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THE ATHLETICS DIRECTOR TOURNAMENT GUIDE
This guide was designed to serve as a source of information for all phases of the organization and administration of tournament competition.

While it helps to have a model guide available, each Athletic Director may want to customize the list to meet their needs better.

Hopefully the information provided will assist the Athletics Director in completing a successful tournament.

The following were responsible for gathering and compiling the information found in the tournament guide:

Karen Vanover, Athletics Director, Lafayette High School

Kathy Johnston, Athletics Director, Bourbon County High School

Russ Kline, Athletics Director, Pleasure Ridge Park High School

Bill Hill, Assistant Principal, Woodford County High School

Jim Watkins, Coordinator of Athletics, Jefferson County Schools

BASKETBALL TOURNAMENT MANAGER'S GUIDE
I.
PRE-EVENT PLANNING

A.
Read KHSAA Tournament Rules and follow

B.
Secure facility

C.
Pre-tournament meeting correspondence

1.
Determine:

a.
time, date and place of meeting

b.
copy of agenda

c.
what to bring to meeting - pictures, eligibility list, roster

2.
Mail to participating schools, principal, athletic directors and coaches

3.
Mail to press and assigning secretary

D.
Tournament meeting

1.
Dates and times of games

2.
Location of school

3.
Color of jersey to wear

4.
Names of officials that are assigned

5.
Type of tournament

6.
Admission policies

a.
advance sales

b.
general admission

c.
complimentary passes (number of)

d.
pass gate location

e.
passes to be accepted (KHSAA, officials, etc.)

f.
cheerleaders and bands

7.
Parking information

a.
team buses

b.
general public

8.
Team dressing room assignments and bench assignments

a.
securing valuables

b.
training room

9.
Seating information

a.
handicap accessibility

b.
participating schools' crowd supervisors

10.
Programs

a.
materials needed - pictures, rosters, ads

b.
sales of programs

11.
Pep band procedures

a.
seating

b.
National Anthem

12.
Security

13.
Concessions - profit to host school

14.
Hospitality rooms

a.
coaches, administrators, officials

b.
players, cheerleaders

15.
Rules relative to posters, banners and noisemakers

16.
Cheerleaders

a.
where they cheer

b.
competition and awards if applicable

17.
First aid

a.
trainer/MD in attendance

b.
equipment, supplies available

c.
defined emergency procedure

18.
Award procedures

a.
team awards

b.
all-tournament team

19.
Tournament seed/site and host for next year

20.
Distribution of receipts

a.
how to handle a deficit

b.
how to split proceeds

c.
reasonable expenses

21.
Tournament draw or fill in brackets

22.
Managers telephone number

E.
After tournament meeting

1.
Correspondence with game officials

a.
letter with time, dates, location

b.
parking pass if needed

c.
dressing facilities

d.
managers phone number

2.
Correspondence with press

a.
dates, times and location

b.
tournament brackets

c.
ticket information - prices, where to buy

d.
parking information

e.
permission to broadcast

3.
Notification of results of tournament draw to

a.
KHSAA and/or assigning secretary

b.
press

c.
security

d.
medical personnel

e.
support groups: band, cheerleaders, boosters

f.
minutes of pre-tournament meeting to member schools

II.
PRE-TOURNAMENT DUTIES

A.
Facilities preparation

1.
Check all equipment

a.
playing court

b.
rims and nets (new nets, but used for few days)

c.
backboards (have extra if at all possible)

d.
team benches

e.
bleachers

f.
timing and scoring devices

g.
lights (ceiling and scoreboards)

