NASHVILLE SWIM LEAGUE
TEAM REPRESENTATIVE HANDBOOK

The Nashville Swim League (NSL) recognizes the critical role that Team Representatives
play in the success of both their clubs and the NSL. It is ademanding, although rewarding,
job for even the most experienced Team Representatives. In an effort to provide as much
assistance and support to new Team Representatives as possible, the NSL has devel oped the
following handbook

Therole of NSL Team Reps can be divided into two parts, league responsibilities and team
responsibilities. Section 1 of this handbook explains |eague responsibilities which include
attending NSL meetings, communicating with the league, paying league fees, and
running/participating in meets. These responsibilities are set by the league and must be
followed. This handbook is meant to assist team reps in carrying out these duties as set forth
in the NSL constitution and in no way supersedes any part of the constitution. All team reps
should familiarize themsel ves with the constitution. It isagood ideato read it each year
even if you are areturning representative.

Team responsibilities vary among clubs/teams but usually include jobs such as registering
members, collecting dues, ordering swimsuits, planning parties, etc. Section 2 of this
handbook focuses on these team responsibilities. It provides a planning guide and tips for a
fun and successful season, but isnot a“must do” list.

Section 3 covers the Team Manager and Meet Manager software. It includes Appendix A of
the NSL Constitution which provides guidelines for using the software. It aso includes basic
instructions for how to perform certain functions within the software.

Section 4 contains samples of some of the documents referenced in the Sections 1 and 2.

The NSL appoints New Team Representative Liaisons each year. It istheir job to assist you.
As you plan for your season and as your season progresses, please do not hesitate to contact
them with any questions or concerns. Please remember that one of your best resources will
be your former Team Representative.



SECTION 1
LEAGUE RESPONSIBILITIES

M eeting Attendance

The NSL holds meetings in the winter (usually February), the spring (usually May), and the
fall (usualy September). The actually date and time of these meetings is determined by the
league president. They are usually held on a Sunday afternoon or weekday evening and last
1to 1% hours. Thelocation of these meetingsis rotated among clubs in different parts of
Nashville so that the same team reps do not have to travel long distances each time. These
meetings are mandatory meaning that someone from each team isrequired to attend. This
person may be an official team rep, a coach, or a substitute parent. Be aware, however, that
this person may be called upon to vote on behalf of their team on league issues at the
meeting. The team rep should know ahead of time of any items up for vote, so he/she should
discuss the vote with his/her sub prior to the meeting. If ateam does not have a
representative at a meeting, the team will be fined by the league according to the constitution.

Financials

Teams must provide funds to the NSL for ribbons, swimmer fees, city meet entries, etc. The
approximate schedule for these paymentsis asfollows. league dues - Feb. meeting,
swimmers fees - after each meet, city meet fees - 2 weeks before the City Meet. Team reps
will be notified of the amount of these fees and their exact due dates by the |eague treasurer.
Team reps are responsible for seeing that these funds are paid by the deadline or the team
will be fined as set forth in the constitution.

Communication (including financial) With the L eague

1. Eachteam must provide the NSL secretary with contact info for team reps and coaches.
At least one rep should have emall that is checked regularly.

2. Within 24 hours, after each meet, the team rep must mail the NSL treasurer alist of
everyone who swam in that meet. On thelist you must indicate which swimmers swam
for the first time that summer and pay $3 for each of these first time swimmers. You
must include a check with the list.

Example: You have 25 swimmersin the first meet. Y ou must send the treasurer alist of
those 25 names and a check for $75. The next meet you have 20 swimmers. Fifteen of
those swam in the first meet. Five are swimming for the first time that summer. You
must then send the treasurer the list of those 20 swimmers, indicating which ones swam
for the first time, and a check for $15.

These lists are very important because they can be used by both the team and the league
to determine which swimmers are eligible for the city meet. A sampleroster that works
very well isattached.

3. After thefirst meet you must also send the treasurer an approximate breakdown of your
team by age and gender. Thisis used to begin assigning city meet workers and warmup



5.

lanes. A sample of thisform called the Tally Sheet isattached. Thisform only needs
to be sent once - after the first meet.

