Lake Erie Swimming

Registration Coordinator – Pam Cook  (440-808-9192) or pamswim@aol.com

Meet Host/Meet Entry

Registration Issues and Procedures 

You have applied to host a USA Swimming Meet in Lake Erie Swimming. As Meet Director you are the appointed Lake Erie Deputy Registrar for your meet.  This appointment is in effect only during your meet.

 According to USA Swimming rules, every participant as well as every club must be registered with USA Swimming before competing in a meet.  While it is the responsibility of each club to register itself, its coaches, and its swimmers, it is the duty of the meet management to confirm that in fact each participant is registered and has a USA Swimming membership number. Any club, which accepts entries without a full complement of USA Swimming membership numbers and verifications or has unregistered swimmers in their meet, accepts the risk of penalty, including loss of sanctions.

Please read the following instructions and attached guidelines and forward the information to the appropriate people within your meet management staff.

TEMPLATE MEET INFORMATION FILE

A TEMPLATE meet information file is available on the LESI website for each meet host to use when applying for sanction.  Please modify/add/delete any information in red.  This file will be sent to the sanction chairperson and when a sanction number is issued, this file will be posted to the web 6 weeks prior to the meet.

MEET ENTRY INFORMATION FILE

The meet entry information file is available on the LESI website for clubs to download and print out.  As the meet host, you may choose to mail the meet entry information to clubs through regular mail.

CREATION OF EVENT FILE

A meet event file (created in Meet Manager) consisting of all events should be created and emailed to Pam Cook upon issuance of the sanction number.  This meet event file will be posted to the web and each club will be able to download the file and have a template file to use when creating their meet entry file.  Please proof check the meet event file as this file will be used by the clubs for meet entry purposes.

PRE MEET/COMPUTER ENTRIES

1. Entries should be sent be sent to you electronically by email.  You should not process these electronic entries until you have received the following:

a. hard copy of the entries

b.  a signed statement verifying USA Swimming membership of each meet participant 

I verify that all swimmers listed on the enclosed entry form for the

_________ Meet are current athlete members of USA Swimming and all coaches representing our team at the meet are current members of USA Swimming.

___________________________________________       ___________
  Signature of Coach or Member Team Representative              Date

c.  entries fees
2. If paper entries are sent to you, as meet host you can charge the club an additional fee for each swimmer for manually having to enter the entries.

3. Any entry that is sent to you without USA Swimming membership numbers must be returned promptly to the club for completion.

4. If a swimmer is listed as unattached (UN) to a club, the unattached designation should be:

    U<clubcode> or UPEAK for unattached PEAK.  If the swimmer is not attached to any club (permanent unattachment), the code should be UNLE

5. Entries, including USA Swimming membership numbers and verifications, must be kept for one year as well as all meet results including tapes, heat sheets or cards and official order of finish.

6. After meet entry is completed, a pre-meet file - the Hytek Meet Manager backup zip file (from menu choose File-Backup) - must be emailed to the LE Registration Coordinator.  This generally occurs about a week before the meet.

7.  After reviewing the pre-meet backup file, the Registration Coordinator will email the Problem/Exception report to the entry person and copy all clubs that have problems/exceptions.  The Problem/Exception report (Attach A) will specifically tell the entry person what to do to fix up incorrect club codes, ID’s, etc.  The Problem/Exception report will also identify any unregistered swimmers in the meet.  These unregistered swimmers must be registered within a stated time or they will be removed from the meet.  The Registration Coordinator handles the registering of the unregistered swimmers prior to the meet and will notify the entry person before the meet that all swimmers have been registered, or if they have not been registered, they will be removed from the meet.  (Swimmers removed from the meet can deck enter the meet, register at the meet and pay all fees associated with registration and entries)  A club is not reimbursed any fees if a swimmer is not registered prior to the beginning of the meet.

DURING THE MEET

1. Deck Entry 
a. Registration – Verification must be provided for a deck entry (someone who was not previously in the meet) through completion of the Deck Entry USA Swimming Membership Verification Form (Attach B).  Verification of registration must be provided by one of the 3 methods listed on the form.  If a deck entry cannot be verified by one of the 3 methods, the deck entry must fill out a registration form and pay the fees.  The fees will be refunded if it can be verified after the fact that the swimmer is currently registered.

b. Deck Entry Form (Attach C) – The person handling deck entries should legibly and accurately fill out the swimmer firstname, lastname, middle initial, birth date and ID # (ideally this information should come from the swimmer USA Swimming card).  Nicknames should not be used – i.e. Abbey instead of Abigail.  A swimmer’s name and ID number affect the electronic results produced by the meet and can create exceptions if the swimmer’s name and ID are different than what is in the LE Times Database and/or SWIMS database.