h.
public address system

2.
Purchase new equipment

a.
basketballs - should be used some in practice

b.
score book

3.
Awards - open and check immediately upon arrival for damage and correctness

B.
Secure tournament workers and give specific instructions on responsibilities

1.
Score keepers, timers, announcers

2.
Officials

3.
Ticket sellers and takers

4.
Team hosts

5.
Security

6.
Concession workers

7.
Program sellers

8.
Cleanup personnel

C.
Arrange for printing of

1.
Tournament program

2.
Parking passes

3.
Complimentary tickets and passes

D.
Arrange for the reporting of scores to all media

E.
Designate seating areas with appropriate signs (outside and inside gym)

1.
Cheering section of participating schools

2.
Reserved seats if available

F.
Designate dressing rooms with specific signs

G.
Identify a first aid area

H.
Make arrangements for the security of gate receipts

I.
Final check for safety and cleanliness in the gym

III.
CONDUCT THE EVENT


A.
Final orientation of all tournament workers one hour before doors open

1.
Provide ticket sellers with adequate supply of tickets and change

2.
Have adequate supply of programs at each entry point and personnel to sell

3.
Assign security to specific areas of facility

B.
Team host will meet and usher teams to respective dressing rooms

1.
Review the assignments of team benches and basket to shoot at 1st half

2.
Review warm-up time procedures

3.
Review the playing of the National Anthem

4.
Provide method to secure valuables

5.
Provide adequate number of programs

C.
Meet and usher officials to their dressing area

1.
Have game ball available

2.
Make arrangements for valuables

3.
Review starting time and procedures

4.
Present check

5.
Provide drink at half time

6.
Provide shower facilities after the game

D.
Check on ticket personnel from time to time

E.
Report all game scores if necessary

F.
Check for clean up each night

G.
Present awards after the completion of last game

IV.
POST EVENT RESPONSIBILITIES

A.
Pay all workers

B.
Count all receipts

C.
Prepare final report

1.  Financial summary.

2.  Attendance.

3.  Specific expenses.

4.  Results of games.

D.
Mail final report to:

1.  KHSAA.

2.  Participating schools (with check).

3.  Press.

E.  
Letters of appreciation to all workers and volunteers.

F.
Pass information to next round.

CHEERLEADING COMPETITION TOURNAMENT MANAGER'S GUIDE
I.
PRE-EVENT PLANNING

A.
Read KHSAA competition rules and follow

B.
Read KAPOS competition rules and follow

C.
Pre-tournament meeting correspondence

1.
Determine:

a.
time, date and place of meeting

b.
copy of agenda

c.
what to bring to meeting - pictures, eligibility list, roster

2.
Mail to participating schools, principal, athletic directors and coaches

3.
Mail to press

D.
Tournament meeting

1.
Dates and times of competition

2.
Location of school

3.
Assignment of officials needed for judging

4.
Type of tournament and awards to be presented

5.
Admission policies

a.
advance sales

b.
general admission

c.
complimentary passes

d.
pass gate location

e.
passes to be accepted (KHSAA, officials, etc.)

6.
Parking information

a.
team buses

b.
general public

7.
Squad dressing room assignments

a.
securing valuables

b.
training room

8.
Seating information

a.
handicap accessibility

b.
participating schools' crowd supervisors

9.
Programs

a.
materials needed - pictures, rosters, ads

b.
sales of programs

10.
National Anthem

11.
Sound system

a.
for pompom routine

b.
warm-up music

12.
Security

13.
Concessions - profit to host school

14.
Hospitality rooms

a.
coaches, administrators, officials

b.
cheerleaders

15.
Rules relative to posters, banners, and noisemakers

16.
Cheerleaders

a.
warm-up time on the floor prior to competition

b.
music test on sound system

c.
review rules of competition

17.
First aid

a.
trainer/MD in attendance

b.
equipment, first aid supplies available

c.
defined emergency procedure

18.
Award procedures

a.
overall winner, runner-up

b.
individual areas

c.
senior recognition

d.
K-Pep award

e.
Academic awards

19.
Competition site and host for next year

20.
Distribution of receipts

a.
how to handle a deficit

b.
how to split proceeds

c.
reasonable expenses

21.
Competition order of appearance

22.
Tournament managers' telephone number

E.
After tournament meeting

1.
Correspondence with competition officials

a.
letter with time, dates, location

b.
parking pass if needed

c.
managers phone number

2.
Correspondence with press

a.
dates, times, and location

b.
competition participants

c.
ticket information - prices, where to buy

d.
parking information

3.
Notification of results of competition draw to

a.
participating schools

b.
officials

c.
coaches

d.
support groups

e.
minutes of pre-tournament meeting to schools

II.
PRE-TOURNAMENT DUTIES

A.
Facilities preparation

1.
Check all equipment

a.
competition floor clean and swept

b.
area roped off for judges on bleachers

c.
sound system check

d.
bleachers

e.
tables for timers and tabulators

f.
legal size clipboards for judges (3)

g.
pens/pencils (15)

h.
timing devices (stopwatches (4))

