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General Staff Meeting
September 9, 20XX
6pm

I. INTRO

A. Purpose

B. Your Role

C.  Boosters

II. Employment

A. Chain of command

B. What is said here Stays Here – or It Will Bite Us on the Return

1. Policies

2. Other Coaches

3. Swimmers and/or Parents
C. Certification
D. USA Swimming
1. USA Swimming Foundations of Coaching Test
2. CPR, First Aid, STSC Certifications
3. ASCA Membership
4. Certification
E. Your Attendance

1. On time = 15 minutes early

2. Call Head Coach if late or absent ASAP
F. Publicity

G. Meet Expenses
III. Philosophy

IV. PARENTS = CUSTOMERS

A. Inform Head Coach immediately of any conflict or possible conflict before a parent can.

B. Scratching Your Head

C. Be “thick skinned” and positive.

D. Pause before you answer. Watch out for the 1/30 second reaction!
E. Listen, listen, listen, then ask, “What outcome are you looking for?”

F. COMPLIMENT THEIR KID’S BEHAVIOR EVERY CHANCE YOU GET!

V. PRACTICE

A. Injuries

B. Attendance
1. Keep Weekly Records (I will provide & we’ll all use same symbols)

2. Call if out for one week

3. When returning simply say, “We missed you” in a positive, sincere voice.
4. Watch for 2x per week coming 3-4x.  You may give occasional permission if they only came once the previous week. Inform me  
C. Move Ups – How we will handle them
D. Discipline - “Same” for all

1. Bathroom breaks – only between sets – Use your best judgment

2. Listening to Coaches

3. Lying, Stealing, etc

4. Plan

a) Time Out (Number of minutes = age)

b) Inform parents to CYA

c) Inform Head Coach
VI. MEETS
A. Meet Schedule 
B. New Meet Entry Procedure

1. We post entries

2. They can scratch for a week

3. I process and repost – email to you?

4. I email in 2 days

C. Look Sharp

1. Wear Team shirts

2. Act Professionally

D. Procedures

1. Arrive 15 minutes before warm-up and stay until last swimmer is spoken to after their race – be sure they have a ride home
2. Have an advanced “clue” on relays. 

3. Write relay report for entry fund chair – give to me

4. Pick up awards

5. PRAISE IMPROVEMENT!
a) Stroke technique

b) Pace strategy

c) Racing

d) Best Time

E. Expense Reports
1. Turn in within 3 days of incurred expenses
2. Attach receipts
