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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 Operator 
 D   Scoring personnel (Hy-Tek Operator) 
 E   Other administrative personnel 
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102.14 ADMINISTRATIVE OFFICIAL/REFEREE 
 
.2   Shall be responsible to the Referee for: 
      A   The accurate processing of entries and scratches. 
      B   Accurate seeding of preliminary, semi-final and final heats. 
      C   Determination and recording of official time. 
 (1) Receiving and reviewing the automatic and/or semi-automatic timing 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 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 Referee. 
     D   Determination of the official results. 
     E   Publication and posting of results and scores. 
 
.3   Shall perform other duties assigned by the Referee. 
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• The Administrative Official must: 
• Know the administrative rules of USA Swimming 
and Potomac Valley Swimming procedures 
 
• Ensure those rules are followed and that all 
swimmers have their results fairly and accurately 
recorded 
 

• Supervise 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 that 
meet are properly being fulfilled 
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• Although not recommended, the Administrative 
Official can also fill another “dry deck” position: 
 

• Hy-Tek Operator, Timing System Operator, Clerk 
of Course, Timing Judge, or Meet Director 
 

• The Administrative Official CANNOT also fill a “wet 
deck” position: 

 
• This includes Meet Referee and Deck Referee 



7 



8 



9 

• The Meet Announcement: 
• Provides the specific administrative procedures for 
that meet, such as: 

• swimmer eligibility 
• entry requirements 
• deadlines (positive check-in, scratch) 
• awards 

 
• Along with the PVS Policies & Procedures Manual 
and the USA Swimming Rule Book provides the 
administrative direction for the competition 
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• Eligibility and Entry Process 
 
• Specified in the Meet Announcement 
 
• Primarily the responsibility of the Meet Director in 
PVS (except for championship meets) 
 

• Are Deck Entries allowed? 
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• Review the Procedures for Deck Entries with 
the Meet Director 

• Deadlines and cost of deck entries 
 

• Deck entry forms 
 
• Accounting for the money (log?) 
 

• If the swimmer is already entered in the meet, ensure the deck entry is in 
compliance with the number of entries per day/per meet. 
 

• If the swimmer is not already entered in the meet, ensure that the swimmer is 
properly registered (USA-S registration card, team registration list, Deck Pass) 
and make sure all the swimmer information is accurately entered in the 
database 
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• Different Types of Seeding 
• Timed Finals 

• Slow-to-fast or fast-to-slow 
• Non-conforming times seeded last 

 
• Prelims/Finals 

• Circle seeding for the fastest three heats 
 

• Timed Finals with fastest heat(s) at finals 
 

• Deck Seeding (positive check-in) 
• Individual event check-in 
• Check-in by team 
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• Know what type of timing system is being used 
at the meet 

• Listed in the Meet Announcement per PVS Policy 
 

• Automatic Timing 
• primary – touchpads, secondary – buttons, tertiary - watches 

 
• Semi-Automatic Timing 

• primary – two buttons per lane, secondary - watches 
 
• Manual Timing 

• primary – three watches per lane 

http://www.pvswim.org/official/training/Timers_Requirements.pdf 

http://www.pvswim.org/official/training/Timers_Requirements.pdf
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• Determining the official time is the most 
important job of the Administrative Official 

• Rule 102.24 – Timing Rules 
 

• Understand 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 is another piece of information that can come in handy 
 

• The following slides will review some timing scenarios.  Use common sense 
and consistent procedure to make the best timing judgment. 
 

• Don’t get wrapped up in the procedures and make a good primary time into a         
bad time. 
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• 102.24.4A:  Automatic Timing – When recorded by 
properly operating automatic equipment, the pad time 
shall be the official time.  
 
•  You must prove the pad time is incorrect 
 
•  Use button time, watch times and order of finish 

• Talk to the timers: Was there timer error?  Was there a late or soft touch? 
 

• How confident is the starter in the order of finish 
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•USA Swimming Guidelines 
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• The following scenarios assume that 
touchpads are the primary timing system, two 
buttons are the secondary system, and at least 
one stopwatch is the tertiary system (automatic 
timing) 
 