The host team rep must fill out the results sheet (blank attached), have both coaches sign
it, and fax it to the newspapers as soon as possible. A copy must also be mailed to the
NSL President. A blank copy of thisform is attached.

Also, within 48 hours of each meet both the host and visiting team reps must fill out a
meet analysis form and send it to the division VP. These forms may be sent by postal
mail or email. Thedivision VP will use these meet analysis forms to communicate
problems, suggestions, etc. to the league board. A blank copy of thisform is attached.

Preparing for M eets

1.

Thedivision VP will send each team rep a meet schedule as soon asit is available,
usually sometime in February or early March. The host team reps must then contact
visiting team reps to discuss the meet format (dual vs. single session), and warmup start
times. Both teams must agree on the format. Note that all 10 & under events must be
finished by 7:00pm per the constitution. If the start times must change due to extenuating
circumstances, the host team rep must notify the visiting team rep ASAP, but not less
than 6 days prior to the meet.

A week before the meet ahost rep must contact the visitors' team rep. Make sure
visitors are clear on warm-up and start times for both sessions. Double check that they
have accurate directions to the facility. Ask if they have any specia needsin terms of
their volunteers or svimmers. Convey any restrictions that the Home facility may have
such as parking, outside food, the use of canopies, etc. It may be helpful to type a page
of information about your pool and email it to the visiting rep.

The reps must aso decide when and how the visiting team will provide their meet entries
(exported from Team Manger) to the host team.

The team reps must make sure that their team has enough workers lined up for each meet.
A description of each meet worker position follows. Refer to Article 111 of the
constitution for the number of each type of worker required of the home and away teams
for dual and tri-meets.
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Note that the starter and referee as well as the stroke and turn judges must be certified for
these positions each year. Therefore, the team rep must make sure that enough
parents/volunteers from his/her team are trained each year. There are usually 4-5 clinics for
these certifications held in early June. Team reps will be notified when these dates are set.

Two of the most important jobs are the starter and the clerk of course. These people more
than any other will determine how quickly and smoothly the meet runs. Put the most reliable
(and vocal) volunteersin these positions. See Tipsfor Clerk of Course below.

Many teams begin filling meet worker positions at registration and consequently have all
volunteers scheduled prior to the start of the season. This is more effective than recruiting
volunteers on a meet to meet basis. Place reminder calls or send e-mails to volunteers afew
days prior to the meet. Thiswill eliminate last minute scrambling to fill vacant positions due
to cancellations.

Impress upon parents that meets cannot be run without their help. Some teams require
parents to work a certain number of meets and fine them if they don’t meet this requirement.
Bottom line - It isnot acceptable to show up for a meet without the required volunteers.

Sample signup sheetsfor a dual meet are attached.
5. Prior to each meet, make sure the necessary supplies are available.

Home Meet Supplies

Starter System (check each week to make sure it is working properly)

Watches (approx. 14 - 9 timers, 2 for head timer, plus afew extras)
Clipboards/Pencils (approx. 13 - 6 lanes, 4 judges, starter, referee, clerk of course)
DQ and Early Takeoff Slips

Computer

Printer

Scorers’ Table - clips, rubber bands, stapler, staples, calculators, pencils (sharpened)
Ribbons

Labelsfor ribbons



Printer Paper

Printer Ink (make sure you have an extra cartridge)
Cardstock (or labels and index cards) for swimmer cards
Megaphone for Clerk of Course

Small white board & marker to display current event number

Away Meet

Watches (approx. 12 - 9 timers, plus afew extras)

Ribbon Boxes (or some way to transport home)

Megaphone for Clerk of Course

USB Storage Stick or CD to take home Meet Manager export

Team Computer (probably won't need but good to take for a backup)

The home team must aso provide refreshments for the meet workers. At a minimum,
provide cold water. Lemonade and cookies/fruit are nice. Have at least 1 refreshment runner
at al timesto carry refreshments to workers.

