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INTERCLUB SWIM MEETS
2012

Clubs hosting a Sanctioned Swim Meet need to ensure that the following procedures are met by the host club:

Flyers:

· A swim meet must NOT be addressed as a Carnival.  The correct term is Swim Meet.  The flyer will not be posted on the website if the term ‘Carnival’ is on the flyer.

· Your flyer must have the following statement:

“Sanctioned by Masters Swimming Queensland  for Masters Swimming in Australia Inc”.   The approved Sanction Number shall also be clearly displayed.
The Sanction number has been posted on the website and the Event’s Calendar sent to clubs.

Programs 

· The club swim meet program must have the following statement printed in the program
“By nominating to participate in this swim meet, all swimmers thereby authorise the Meet Director to take whatever action is deemed necessary in the event of an emergency and accept responsibility for any and all costs arising from such action.”

· A full program should be supplied to the Meet Referee so that the information can be kept as a record of the meet.

The Swim Meet
· The swim meet must start on time as per program

· Clubs must have Timekeeper Race Sheets ready for events longer than 400m

· Team Manager entries  MUST have the same club name as is registered on the Queensland registered registration File – RE1.  Please use your club initial e.g. QBN or the long name – Brisbane Northside Masters Swimming Club.  If this does not happen, it slows the process down as the name may not be found within the club.
· ALL RECORDS AND RESULTS must be signed off by the Meet Referee, before the end of the day’s events. 

· The records must be sent to the MSQ office within 7 days of the event.  If this does not happen, the next swim meet will not have the correct data.

· The MSQ Recorder administers all the swim meets for SQ, Brisbane Swimming and MSQ.  If results are sent late, they may not be able to be processed for some time.

· At the end of the swim meet, the recorder must  BACK-UP the database to a USB stick and give it to the host club – if the recorder is a third party.  This ensures that the host club can send the back-up file to the MSQ recorder in the office, in case the third party does not do so immediately.
· The minimum reports required on the  day, after the back-up file has been created are:

· MM3Teamscores  
Select from MM3 Menu – Reports/Scores by Team and combined.
· Mm3teamrostbasic1col – needed to calculate trophies based on average points per entry for each team. 

Select from MM3 Menu – Reports/Teams then check boxes – Total Team Size, Exclude Teams with no entries and check Athlete/Entry count.
The above 2 are only required if trophies for winning clubs are to be awarded
· Mm3indivscores – for individual awards

Select Reports from MM3 Menu – then Scores – check Individual, Male and Female, and use athlete age. Be sure to select all events.

· Mm3meetsummarybyathlete – to create certificates

From MM3 menu select Reports/Meet Summary – Detailed Journal, By Athlete, Athlete only. Next TAB select 1 athlete per page. You probably don’t want DOB or registration ID or splits (since they won’t have been input anyway).
Only required if certificates are to be given to competitors
· List of records set on the day for Meet Referee to sign.  Select Reports then Record/POP from Menu.
· List of 3 recorded times to go with each record set, also for the Meet Referee.  
REMINDER:  Please ensure that the Meet Referee signs off all results and records before leaving the swim meet venue.

Send all the results and records, signed off to: 

laura.lynn@swimming.org.au   and copy administrator@mastersswimmingqld.org.au 
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