I.
calculators for tabulators/judges (5)

2.
Awards - open and check for damage and correctness

B.
Secure tournament workers and give specific instructions and responsibilities

1.
Tabulators, timers, announcers

2.
Judges

3.
Ticket sellers and takers

4.
Team host

5.
Security

6.
Concession workers

7.
Program sellers

8.
Cleanup personnel

C.
Arrange for printing of

1.
Tournament program

2.
Complimentary tickets/passes

D.
Arrange for the reporting of results to all media

E.
Designate seating areas with appropriate signs (outside and inside gym)

1.
Cheering section of participating schools

2.
Judges

3.
Cheer squads

4.
Reserved seats (if necessary)

5.
Video only station

F.
Designate dressing rooms with specific signs

G.
Identify a first aid area

H.
Designate room for judges to meet

I.
Final check for safety and cleanliness in the gym

III.
CONDUCT THE EVENT

A.
Final orientation of all tournament workers one hour before doors open

1.
Provide ticket sellers with adequate supply of tickets and change

2.
Have adequate supply of programs at each entry point and personnel to sell

3.
Assign security to specific areas of facility

B.
Host school will meet and usher teams to respective dressing rooms

1.
Review warm-up procedures

2.
Review the playing of National Anthem

3.
Review method to secure valuables

4.
Review time to test tape for sound and music

5.
Provide adequate number of programs

C.
Meet and usher officials (judges) to their area/room

1.
Have necessary equipment and forms for judges

2.
Make arrangements for valuables

3.
Review starting time and procedures

4.
Present check

5.
Provide drinks/hospitality area when necessary

D.
Conduct Coaches Meeting.

E.
Check on ticket personnel from time to time

F.
Report all squad scores if necessary

G.
Check for clean up each night

H.
Present awards after completion/tabulation of scores

IV.
POST EVENT RESPONSIBILITIES

A.
Pay all workers

B.
Count all receipts

C.
Prepare final report

1.
Financial summary

2.
Attendance

3.
Specific expenses

4.
Results of scores

D.
Mail final report to

1.
Participating schools

2.
Press

3.
KAPOS/KHSAA

E.
Letters of appreciation to all workers and volunteers

F.
Pass information to next round

CROSS COUNTRY TOURNAMENT MANAGER'S GUIDE
I.
PRE-EVENT PLANNING

A.
Read KHSAA Tournament rules and follow.

B.
Site Location.

1.
The course should be physically and mentally challenging.  Cross Country is not a track event and should not be run on a well-manicured course.

2.
The terrain should be varied.  It should include flat lands, hills and various types of ground textures.  The course should be, whenever possible, a continuous course and not one which crosses itself or has the same loop more than once.

3.
Spectators should be allowed to view as much of the course as possible.  However, be sure to keep in mind crowd control.  Their observation points must be controllable.

4.
The course should be easily accessible, not only for competition, but also for spectators.

5.
The course site must meet all requirements of the sport.

6.
Mow and chalk course, if necessary.

C.
Pre-tournament Correspondence--send to Principals, Coaches, Athletic Directors

1.
Dates and times of meet

2.
Correspondence with press

3.
Directions of the course

4.
Parking area for competitors

5.
Parking area for spectators

6.
Scratch area and scratch time

7.
Place to pick up packets when you arrive and uniform rules

8.
Admission policy

a.
price

b.
number of complimentary passes

9.
Concessions

10.
First Aid

11.
Awards

12.
Meet directors and phone numbers

II.
PRE-TOURNAMENT DUTIES

A.
Preparation.

1.
Packets for each team should be prepared and should contain the following.

a.
Numbers for runners.  Make sure all numbers are large enough to be easily seen by judges.  Numbers should be worn on the back.

b.
Safety pins should be large and strong.  Be sure to include additional pins.

c.
Course maps should be detailed so teams may walk the course and know where they are going.

d.
Scoring envelopes for coaches, for example, 5 x 7 envelopes.

e.
Any and all information pertinent to the running of the meet should be included.  (for example, such as golf course restrictions, dangerous areas, problem areas, etc.)

2.
Score sheets for the meet.

a.
This should be done ahead of time.  Coaches may add names or make scratches prior to the meet.

b.
Forms should include places for all seven runners, their times, their finish, the team total and place.

B.
Pre-meet Equipment

1.
Flags for course.  Use recommended rules found in the KHSAA HANDBOOK.  Be sure flags are visible and not dangerous.  By dangerous, we refer to flags which are too short, which will not bend (but may break) and those which are poorly constructed.  Use the standard colors, don't make up your own.