6. The meet must be set up on the computer. Entries must be entered and merged. The
NSL uses 2 computer programs, Team Manager (TM) and Meet Manager (MM). Both of
these programs should be on the team computer. Team Manager is use to maintain each
team’srecords. Each swimmer’s name, age, and gender must be entered. The program is
also useful for maintaining contact info for each swimmer such as parents’ names,
address, email, etc. Meet Manager is used to run and score the meets. Each team must
have someone other than the coach that knows how to operate these programs since
coaches are not allowed to merge entries for ameet and are not available at the scorers
table during meets. A tutorial is given for these programs before each season.

Before each meet, the coach must input into TM what events each swimmer will swim
with seed times if available. These entries then need to be exported out of TM and
imported into MM. For the home team, thiswill all happen on the same computer since
their computer will be used to run the meet. The visiting team’s entries which are
exported out of TM on their computer must be imported into MM on the home team’s
computer. Therefore, the two teams must coordinate when and how this will take place.
The visiting team’ s exported file can be emailed to the home team’ s rep or they can be
hand delivered on aCD or USB stick. Just make sure the home team computer is
equipped to read a CD or USB stick before making the trip. Once both teams’ entries
have been imported into the home team’s MM, they must be seeded which will assign
heats and lanes for each event.

At this point, swimmer cards and reports can be printed. The home team must create
swimmer cards for both teams as well as heat sheets and timer sheets. Depending on the
size of the teams, this can several hours. Therefore, it is recommended that the visiting
team provide their entries by 5:00pm the day before the meet. In a perfect world, this
could be done early the morning of the meet. In the real world, however, there are
problems with the merge, printers jam and/or run out of ink, etc, causing the meet to start
late.



8.

Thevisiting team’s entries should be delivered to a home team rep who then does
theimport, seeding and printing. It should not be done by a coach to avoid any
appearance of wrongdoing. The home team can go one step farther and provide the
visiting team with its entries before the merge is done.

The home team must print the following documents:

Swimmer cardsfor both teams - Some teams prefer to print labels which are then
placed on index cards. Others prefer to print directly on cardstock and then cut to size.
Either way will work. It isjust amatter of personal preference. It isvery helpful to use
different color cards for each team. It isalso helpful to have several blank cardsfor late
entries. Bundle in event/heat/lane order and hold for clerk of course.

Twenty (20) Meet Programs (heat sheets)
1 for each lane (6)

1 for each stroke and turn judge (4)

Starter

Referee

Meet Director

1 for each clerk of course (2)

1 for each coach (2)

Extras for scorers’ table (3)

For adual session meet, print the Meet Program for the morning session separate from
the afternoon session’s Program. The afternoon Program is not to be distributed until the
beginning of that session.

Lane/Timer Sheetsfor 25 yard/meter races- It is suggested but not required that you
use these. Lane/timer sheets prevent runners from having to get swimmer cards from the
starting blocks to the timers before each of these one-lap races. Thisisavery long
distance around some pools and can slow down the meet and wear out the runners.
Lane/timer sheets are printed for each event by lane. Timers record timesin their lane for
every heat of an event on one sheet of paper. At the end of an event, arunner will pick
up that sheet and the timers will begin recording on another sheet. An example of a
lane/timer sheet is attached. Remember, these are only used for 25 yard/meter races.

The home team must prepare the following clipboards:

Stroke & Turn Judges (4) - Meet Program (morning program only for dual session meet)
DQ Slips
Early take-off dlips
Pencil



Each Lane (6) - Meet Program (morning program only for dual session meet)
Lane/Timer Sheets
Pencil

Starter - Meet Program (morning program only for dual session meet)
Pencil

Referee - Meet Program (morning program only for dual session meet)
Pencil

Clerk of Course - Meet Program (morning program only for dual session meet)
Pencil

Restock the clipboards between the morning and afternoon sessions of adual session
meet. Replace the morning program with the afternoon program.