•Later we will look at some scenarios for when 
two buttons are the primary timing system 
(semi-automatic timing) 
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• Primary times supported by two backup buttons 
• This is what is supposed to happen! 
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• Primary time supported by one backup button 
• Usually a valid time 
• May need to verify watch time and/or order of finish 
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• Backup buttons disagree.  One supports primary time. 
• Usually a valid time 
• May need to verify watch time and/or order of finish 
• Don’t delete the bad button time 
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• No backup buttons 
• Need to verify with watch time and/or order of finish 
• If pad is not verified by the watch and OOF, DO NOT enter the watch time(s) 
into the button fields. Enter the watch time as the Finals Time 
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• Lane malfunction (late pad).  Backup buttons agree 
• May need to verify with watch time and/or order of finish 
• Use the average of the buttons 
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• Lane malfunction (early pad).  Backup buttons agree 
• May need to verify with watch time and/or order of finish 
• Use the average of the buttons 
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•  Check the “use” box for the lane with the early pad 
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•  You can fill in any missing splits 
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• No pad time.  Backup buttons agree 
• May need to verify with watch time and/or order of finish 
• Use average of the button times 



34 

• No pad time.  One backup button 
• MUST verify with watch time and/or order of finish 
• Use the button time (or the watch time) if it is confirmed 
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• No pad time.  No backup buttons. No backup 
stopwatch time. 
 

• Get order of finish to know where the swimmer places in the heat 
 
• Use any time you can get! 

• For example, a coach’s time 
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• Whenever you use a backup time 
 

• Document what you did for the file 
 
• The easiest way is to write it on the timing system printout 
 

• Include the watch times, order of finish, and any other information 
you used to determine the time (include the final time) 
 

• Anyone looking at the paperwork later should be able to tell what 
you did and why you did it 
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• The following scenarios assume two buttons 
are the primary timing system  and one 
stopwatch is the backup system (semi-
automatic timing) 
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• Two buttons agree 
• This is what is supposed to happen! 
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• Two buttons don’t agree 
• Meet Manager will report the average of the two buttons, no matter 
what they are. 
• Compare the backup watch and OOF and use the button that 
matches.  Have the Hy-Tek Operator type it into the Finals Time 
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• Only one button 
• Meet Manager reports that button as the time 
• If the backup watch agrees, the single button is the time 
• If the backup doesn’t agree, figure out which one is the correct time 
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• No buttons 
 

• Verify the backup watch time with the order of finish to determine 
the official time 
 

• The backup watch time is the official time 
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• Before publishing event results, review them 
• Did all the timing adjustments get made? 
 

• Are there any times that are unreasonably fast? 
 

• Did the Hy-Tek Operator verify the NS with the lane timer sheets? 
 

• Were they any other notes on the lane timer sheets? 
 

• Are there too many ties? 
 
• Were all the DQs recorded? 
 
• In a prelims/finals meet, are there any potential swim-offs? 
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• It is important to get all the relay names in 
the database correctly 

• Can’t check eligibility without the names 
 

• A relay without names will not load into SWIMS 
 
• The lead-off split does not get automatically loaded into SWIMS 
 

• Names are usually due to the Admin Official 
about one hour before the event 

• Coaches can change the names and or order before the event 
 

• A team can report an order change to the lane timers before they         
swim. 
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• Listening on the radio provides the Admin 
Official a picture of what is happening on deck 

• E.g. DQs, no-shows and reseeds 
 

• Knows to expect the paperwork for these items. 
 

• Can reconcile their counts with the deck referees 

• Acknowledge all radio calls made to you 
• A simple “Thank You” is sufficient for the caller to know you 
received their call. 
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• As an AO, you are required to balance priorities and 
deadlines while maintaining quality and accuracy 
 
•“What’s the most important thing I need to be doing 
right now?” 

• This may change on a moment’s notice 

 
• You can’t sacrifice quality and accuracy, but you also 
can’t ignore deadlines 
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• Example 1 – Positive Check-In 
• Make sure you have enough time to do all that needs to be done 
• If you have multiple events, do them in batches rather than all at 

once 
• Heat sheets for coaches, then timer sheets, then heat sheets for 

officials. 
 

• Example 2 – Prioritize Tasks 
• At a prelims/finals meet, processing prelims results are very high 

priority 
• At a timed finals meet, processing results have no time pressure 

and may be a lower priority 
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• Turn off Meet 
Mobile 

 
• It slows down the 
system 
 

• It posts unofficial 
results 
 

•  At the end of the 
event, CTRL-M 
uploads the official 
results to Meet 
Mobile 

 

OFF 
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• Some of the forms available in Meet Manager 
• Distance counting sheets, officials assignment forms, DQ log, relay 
take-off slips, etc. 
 
 
 
 
 
 
 
• Other forms are available 
on the PVS website. 
• It is a good idea to bring 
them with you (electronic copy) 
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DQ Slips 

Disqualification (DQ) slips: 

Verify the Set-Up for 
USA-S DQ Codes before 
the meet begins 



PVS Administrative 
Official 

Thank you! 
See you on deck! 
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