2.
Be sure to mark problem areas, such as unnatural hazards, large water jumps and other unusual obstacles.

3.
Arrange for your finish chute.  Have the chute itself long enough.  Recommendation of at least 50 feet for large meets.  A good idea might be a holding area as runners finish.

4.
Arrange for all other pertinent meet equipment.

a.
tables and chairs for scoring

b.
loud speaker, if one is to be used

c.
starter's fun, make sure it works

d.
shells for the gun (32 cal.)

e.
at least four stop watches, two for officials’ time and two for running times

f.
ballots and pencils for inspectors

g.
scoreboards

C.
Meet Officials

1.
Timers, at least four

2.
Starter - referee

3.
Inspectors or judges

4.
Recorders

5.
Extra help - NOTE: Involve members of the community in this capacity.  Extra workers never hurt any program.

D.
Medical

"It is recommended that a physician or properly trained personnel be present or available and that you have an established emergency procedure."

E.
If large crowd is expected, notify local police or sheriff of time of event and appropriate ending time.

III.
CONDUCTING THE EVENT

A.
Check and remind all officials and helpers of the time they are expected to report.  If possible have them check in with you or a reliable assistant.

B.
Check course

1.
Flags - mark course completely

2.
Check for potential hazards which may have developed on the course.

C.
Greet arriving teams and coaches

1.
Escort team to the locker room

2.
Escort team to the registration table

3.
Course guides to escort teams and review layout

D.
Check runners at the starting line

1.
Should be done by the official

2.
Uniform rules

E.
Run all races on time.  If you are prepared and have planned everything accordingly, this will be the sign of a good meet.

F.
Awards

1.
Hand out awards and results

2.
Post scores

a.
top 10 individuals

b.
team scores

G.
Course cleanup.

1.
Remove all equipment form the course.

2. 
Return all equipment used in the same condition, if not better than 


when you received it.

3.  
Clean up all debris from the course.

4.
Take down the chute.

IV.
POST TOURNAMENT DUTIES

A.
Pay all workers.

B.
Count all receipts.

C.
Prepare final report.

1.
Financial summary.

2.
Attendance.

3.
Specific expenses.

4.
Results of games.

D.
Mail final report to:

1.
KHSAA.

2.
Participating schools (with check).

3.
Press.

E.
Letters of appreciation to all workers and volunteers.

F.
Pass information to next round.

FOOTBALL TOURNAMENT MANAGERS' GUIDE
I.
PRE-EVENT PLANNING

Football playoffs present a unique problem in that team and site selection and games occur in such a short time span.  As a tournament manager, you can do much to alleviate the resulting problems through careful pre-event planning.

A.
Read KHSAA Tournament Rules and follow.

B.
Secure facility.

C.
Pre-tournament correspondence.

1.
Mail to host school

a. Pictures.

b. Eligibility list.

c. Roster.

2.
Mail to participating schools, principal, athletic director and coach.

3.
Mail to press and assigning secretary.

D.
Game Information.

1.
Dates and times of games.

2. 
Location of school.

3.
Color of jersey to wear.

4.
Names of officials that are assigned.

6.
Admission policies.

a. advance sales

b. general admission

c. complimentary passes (number of)

d. pass gate location

e. passes to be accepted (KHSAA, officials, etc.)

f. cheerleaders and bands

7.
Parking information

a. team buses

b. general parking

8.
Team dressing room assignments

a. securing valuables

b. training room

9.
Seating information

a. handicap accessibility

b. participating schools’ crowd supervisors

10.
Programs

a. materials needed - pictures, rosters, ads

b. sales of programs

11.
Pep bands procedures

a. seating

b. National Anthem

c. Pregame and half time performances

 