c. Swimmer ID Number – A swimmer’s ID number is created by:

modyyr<first 3 letters of firstname><middle initial><first 4 letters of lastname>


i.e. Abigail Marie Jones (9/6/84) = 090684ABIMJONE

2.  General Registrations – Registrations may be taken at the meet for athletes, transfers and non-athletes (excluding coaches).  The appropriate forms and fees should be completed and collected as indicated below:

a. Year Round Athlete - $42.00

b. Season Athlete (5/1-8/27) - $22.50

c. Transfers - $2.00

d. Non-Athlete - $45.00

e. Family - $80.00
3. The Meet Referee and Meet Safety Director should be provided with a copy of the Coach Ineligible List which is sent out in the LE Electronic Newsletter on Fridays and is also available on the LESI website under Weekly Newsletter.  Coaches on this list have lapsed certifications and must present updated certifications to the referee in order to be on the pool deck. Coaches on this list MAY NOT sign the Lake Erie Swimming-provided "USA Swimming Coach-Member Verification Form" to get around not having the noted, current certifications.  They must either present an original or a copy of the required certification(s), or they MAY NOT be coaching "on deck".  NO EXCEPTIONS

4.  The Meet Host should check all coaches on the pool deck for a neon green/pink coach’s badge.  If a coach cannot produce the coach badge, they should sign the "USA Swimming Coach-Member Verification Form" verifying that they are currently a coach. Be sure and caution the coach that if he/she signs the form and is found not to be a current coach, the club is fined an automatic $100.

AFTER THE MEET

1. Email the Registration Coordinator the Meet Manager backup zip file immediately after the meet.  This file will be used in the post meet reconciliation and also to post meet results to the LESI website.  In the email message list the swimmers who were registered at the meet and those transferring (with old and new club names)

2. Complete the After Meet Registration Report (Attach D).  Keep a copy of the registration form and method of payment for your records.

3. Send the following to Pam Cook, 301 Rockledge Dr., Bay Village, OH  44140 within 48 hrs.:

· After Meet Registration Report

· Registration and transfer forms with fees

· Deck Entry USA Verification Forms

FREQUENTLY ASKED QUESTIONS

1. WHAT HAPPENS WHEN USA SWIMMING MEMBERSHIP NUMBERS OR VERIFICATION STATEMENTS ARE NOT INCLUDED WITH THE MEET ENTRY?

· DO NOT enter into the meet any swimmer whose USA Swimming membership number is not provided.  

· Do any one of the following:

a. Return all or part of entry to sender for completion

b. Advise the sender (by phone) of what is missing, and explain that the entry cannot be processed until you receive the missing item(s).  Consider setting up a FAX line.

c. Call the Registration Coordinator and ask for verification of registrations and for any USA numbers missing from the entry.  You will be advised of what to do for swimmers from other LSC's.

2. WHAT DO YOU DO FOR PHONE AND DECK ENTRIES?

· Phone Entries:  It is strongly recommended that you do not accept any entries over the phone except for swimmers already properly listed on an entry form.  If you do accept phone entries for swimmers new to the meet, you must record the membership numbers and follow up by getting proper verification. If you accept entries after the pre-meet list has been sent to the Registration Coordinator, you should check with the Registration Coordinator to verify that the swimmers are registered.

· Deck Entries:  Proof of USA Swimming registration must be supplied for any swimmers new to the meet before their entries can be accepted.  The Deck Entry USA Swimming Membership Verification Form must be filled out and the verification method checked on the form.  This form must be filled out for each deck entrant new to the meet.

· In the absence of any accepted means of proof, the swimmer must be denied entry into the meet or be given an opportunity to register with USA Swimming through the meet deputy registrar.  If the swimmer is already registered, the LE Registration Coordinator will refund the money.

3. WHAT DO YOU DO WHEN REGISTRATION COORDINATOR SAYS SWIMMER IS NOT REGISTERED OR VERIFICATION OF REGISTRATION CANNOT BE OBTAINED?

· Notification that a swimmer is not registered overrides any signed verification statement. The Registration Coordinator will instruct you as to the procedures to follow. If the swimmer is already entered into the meet program and you are informed that his/her registration is invalid and has not been received, remove his/her name from all check-in sheets, from the computer, from any event cards, from any code list, etc.  Do not allow the swimmer to participate in warm-ups or competition until he/she becomes registered.
· Follow the Registration Coordinator's instructions for any changes in club affiliations.

· A swimmer who is deck entering the meet without proper verification may register with USA Swimming on deck through the meet's deputy registrar.  Those who turn out to be registered already will have their money returned to them by the Registration Coordinator.

· Disputes about registration status may occur for a variety of reasons.  If there is a dispute, have the swimmer, coach, or team agent contact the Registration Coordinator.,

4.   WHAT ARE THE LSC ENFORCEMENT OF RULES AND SANCTION REQUIREMENTS?

· Meet hosts who have failed to follow procedures for due diligence will be charged with violation of sanction.  The meet host shall be responsible for all actions or inactions of its workers and agents.
· Those signing verification statements for swimmers not properly registered will be held accountable in accordance with Lake Erie policy 2.5.
· Swimmers, their clubs, the meet host, and any other persons involved in potential rules violation may be charged.
