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In addition, please refer to the WWR Classifier Handbook, Appendix 5, Section 3 (page 110) – Pre-Competition Administration
Pre-Competition Administration
Three Months Prior to Competition (or earlier)
	
	Communicate with Head of Classification (HoC) to: 

	[bookmark: Check4]|_|
	1. Verify dates of tournament 

	[bookmark: Check5]|_|
	2. Confirm appointment of panel members and contact details

	[bookmark: Check6]|_|
	3. Confirm tournament director contact information
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	4. Determine if Classifier training will take place at event 


Two to Three Months Prior to Competition
	
	Work with WWR & LOC to provide facilities & support infrastructure for Classifiers:

	|_|
	1. Identify and confirm classification panel members

	
	2. Communicate with tournament director and/or LOC to:

	|_|
	1. Provide names and contact information of classifiers selected

	|_|
	2. Ensure WWR/tournament director and/or designee makes arrangement for travel to and from the competition in accordance with date/time for beginning classification evaluation period.

	|_|
	3. Liaise with WWR/tournament director and/or LOC for collecting all participating Team and Athlete entries (rosters)

	[bookmark: Check10]|_|
	4. Contact LOC/tournament director to send tournament games schedule to Chief Classifier (CC) two to three months prior to tournament to enable preparation of classification schedule.

	[bookmark: Check9]|_|
	5. Contact WWR Database Administrator for access to the WWR Database and identification of athletes for evaluation and any necessary documentation, forms and data for classification.
6. Contact HoC and the WWR Database Manager for access to the Database, this requires having the Microsoft Access program. You will need to be able to open the Database ahead of time to prepare the classification schedule, and you will need to be able to open the Database on your personal device at the tournament. Classification forms can be found on the WWR Classifiers Page.

	|_|
	7. Crosscheck athlete entry information for the event with Classification Masterlist and database to verify sport class and sport class status and to determine whether athlete is due for classification:
· Allocate Sport Class Status N for athletes who have not been previously listed in the database or master list as having completed a previous classification and add these athletes to the classification list for the competition.

	|_|
	8. Identify all athletes requiring athlete evaluation during the classification evaluation period and prepare list of athletes to be evaluated:
· Athletes with N status – 1st priority
· Athletes with R status – 2nd priority
· Athletes with R status under protest lodged prior to the competition - 2nd priority
· Athletes with FRD status I(1) or I(2) – 3rd priority

	|_|
	9. Set dates and times for classification evaluation period and provide tournament director with:
· Athlete classification evaluation schedule to distribute to competing nations/team.
· Provide copy of the written WWR Classification Rules or the URL and any specific competition rules related to classification to the LOC and participating nations/teams.
The most update WWR Classification Rules can be found on the on the Classification page, WWR Website.

	|_|
	10. Send Tournament Classification Requirements to tournament director or LOC liaison of facilities and support for classifiers to conduct classification and classifier training (if training is taking place at the tournament).
A template “WWR Tournament Classification Requirements Template” can be found in the Chief Classifier Documents section on the Classification Page, WWR Website. 

	[bookmark: Check11]|_|
	11. Communicate with panel members to
· Collect travel details as requested by WWR for making travel arrangements
· Obtain most current contact information from classifiers.
· Ensure panel members have most contact information for the Chief, and LOC or Tournament Director, as needed.

	|_|
	12. Collect classification documentation. 
· If athletes do not have a previous international sport class, teams and athletes must be advised of the need to provide Medical Diagnostic Information in advance of the tournament.  Teams must submit this information via the WWR Membership and Licensing system.  Details for this procedure can be found on the Classification Page, WWR Website.  

	|_|
	13. Contact WWR Database administrator with the teams attending the tournament and ensure the most current classification information is in the database for all athletes on all teams.