Make sure the pool and deck are set-up. Run the lane lines. Hang the backstroke flags.
Set-up starting platforms. Set-up the Clerk of Course area (thiswill be different for every
pool). Place 2 chairs at every lane on the finish end of the pool for timers. Set up chairs
on either side of the pool for home team and visiting coaches. Place atable on the side of
the pool at the start end for the Starter and Referee. Provide a canopy if possible.

Running M eets

1.

The home team reps must arrive early to ensure that the pool and scorers’ tableis set up
with the proper equipment and supplies (ribbons, pens, pencils, calculators, staplers,
staples, paper clips, rubber bands, NSL Meet Documents, computer, printer, and labels).
Home team reps should greet visitors as they arrive on meet day. Direct them to their set-
up area. Provide Visitors with shade whenever possible. Seek out the Team
Representative and familiarize them with the facility. Show them the location of Clerk of
Course, Concessions, Restrooms, Scorers’ Area, etc. Facilitate introductions between the
coaches.

Let the Visitors know if an announcer is provided. Notify Visitors when the pool is ready
for warm-up. Notify Visitors and Home Team when it is time to report to Clerk of
Course.

Home team rep should call a meeting of all workers 20 minutes before the start of the
meet to introduce the meet director, starter and referee, review instructions for jobs, and
give out supplies. Ask workersto take their positions at the end of this meeting. Have
another meeting before the afternoon session begins.

Start the session promptly. Note start and finish time for Meet Analysis Form. Also,
note what works well and what doesn’t.

Tipsfor Clerk of Course

Disorganization at the Clerk of Course can result in a slow-running meet and frustrated
swimmers. The following suggestions should assist in keeping the Clerk of Course area
relaxed and running smoothly.



1. The Clerk of Course should be a defined area located as closely to the start end of the
pool as possible. Run rows of 6 chairs 3-4 rows deep if space permits.

2. Clerksshould bevisibleto all swimmers. Some teams put their Clerksin orange vests so
that all swimmers can identify the Clerks easily.

3. HaveaSharpie on hand. Sometimesit is helpful to label aswimmer either by name or by

team.

For larger meets, it is helpful if the clerk of course has a megaphone.

Make sure that the Clerk of Course has an Order of Events/Heat Sheet.

Once swimmers arrive at the Clerk of Course, position them by lane and by heat in their

appropriate rows so that there will be an organized trek to the starting platforms. Check

every swimmer’s card to insure that they are placed in the correct lane and heat. (This
process has become much easier now that Heat Sheets are generated by Hy-tek). The

Visitors should assist in delivering their swimmers by event and heat in an organized

manner to the Clerk of Course. The Clerk of Course should not combine heats without

discussing it with the Referee. A good Referee will look to combine heats if necessary.

7. Much patience isrequired in Clerk of Course. Remember that many of the athletes are
new to competitive swimming. They will be looking to the Clerk of Course for assurance
that they arein the correct place. Try to create a positive attitude in the Clerk of Course
area so that swimmers reach the starting platforms ready to race and have fun.
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After Meets

1. The home team rep must fill out aresults sheet, have the coaches sign it, fax it to the
newspapers and mail a copy to the NSL president.

2. The home team should export their own resultsto TM and export the visiting team’s
resultsto either aCD or USB stick provided by the visiting team or afile to be emailed to
the visiting team.

3. Eachteam rep must mark on their Meet Roster who swam in the meet. Highlight which
swimmers swam for the first time. Mail the roster to the league treasurer along with $3
for each new swimmer. Include the Roster Tally sheet after the first meet of the season.

4. Fill out Meet Analysis sheet and email or mail to division VP.

City Meet

1. Eachteam isassigned a portion of the City Meet management. Thismay be ajob that
occurs during the planning phase and/or during the actual meet. Clubs are generally
assigned the same job each year to facilitate familiarity and efficiency.



2. TheCity Meet Registration Packet will be posted on the NSL website. Print a copy.
The packet will include al the information regarding fees, times, date, and how to submit
entries. Follow the entry proceduresto the letter.

