoming swimmer touches at the finish of his or her leg of the race.  Swimmers may NOT be physically assisted with relay takeoffs (a swimmer’s hand may not be held on the wall) at any meet, but audible assistance is permitted.

Scoring.  No points are awarded to disqualified swimmers or relays.

Individual Events.  The top three finishers in the first (official) heat of Individual events score points as follows:  5 for first place, 3 for second place, and 1 for third place.  No team can sweep all points in an individual event.  The third-place point is awarded to the “losing” team in the first heat of the event only if that team has a swimmer finish the race without being disqualified.  If no swimmer on the losing team finishes a race legally or if no swimmers were entered by that team in the event, points are awarded for the first two finishers only.

Relays.  The winning team scores 7 points.  No other points are awarded in relays.

Coach’s Post-Meet Responsibilities.  After the meet, both the home and visiting coach must sign BOTH scoresheets (i.e., the home team’s and visiting team’s scoresheets).  Each coach is to retain his or her original copy.  Coaches are asked to take their team’s ribbons with them after the meet.  The home team is NOT expected to ship ribbons to the visiting team if the visiting coaches leave immediately after the meet.  As a courtesy to the visiting team, the host team will have all awards prepared shortly after the conclusion of the meet.  As a courtesy to their hosts, visiting coaches should ask or remind their swimmers’ parents to clean up around themselves upon leaving the grounds of the host pool.

Announcing Meet Results.  PASDA policy strictly prohibits announcing the final score of dual meets.  At the conclusion of the meet, only the winning team’s name is to be announced.

“Official” / Shortened Meet.  PASDA bylaws define what is considered to be an “official” meet in cases where the meet is not contested to its full completion.  The text of that bylaw is as follows:

A meet interrupted while underway shall be considered complete and the current score official if postponement occurs after the completion of the individual events.  If competition has reached the butterfly events and one team is so far ahead in the score as to make a comeback by the trailing team a reasonable improbability, then the meet will be considered as officially completed upon agreement of both coaches.  Otherwise, the meet shall be rerun in its entirety.

Reporting Meet Results.  The results of dual meets and up-to-date division standings are posted to the PASDA website within 48 hours of the conclusion of an evening’s meets.  ALL head coaches – not just the home team’s head coach – are to report their meet result (but NOT the score) to the designated league contact within 24 hours of the end of their meet.  Timely reporting of results is the ONLY way that we provide the association’s membership with accurate and timely online information.  Coaches are asked to report postponements as well as results.

PASDA CHAMPIONSHIPS

PASDA Championships.  PASDA sponsors a championship meet at the end of the dual meet season.  Detailed information is provided to coaches in a championships packet before the start of the season.  The most important information is also made available on the website.

Swimming “Legally”.  PASDA strongly encourages coaches to enter their swimmers only in events that they can swim legally (i.e., without getting disqualified).

Meet Entry Verification.  Shortly after the meet entry deadline, the meet director makes available to coaches a listing of their official meet entries.  Coaches have 24-48 hours, as designated by the meet director, to pick up their meet entries, verify their correctness, make final changes, and submit those changes and/or corrections to the meet director.  Absolutely no further changes are made on the day of championships.

Coach’s Guide to PASDA Swimming – Page 1