Six to Eight Weeks Prior to Competition
	[bookmark: Check24]|_|
	14. Consult with the HoC regarding any Protests that may have been received prior to the tournament.  

	|_|
	15. Result final tournament roster from LOC or Tournament Director if any changes have occurred; confirm names and uniform numbers for athletes requiring evaluation. Cross reference rosters, database and Masterlist.
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	16. Send Classification Information Template to the LOC or WWR Technical Delegate to distribute to Team Representatives. This document should include the URL to WWR classification rules, preliminary classification schedule, protest procedures, protest forms and any relevant procedures for the tournament such as timelines for protest submission before or at the competition and, and tournament format such as pool play or round robin.
A template “Classification Information Template” to assist in the letter to team representatives can be found Classification Page, WWR Website. 

	|_|
	17. Prepare the classification schedule with times for teams and individual athletes. 
· Schedule times for athlete evaluation to correspond with team travel arrangements, training and match play as is logistically possible.
· The Chief Classifier has the right to determine the number of athletes that can reasonably be accommodated at the tournament and to prioritize athletes for evaluations.
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	18. Finalise classification schedule and any other relevant information to the LOC, WWR Technical Delegate or Tournament Director to disseminate to all competing teams/nations. 

	[bookmark: Check39]|_|
	19. Finalise athlete sport class and sport class status for athletes attending the competition
· Revise the schedule as necessary and continue to communicate with the local organizer/tournament director/team representatives and classification panel regarding the classification schedule. 


One Week Prior to Competition
	|_|
	1. Make copies of classification forms, classification manual, guidelines and any other office materials need for classification.

	|_|
	2. Gather up classification cards and be sure to pack in your carry on!

	|_|
	3. Make final communications with classification panel members and LOC/Tournament Director as necessary prior to departures for the competition.

	[bookmark: Check28]|_|
	4. Confirm you have sent the one week reminder email on time so that you will have no delays with your schedule during the competition. 


At Competition Administration
	[bookmark: Check29]|_|
	1. Post the classification schedule at the location/s where physical assessments are taking place (for example, at the competition venue). 

	|_|
	2. After completion of the physical and technical assessments and allocation of the entry sport class and sport class status, a member of the classification panel and, if needed, the Chief Classifier should inform the athlete and team representative of the initial decision.
· The panel informs the athlete and team representative of the result and gives an explanation for the decision.
· If there are further questions of discussion needed, the athlete and team representative will meet with the Chief Classifier.

	[bookmark: Check33]|_|
	3. At the end of each classification evaluation period (for example, morning and evening sessions or daily or as soon as is logistically possible) the Chief Classifier posts results in a central location and/or gives the Tournament Director and/or IWRF Technical Delegate with a copy of the sport class and sport class status results for all athletes for distribution to the teams.
Use the “IWRF Classification Results Template” to for results and posting of results. These can be found Classification Page, WWR Website.

	|_|
	4. Following observation assessment, confirmation and/or any change of sport class, a member of the classification panel and, if needed, the Chief Classifier should inform the athlete and team representative of the final decision as soon as is logistically possible.
· The panel informs the athlete and team representative of the result and gives an explanation for the decision.
· If there are further questions of discussion needed, the athlete and team representative will meet with the Chief Classifier.

	|_|
	5. Technical Delegate and/or Head Referee is notified of any changes in sport class.

	|_|
	6. A list of sport class and sport class decisions is given to the LOC/tournament director and/or the WWR Technical Delegate for distribution to teams at the conclusion of the observations assessments completed in the competition evaluation sessions each day.

	|_|
	7. Final results are posted, and a list of sport class and sport class decisions is provided to the LOC/tournament director and/or the WWR Technical Delegate for distribution to teams at the conclusion of classification at the tournament.


Post Competition Administration
	[bookmark: Check34]|_|
	1. Post Competition Report
· The post-tournament report should be completed within 10 days and sent to the WWR HoC and should consist of:
· Inclusive list of sport class and sport class status of all athletes evaluated, or protested.
· Comments and recommendations regarding management of the event to share with WWR
· Minutes from any formal classification meetings
· Classifier training report
· Classifier certification forms
· Classification funds should be sent to the designated person as directed by the HoC
2. Masterlist and Database Communication with Database Administrator
· Communicate with database administrator to ensure hard copies of the classification forms are sent for updates of the database and master list.
· Requests for classification information are sent to the database administrator so pdf copies of classification data can be sent to the requesting athlete.
· The HoC, Database administrator, or Chief Classifier will communicate all classification changes to the respective National HoC. Copies of classification forms may be shared with the national HoC on request, if the athlete signs a release of classification information form.
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