The turn around time on City Meet entriesis quick so be prepared. Allow plenty of time
to register your swimmers and complete the actual meet registration. Have the coaches
proof read the entries so that no oneisleft out or incorrectly entered. Some teams
automatically register al their swimmers for the meet and have built City Meet feesinto
their team registration fee. Administratively, thisisthe easiest way to handle the
registration. Some teams just register those swimmers who want to compete in the meet
and pass the meet fees on to those participants. Be aware that |late fees will be assessed
as outlined in the registration packet.

3. A City Meet Worker Packet isusually distributed about the time that City Meet Entries
aredue. This packet will outline the number of workers at each position your team will
need to provide at City Meet. Each team must provide 2 experienced stroke and turn
judges for the city meet each day. Failure to provide the required number of workers for
the meet can result in confusion and meet delays, something no one wants to see at the
City Meet. Any club not supplying its full complement of workers will be penalized
according to Article 1V of the Constitution.



SECTION 2

TEAM RESPONSIBILITIES

This section contains information that new Team Representatives may find helpful in
navigating their teams through the season. It does not provide a“must do” list, but smply
suggestions from experienced team reps.  Team reps should tailor it to work specifically for
their teams. Remember that one of their best resources will be their own former Team
Representative. It is suggested that each team create a written addendum to this handbook
that details what is needed/expected to run their specific team. It will make the transition

from one rep to another much smoother.
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Attend NSL Winter Meeting
Attendance is mandatory. Division alignments are announced. Division VP s are elected.
Proposals for new season are voted upon.

Form Committee(s)

In some teams, all the administrative duties of the team fall on the Team Representative
alone. Other teams utililize aformal committee structure that assists the Team
Representative in the running of the team. There are many benefits of a committee structure.
It reduces the workload for the Team Representative. It assistsin creating ownership of the
team. Having others as vested as the Team Representative in providing a great summer
experienceis helpful. It also helpsto develop future Team Representatives. People are more
likely to take on aleadership role when they already have a significant amount of experience
in that activity. The Team Representative can appoint individuals to be responsible for any
number of duties such as treasurer, registration, uniforms, volunteer recruitment, trophies and
awards, specia events (Picture Day, Senior Day, Awards Night), refreshments, etc.

Develop Budget

The fisca management of teams differs. Some teams are managed by their club boards.
Others receive a set amount of funds from their boards that they are free to administer
themselves. Still others have to be self-supporting and are operated completely from funds
generated from fees. Regardless of how your team is structured financially, you are most
likely going to have to formulate a budget for your season. Some teams must submit a
budget for approval to their club. Whatever parameters your particular club sets, it is good
ideato develop abudget. A budget provides afinancial road map for your team. It will
assist you in requesting increased funds from your club Boards and it will insure that your
team is using its funds efficiently. Most importantly, it shows that your organization is
financially accountable. Use the previous season’ s expenses as a starting point.

Swim team fees and uniforms costs/fees can be set at thistime.

Develop Team Schedule

When the Nashville Swim League (NSL) Competition Schedule is received, use it to develop
the schedule for your season. If ascheduleis developed now, it can be used in any pre-
season correspondence or information that is distributed to your membership. Include dates
and times for registration, practices, timetrials, parent meetings, meets (including City
Meet), and socia events.



Pre-Season Newsletter

It isagood ideato supply your members with information about the upcoming season as far
in advance as possible. This can be accomplished by distributing a newsletter. Perhaps your
club does a mailing to the membership well in advance of tennis, swimming, and junior golf.
Y ou can piggyback your information with them. More and more, e-mail is becoming the
method of communication for teams/clubs.

At any rate, busy parents appreciate as much notice as possible regarding times, dates, and
key players (team rep., coaches, committee members, contact people, etc). If you can reach
your member families well in advance of the season, they are more likely to plan vacations
and camps around the swim schedule. Thiswill facilitate dual meet and City Meet
participation. Advance notice regarding registration will increase the number of families
who register early rather than waiting until the beginning of the season when it will be more
difficult for them to manage their calendar and for you to outfit them. (The sooner you know
how many swimmers you will have the sooner you’ll know how much money you have to
work with, how many coaches will be needed, how much to invest in uniforms, etc.)

