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CLERK OF COURSE

Rappahannock Swim League 

2022 Online Training Course

This Photo by Unknown Author is licensed under CC BY-SA

WHAT IS CLERK 
OF COURSE?

RSL RULE 10.12

In order to maintain efficiency, Clerks call swimmers to report to the clerk of 
course area prior to their event. 

Once swimmers arrive, the clerk verifies the swimmers’ identities and places them 
on benches in event, heat, and lane order.

Swimmers are escorted behind the blocks.  Special care should be taken as too 
many swimmers waiting may result in confusion, but too few swimmers can cause 

unnecessary delays.

This course is designed to help you be an effective clerk.  Thank you for taking 
the time to learn how to properly perform this important volunteer position 
and for helping your team. 

https://commons.wikimedia.org/wiki/File:Swimming_pool_with_lane_ropes_in_place.jpg
https://creativecommons.org/licenses/by-sa/3.0/
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SETTING UP CLERK OF COURSE

Special care should be taken to restrict access to swimmers who are being seeded and clerk personnel.  No other 
swimmers or parents should be allowed.  Coaches, RSL reps, and officials have unrestricted access.  The goal of clerk 

of course is an efficient meet.  Let the referee or RSL representative know if someone is hindering you.

Clerk of Course should:

Be clearly marked, well lit, and 
include a Now-Seeding Board 

readily viewable. 

Have benches or chairs with enough seats 
to accommodate 4 heats of swimmers
•Seats per row should match the number of 
lanes in the pool

•Seats should be labeled 

Be organized to allow enough 
space to sort swimmers and get 

them to the blocks in an 
unencumbered and organized 

fashion

Additional supplies:
•Pencils, post-its, sharpies
•Speaker/Megaphone to amplify voice
•Blank swimmer entry cards
•Colored H/L tags for younger swimmers

The Head Clerk should arrive one hour before the start of the meet to ensure the Clerk of Course area is set up to 
receive swimmers.

SAMPLE LAYOUT
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Clerk Of
Course 
Area

Tips

If possible, rope off the 
clerk of course area to 

discourage loitering

Keep 2 heats behind 
the blocks, as space 

allows

Remind swimmers to 
stay quiet behind the 

blocks
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MEET PROGRAM

• Odd lanes go to the Home Team

• Even lanes go to Away team

• In 5 lane pools, the 5th lane alternates

• First heat contains the slowest swimmers

• Last heat contains the fastest swimmers

• Fastest swimmers are placed in the center lanes 
and the slower swimmers to the outside lane 
within each heat

• Exhibition swimmers are placed in the slowest 
heat if lanes are available.  

Heats are never added to accommodate 
exhibition swimmers.

The day before the meet, teams exchange:

• Team Data Entry Files

Entries are then computer seeded based on the following 
guidelines (RSL Rule 7.5.3):

REVIEW 
MEET 

PROGRAM

• Review the Meet Program for accuracy prior to the 
start of the meet when it’s easier to make changes.

• The Meet program has several parts:

• Event Number and description

• Heats

• Swimmer Name

• Age

• Team

• Seed Time

• Each Heat should contain at least 2 
swimmers.  If you notice a Heat with a single 
swimmer, bring it to the attention of the Head Referee.
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PERSONNEL
RULE 10.12.1

• Each team provides one Head Clerk of Course and one assistant per half.  The Head 
Clerk of Course from the home team handles dividing up Clerk duties and giving out 
meet programs to clerk helpers.  As always- it is important to treat everyone with 
respect.

• If teams have an Announcer, the Clerk should coordinate with that individual for calling 
events or missing swimmers.

• If the Clerk doubles as the announcer, special care must be taken not to talk over the 
Starter. 

RUNNING THE MEET

10 minutes before the start of the meet, announce the first 
couple events to report to Clerk of Course.

• Place swimmers by event number, heat and lane number on benches
• Direct swimmers to the area behind the start blocks.

• Keep at least one heat behind the blocks 
• Take special care to ensure little swimmers stay in the same position

• Call the next event for seeding
• Relays are NOT handled by Clerk of Course
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TIPS

If the Meet Program is available 
ahead of time, teams can write 
Event, Heat, and Lane 
information on swimmers.

If your sorting area is loud, 
request swimmers write their 
names on the top part of their 
arm.  This helps both teams 
quickly identify swimmers.

Use your Resources!  Several 
people can help organize a single 
event as long as your benches are 
well labeled.  

Freestyle (Events 15-25) have 
unlimited entries.  Pay attention 
to the number of heats to make 
sure your space can 
accommodate all the swimmers.  

For events for swimmers 10 and 
under,  have a helper stay with 
the children at the blocks to 
prevent swimmers from going in 
an earlier heat.

Remember: It is the responsibility 
of the Swimmer to make it to 
clerk.  You are not required to 
inform the announcer or coach 
of a missing swimmer (but if you 
are able, you should)

WHAT ABOUT 
CHANGES?

Despite pre-meet planning and entry deadlines, 
last minute changes may occur.

Additions to the meet program occur due to an 
omission to the team entry file, or for exhibition.

Swimmers may be deleted at any time.

Heats may be combined in the interest of saving 
time when swimmers are missing.  

All changes require approval from the 
Head Referee

Verify changes are made and communicated to 
Lane Timers, Referees, Data, and the Starter.
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ADDING A SWIMMER

The swimmer name 
is added directly to 
the lane timer card.

If the swimmer is an 
exhibition swimmer-

EXH needs to be 
clearly marked on the 

lane timer card

Get referee approval 
prior to adding a 

swimmer.

REMOVING A 
SWIMMER 

(SCRATCH)

Examine the official Heat Sheet to determine all 
events affected.

If there is time- examine meet program to see if 
scratches cause recommendations for an event to 
be reseeded.

Changes to the final Meet Program are rare.  If a 
last-minute scratch occurs, it’s acceptable to have an 
empty lane.  

Lane Timers will mark Scratches on timing sheets.
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DECK SEEDING

RULE 10.12.6

If it is necessary to deck-seed a heat, the following guidelines apply for dual meets: 

• Swimmers with the fastest times should be placed in the center of the pool. 

• Deck-seeding a heat should only be done with Head Referee approval 

• Changes made due to deck seeding must be written on timer sheets. 

Heats and events may be combined using good judgement with the approval of the referee if they 
do not confuse officials or create hardships on swimmers. 

This should only be done by Clerk of course in the interest of shortening the meet due to “no-
shows”, or in a circumstance where a special needs swimmer may need accommodations. 

If the Clerk has a situation where there is only one athlete in a heat and it’s too late to hand-seed, 
bring that to the attention of the Referee so they can make the necessary adjustment. 

END OF MEET

Congratulations on the completion of a successful meet!

The Clerk of Course duties end at the completion of Event 62.  The remaining events are relays.  

As soon as Event 62 is behind the blocks, the Clerk of Course can break down and clean up.



5/6/22

8

CONGRATULATIONS!

You have completed the RSL Online Course for Head 
Clerk of Course

Thank you for volunteering to help the RSL and for 
everything you do for your teams and your swimmers.

RSL Rules Section 10.12 defines the rules and 
responsibilities of the Clerk of Course.  Given any 
discrepancy between the RSL Rules and this document, 
the RSL Rules shall take precedence.

Suggestions for improvement to this course should be 
directed to: trainingfeedback@rslswimming.com