12.
Rules relative to posters, banners and noisemakers

13.
Pregame time schedule - warm-ups, anthem, introductions

14.
First aid

a. trainer/MD in attendance

b. equipment, supplies available

c. defined emergency procedure

15.
Award procedures

16.
Distribution of receipts

a. how to handle a deficit

b. how to split proceeds

c. reasonable expenses

17.
Managers telephone number

E.
After tournament meeting

1.
Correspondence with game officials

a. letter with time, dates, location

b. parking pass if needed

c. dressing facilities

d. managers phone number

2.
Correspondence with press

a. date’s times and location

b. tournament brackets

c. ticket information - prices, where to buy

d. parking information

e. permission to broadcast

II.
PRE-TOURNAMENT DUTIES

A.
Facilities preparation.

1.
Prepare field

2.
Check all equipment

a. public address system

b. timing and scoring devices

c. bleachers

d. team benches

e. down marker and chains

f. field lights

3.
Awards - open and check immediately upon arrival for damage and correctness.

 
B.
Secure tournament workers and give specific instructions on 
responsibilities.

1.
Score keepers, timers, announcers

2.
Officials.

3.
Ticket sellers and takers

4.
Chain crew

5.
Team hosts

6.
Ball boys

7.
Security

8.
Concession workers

9.
Program sellers

10.
Cleanup personnel

C.
Arrange for printing of:

1.
Tournament program

2.
Parking passes

3.
Complimentary tickets and passes

D.
Arrange for the reporting of scores to all media.

E.
Designate seating areas with appropriate signs (outside and inside gate and in press box)

1.
Cheering section of participating schools.

2.
Reserved seats if available

F.
Designate dressing rooms with specific signs.

G.
Identify a first aid area.

H.
Make arrangements for the security of gate receipts.

I.
Final check for safety and cleanliness in the gym.

III.
CONDUCTING THE EVENT

A.
Final orientation of all tournament workers one hour before gates open.

1.
Provide ticket sellers with adequate supply of tickets and change.

2.
Have adequate supply of programs at each entry point and 
personnel to sell.

3.
Assign security to specific areas of facility.

B.
Team host will meet and usher teams to respective dressing rooms.

1.
Review warm-up time procedures.

2.
Review the playing of the National Anthem.

3.
Provide method to secure valuables.

4.
Provide adequate number of programs.

C.
Meet and usher officials to their dressing area.

1.
Have game ball available.

2.
Make arrangements for valuables.

3.
Review starting time and procedures.

4.
Present check.

5.
Provide drink at half time.

6.
Provide shower facilities after the game.

D.
Check on ticket personnel from time to time.

E.
Report all game scores if necessary.

F.
Arrange for clean up.

G.
Present awards after the completion of last game.

IV.
POST EVENT RESPONSIBILITIES

A.
Pay all workers.

B.
Count all receipts.

C.
Prepare final report.

1.
Financial summary

2.
Attendance

3.
Specific expenses

4.
Results of games

D.
Mail final report to:

1.
KHSAA

2.
Participating schools

3.
Press

E.
Letters of appreciation for all workers and volunteers

F.
Pass information to next round.

GOLF TOURNAMENT MANAGER'S GUIDE
I.
PRE-EVENT PLANNING

A.
Read KHSAA Tournament Rules and follow.

B.
Securing the proper facilities

This procedure will vary widely with different communities but requests to conduct a meet should be submitted either verbally or in writing to the professional of the home course well in advance of the tournament.  (18 hole neutral course is desirable for KHSAA tournament competition.)

C.
You should decide either unilaterally or at a coaches' meeting

1.
The number of teams or players using the course

2.
Desired date and time of this event, including rain date

3.
Amount of entry fee, if applicable.

4.
Type of pairing arrangement.  You may want all the number one golfers to go off together and then all the number two golfers, etc., or you may want them to tee off strictly according to handicap.  It may be advisable to have the best golfers tee off last so as to give a slight advantage (fresh cups) to the poorer golfers and forestalling the outcome of the tournament until the last golfer is in.

5.
Any measure to speed play

a.
Tee off on both first and tenth tees

b.
Shotgun start

If you can arrange the latter on your course and you have a large tournament, you can usually save at least an hour by the shotgun technique.  This is where you start contestants on every hole, using a pre-designated time or gun to start play.

6.
Method of scoring

a.
Team (count all four, four out of five or five out of seven, etc.)

b.
Breaking ties

7.
Awards to be given (e.g. team, medalist, low 5 individual finishes).

II.
PRE-TOURNAMENT DUTIES

A.
Preparation of tournament forms

1.
Entry blank consisting of

a.
Name, address, city, zip code, telephone (including area code) of participants, alternates, coaches and school representing

b.
Handicap or average score of players

c.
Entry fee

d.
Entry return address (where to send the completed form)

e.
Deadline for returning this form

f.
Official eligibility sheet submitted

2.
Invitation - Poster or flyer to accompany entry blank, consisting of

a.
Name of tournament

b.
Date, time, place (rain provision)

c.
Past history of event, if appropriate

d.
Type of play and size of tournament

e.
Method of scoring

f.
Awards distribution

g.
Deadline for entering, if appropriate

3.
Information sheet to players and coaches, consisting of

a.
Pairings (don't play members of the same team in the same foursome)

b.
Starting time (tee and number)

c.
Rules

(1)
Names of rules committee members, if used

(2)
USGA, local, KHSAA rules applicable to this event.