Recruit Staff

Assuming that coaching hiring decisions are yours, begin your coaching search. The budget
devel opment process should have assisted you in determining how many coaches you can
afford and what you can afford to pay them. What was done in the past can be a good guide
to determine your staffing needs for this season.

Establish M ethods of Team Communication

Give some thought as to how you want to communicate information to your team and how
you want your team to communicate information to you and your coaches. E-mail, Bulletin
Boards, Dry-erase Boards, Phone Trees, Team Handbooks and Team Mailboxes are all great
ways to communicate. Many clubs utilize all of these methods.

Inventory and Restock Team Supplies/Awards

April isagood time to assess the team’ s needs regarding office supplies and team equipment.
Ideally, team equipment needs (backstroke flags, kickboards, lane lines, lane line regls,
instructional items, etc) should be evaluated at the close of the season in order to prepare a
budget the following February). Determine what is needed and make those purchases. The
same goes for awards (heat winner ribbons, senior plagques, participation awards, whatever
your team uses). Take into account any awards left from the previous season.



Develop or Revise Team Handbook

As mentioned before, ateam handbook can be a great way to communicate to your team. |If
your team already uses one, revise it to fit the team’ s needs for this season. If your team has
not used one, consider developing one. Team Handbooks can include the team roster,
contact information, coaches' bios, team schedule, team philosophy, and any policies or
procedures that your team has established over the years. See that sections regarding
expectations in terms of sportsmanship, athlete participation, and voluntarism are also
included. Use the handbook to educate member families regarding the Nashville Swim
League and its role in summer swimming.

Conduct Team Registration

A formal registration process gets the team off to agood start administratively. It helpsin
determining how many swimmers will be participating that season (although registrations are
generally taken well into the season). Team rosters can then be devel oped. And the financial
picture for the team becomes clearer as swim team fees are collected.

Team registration should be conducted in the early spring. Any later than that and it can
delay or complicate the start of the season. Establish the swim team fee. Establish pricing
on the team’ s uniforms so that it can be included in the swim team fee and/or charged
separately. Some teams have oultfitters or sizing kits available at registration to facilitate
uniform orders. Volunteer recruitment for meets can begin at registration. Registrationis
also another great opportunity to provide your members with any new information regarding
team business.

Use the information that you have gathered during registration to determine how many new
and returning swimmers you have. Identify gapsin your age groups. For instance, you may
find that the team isthin in 15-18 boys. Y ou and your coaches can begin aggressively
recruiting swimmers of that age from your club membership. Call swimmerswho did not
register this year but participated the previous year. Thisisagood way to increase the
numbers on your roster. Sometimes, akid (especially an older kid) just needs to know they
are wanted.

Order Uniforms

Once registration is completed, uniforms should be ordered. To provide stragglerswith a
chance to get a uniform, some teams wait for a couple of weeks after registration before
submitting their order. At any rate, enough time should be allowed so that uniforms have
been received and distributed prior to the first meet.

Finalize/M eet with Coaching Staff

Make sure that the coaching staff isin place and ready to go on thefirst day of practice.
Meet with the coaches to discuss your expectations of them over the course of the season.
Provide them with job descriptions and employment agreements if possible. Discuss goals
and expectations of the team. Discuss how you as Team Representative can best assist them



in being successful. Provide them with the Nashville Swim League Calendar. Several of
their meetings are mandatory.

Attend NSL Meeting/New Team Representative Clinic

All of the information that you will need for your season in terms of the NSL and hosting
meets, will be provided at the spring meeting. It isnecessary for all Team Representatives to
bethere. A clinic for new Team Representatives will be conducted at the Spring meeting. A
timeline and information specific to June and July will be supplied then.

