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[bookmark: _au9qzxjbh99i]Why Transition?	Comment by Emily Hsu: edit
1. [bookmark: _xtyxu16inmov]Introduction
a. A strong transition between club presidents is essential to the continued success of a collegiate club swimming program. As leadership passes from one president to the next, valuable knowledge, established processes, and team culture can easily be lost without clear communication and guidance. This handbook serves as a bridge between outgoing and incoming leadership, helping ensure continuity in operations, consistency in expectations, and preservation of the club’s mission and values. By providing insight into responsibilities, timelines, and best practices, a well-structured transition guide empowers new presidents to step confidently into their role while building on the foundation laid before them.

Sample Exec Transition Template

Your Duties – Position Overview:
· [brief description of role]
· [typical weekly/monthly time commitment]

Who you work with:
· [include any important contacts]
· Staff advisors
· CCS contacts (if applicable)
· CCS emails
· Names of your region’s representatives
· Other club officers and responsibilities
· External vendors/contacts

Key Duties:
· Weekly tasks:
· Seasonal tasks:
· Any other tasks:

Helpful Tools and Links:
· Any links/portals you use
· College Club Swimming website
· Club email logins
· If you do not have a club email, it’s highly recommended to set one up. 
· Any drives/folders relevant to your position


General Timeline:
· August
· August 1: Club Registration opens
· August 15: Swimmer registration opens
· Complete any relevant forms for Discord clean-out, remove alumni exec, and add new exec members
· September
· CCS Season Opening Town Hall
· Updates for the new season, Regionals and Nationals information, NQT release
· October
· Nationals Town Hall
· Regionals (depending on your region’s dates)
· November
· Regionals (depending on your region’s dates)
· Complete the Regionals Exit Survey
· December
· Nationals Travel Town Hall
· January
· February
· Nominate a club for CCS Awards
· March
· Nominate members for Advisory Board positions
· Nationals Registration opens
· April
· Nationals!
· Vote for Advisory Board!
· Complete the Nationals feedback survey

How to Guides
Using Discord + Discord Guidelines
· Search for answers to general questions
· Stay updated on upcoming meets, Regionals, and Nationals
· Registration Links for Townhalls

How to Use Admin Portal
· Add new president to admin portal
· Walkthrough common tasks like how to host a meet and add it to the CCS calendar, Regionals/Nationals registration instructions, President’s Confirmation Period tasks (relay entries, billing submission)
· Review CCS-provided demo

Club Registration
· How to register
· Ensure all past swimmers re-register for the new season
· Understand the fee structure and acceptable payment methods

Meet Entries
· Download necessary software 
· How to set up a meet in Hytek and how to submit meet entries
· Hytek Tutorial

How to Run a Meet
· General Guidelines
· How do you reserve pool space at your school? Any relevant forms or contacts?
· Send a message about your meet in the CCS Discord
· Is your pool USMS certified? 
· USMS Certified Pool list
· Pool Certification request must be sent to topten@usmastersswimming.org and approved before a CCS sanction will be granted for competition
· Do you have a meet packet template? 
· How to recruit volunteers?
· How do you recruit officials? 
· Consider USMS sanction in addition to CCS sanction

How to travel for CCS Championship Meets
· What discount codes may your school have for travel?
· Consider transportation options: car(s), flights, bus, etc
· What resources are available at your school
· Consider Airbnb vs hotel
· Tips for travel based on past experiences
· Estimated attendance for championship meets based on past attendance

Tips for your position:
· Tips for when things should be done
· “This always happens” notes – obstacles that tend to come up
· Past successes and mistakes to avoid
· Any logistical constraints for your position

Contact Info:
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