Recruit Volunteersto Fill NSL Certified Positions

Do this at the beginning of May. NSL certified positions are official’ s positions such as:
Meet Referee, Stroke & Turn Judges, Starter, and Early Take-off Judges. The Nashville
Swim League provides the training and will supply Team Representatives with a schedule for
that training. Recruit volunteers prior to the training schedule coming out. Again, giving
volunteers as much notice as possible should increase the number of volunteers who become
certified. When the training schedule is received, convey the information to the volunteers as
soon as possible. Remindersjust prior to the training sessions are agood idea. If an
individua is certified through USA Swimming, they need not attend the NSL training
sessions, but can still act asan NSL certified official.

Secure Important Dateswith Pool M anagement

Make arrangements with the Pool Manager regarding any specia dates that the team will
require the use of the pool such astimetrials, clinics, additional practices, etc. Supply the
Pool Manager with your team’s schedule of events.

Plan Special Events

Plan and/or coordinate any specia events that your team has scheduled such as pizza parties,
Picture Day, Senior Day, Awards Night, etc. Often it isthe socia eventsthat attract new
members and retain existing members. If the team isvery large, you might want to schedule
socia events by age groups. Teenagers especially like to have parties and outings without
the little kids.

Hold Team Parent Meeting

Schedul e the parent meeting for the end of May or no later than the beginning of June. This
meeting will facilitate parent education, team communication, and families understanding
the expectations that the team has of them. Address such topics as covered in your team
handbook. Ouitline the season, introduce the coaches, have coaches address the parents.
Allow plenty of time for questions and answers. If everyoneis clear on what is expected, it
will make for amore successful season for team staff, parents, and most importantly, the
swimmers.

The Parent Meeting is also an excellent time to educate parents about the Nashville Swim
League (how the board is organized) and its role in summer swimming. It is paramount that
the Team Representative educate participating families to the fact that summer league
swimming is about participation, fun, personal improvement, and friendly competition.



That being said, take this as an opportunity to remind your parents that they are just as
important in setting an example of sportsmanship as the Team Representative and coaches
are. Convey to your parents and athletes that taking pleasure in a swimmer’s disqualification
or poor performance is the ultimate in poor sportsmanship.

Parents and athletes should “assume the best” going into and during a competition. Parents
should be cautioned to never approach a meet official. They should be reminded that the
determinations of the Meet Referee are final. If a parent has a question regarding an aspect of
the meet or arulesinterpretation, they should work through their Coach.

Similarly, issues regarding the NSL Board of Directors should be handled by working
through your Team Representative. Asthetitleimplies, the Team Representative represents
their team to the NSL. All communications and proposals should go through them.

Review Volunteers Needed

Hopefully you have aready begun your volunteer recruitment. If not, thereis still plenty of
time to complete the task. It works well to appoint one more individuals to handle volunteer
recruitment for such positions as meet workers, specia events coordinators (Senior Day,
Awards Night), meet set-up, uniforms, trophies and awards, €etc.

Attend NSL Certification Clinics

The NSL has provided you with a schedule for certification clinics. Make sure you have
enough volunteers attend one of these clinics. Each officia must recertify every year (unless
they are USA Swimming certified). The certification clinics do an excellent job of preparing
individuals to officiate. This year the NSL isrequiring that each team provide them with the
names of 5 officialsto be recruited from to assist in officiating the City Meet. See “How to
Host aMeet” to determine how many officials your team will require to make it through its
Season.

Uniforms

Team suits should have been ordered by now. If you have designated a volunteer for this,
continue to touch base with them and/or your team oultfitter to ensure that your team’s
uniforms will be available for the start of the season.

Organize Supplies

If not already done, make sure you have the necessary supplies to host and participate in
meets. Organize them so they can be easily transported to the scorers’ table, clerk of course,
etc. Provide your coaches with any necessary materials to manage their season i.e. office
supplies, rosters, team handbooks, swimmers' best times, team records, previous year’s City
Meet results, etc.



Develop Roster

As your registrations are completed and well before the first meet, develop ateam roster
complete with swvimmers’ ages, names, addresses, and parents' names and numbers. Include
thisin your team handbook. Supply it to your coaches as well. Coaches will also appreciate
aroster by gender and age-group. Thisis extremely helpful and will ensure that no swimmer
isleft out of ameet line-up. Update your rosters as new swimmersjoin the team.

These duties certainly can be delegated to the coaching staff. However, many teams are
coached by high school and/or young college aged students who may be managing well over
100 athletes. They will appreciate any efforts you make to assist them in being organized,
meeting important deadlines and in keeping the rosters current.

Deter mine Open/Novice Swimmers

One of the first coaching tasks should be the determining of Novice and Open Swimmers.
Refer to the NSL by-laws on how to make this determination. The Team Representative
and/or the coaching staff also need to make sure that they are aware of every “winter
swimmer” on their roster. Again refer to the NSL by-laws. Winter Swimmers and Novice
and Open determination are covered at length during the NSL Mandatory Coaches Meeting
and New Coaches Clinic.

Become Familiar with Hy-Tek

The NSL uses Hy-tek’s Team and Meet Manager software for meet set-up and scoring. Itis
imperative to have coaches and/or parents that are comfortable using Team Manager and
parents that comfortable using Meet Manager software. Coaches do not really need to know
Meet Manager since they may not do the meet merge or work the scorers’ table during the
meet. The NSL provides some training on these two programs, but it isminimal. Spend
some time “playing around “ with the software before the season begins.

NSL Scholarships
Provide al seniors on your team with the NSL Scholarship information. Thisis provided to
you by the NSL at the Spring Meeting.

City Meet T-Shirts

The information needed to begin taking t-shirt orders for City Meet will be made available at
the Spring NSL meeting. The turn around time on thisis quick. Develop an order form and
have it available when practices begin. You are usually supplied with a sample shirt.
Display it where the kids can seeit. Pre-selling the t-shirts generates more revenue for the
NSL and helps to keeps the team’s NSL fees down.

Hold a M ock/Practice M eet

If you have alarge number of new and or young swimmers, it may be helpful to hold a mock
meet. Try torunit as much like areal meet aspossible. Thiswill allow new swimmers and
parents to become familiar with the clerk of course, the starting system, and the general
atmosphere of ameet. It can also be used atraining tool for new meet workers and adry run
on the Hy-Tek system.



Regular Season Mests
Refer to “ Section 1 - League Responsibilities’ on how to prepare for and participate in home
and away meets.

Special Events
Remember to make the season fun. Award kids for their hard work.

Trophiesand Awards
Be sure to place and/or confirm your trophy and awards orders so that they will be available
for whatever recognition event(s) your team has planned.

City Meset
Refer to “ Section 1 - League Responsibilities’ on how to prepare for and participate in City
Meet.

Attend NSL Fall Meeting

Attendance is mandatory. Division VP swill provide asummary of the season based on
Meet Analysis forms received from Team Reps. An inventory of all unused NSL materials
must be provided at thistime. Officers for the coming year will be elected. Proposals for
changes in next season may be presented for discussion.

Review and Understand NSL Bylaws and Miscellaneous Rules

It isimportant that Team Representatives, Coaches, and Meet Referees have a clear
understanding of the above. Thiswill facilitate good relations between teams, the resolution
of any disputes that may arise, and most importantly, a positive competition experience for
the athletes.

Educate Parents & Swimmers Regarding Team Philosophies and the NSL
The NSL acts for the purpose of fostering, promoting, and sponsoring swim meets in
Davidson and surrounding counties in Middle Tennessee to promote summer age-group
swimming. Itisparamount that the Team Representative educate participating families to
the fact that summer league swimming is about participation, fun, personal improvement, and
friendly competition. The NSL is dedicated to thisaswell. Team Representatives must set
the tone for the season. This can be accomplished through your day to day interactions with
the team, by devoting space to thisissue in your team handbook, and by adding it to your
agendafor the Parent’ s Meeting.



Develop Team L eader ship

Always be on the lookout for the individual that has the energy, organizational skills, and
love of the activity to be your next Team Representative. Ultimately, teams benefit from
strong leadership and mentoring helps to provide that. The next Team Representative will
have an easier transition, if you have mentored them! Mentoring guarantees a strong

organization. It insures that what has been successful for your team in the past will continue
to be employed in the future.