It is very helpful to re-emphasize those rules which participants seem to continually forget, such as

(a)
Golf club dress code

(b)
Penalties for lost ball, etc.

©How to play hazards (lift and drop ball from 6 inches)

(d)
Local course rules

III.
CONDUCTING THE EVENT

A.
Collect and post scores

B.
Give out awards

IV.
POST TOURNAMENT DUTIES

A.
Pay all workers.

B.
Count all receipts.

C.
Prepare final report.

1.
Financial summary

2.
Attendance

3.
Specific expenses

4.
Results of games

D.
Mail final report to:

1.
KHSAA

2.
Participating schools

3.
Press

E.
Letters of appreciation to all workers and volunteers

F.
Pass information to next round.

SOCCER TOURNAMENT MANAGER'S GUIDE
I.
PRE-EVENT PLANNING

A.
Read KHSAA Tournament Rules and follow

B.
Secure facility

C.
Pre-tournament meeting correspondence

1.
Determine:

a.
time, date, and place of meeting

b.
copy of agenda

c.
what to bring to meeting - pictures, eligibility list, roster

2.
Mail to participating schools, principal, athletic directors and coaches

3.
Mail to press and assigning secretary

D.
Tournament meeting

1.
Dates and times of games

2.
Location of school

3.
Color of jersey to wear

4.
Names of officials that are assigned

5.
Type of tournament

6.
Type of game ball to be used

7.
Admission policies

a.
advance sales

b.
general admission (adult/student)

c.
complimentary passes (number of)

d.
pass gate location

e.
passes to be accepted (KHSAA, officials, etc.)

f.
cheerleaders and bands

8.
Parking information

a.
team buses

b.
general public

9.
Team dressing room assignments and bench assignments

a.
securing valuables

b.
training room

10.
Seating information

a.
handicap accessibility

b.
participating schools crowd supervisors

11.
Programs

a.
materials needed - pictures, ads, rosters

b.
sales of programs

12.
Pep band procedures

a.
seating

b.
National Anthem

13.
Press/Radio Access

a.
how many

b.
will there be a fee charged

14.
Security

15.
Concessions - profit to host school

16.
Hospitality Room

a.
coaches, administrators, officials

b.
players, cheerleaders

17.
Rules relative to posters, banners and noisemakers

18.
Cheerleaders

a.
where they cheer

b.
competition and awards if applicable

19.
First aid

a.
trainer/MD in attendance

b.
water and cups available for participating teams

c.
equipment, supplies available

d.
defined emergency procedure

20.
Award procedure

a.
team awards

b.
all-tournament team

21.
Tournament seed/site and host for next year

22.
Distribution of receipts

a.
how to handle a deficit

b.
how to split proceeds

c.
reasonable expenses

23.
Tournament draw or fill in brackets

24.
Manager's telephone number

E.
After tournament meeting

1.
Correspondence with game officials

a.
letter with time, dates, location

b.
parking pass if needed

c.
dressing facilities

d.
managers phone number

2.
Correspondence with press/radio

a.
dates, times and location

b.
tournament brackets

c.
ticket information - prices, where to buy

d.
parking information

e.
permission to broadcast

3.
Notification of results of tournament draw to

a.
KHSAA and/or assigning secretary

b.
press

c.
security

d.
medical personnel

e.
support groups: band, cheerleaders, boosters

f.
minutes of pre-tournament meeting to member schools

II.
PRE-TOURNAMENT DUTIES

A.

Facilities preparation

1.
Check all equipment

a.
field preparation (mowing, check for holes)

b.
mark field

c.
goals secure

d.
nets on goals and secure

e.
team benches

f.
bleachers

g.
timing and scoring devices

h.
lights (field and score board)

I.
public address system

2.
Purchase new equipment

a.
soccer

b.
score book

3.
Awards - open and check immediately upon arrival for damage and correctness

B.
Secure tournament workers and give specific instructions on responsibilities

1.
Score keepers, timers, announcers

2.
Officials

3.
Ticket sellers and takers

4.
Team hosts

5.
Security

6.
Concession workers

7.
Program sellers

8.
Cleanup personnel

C.

Arrange for printing of

1.
Tournament program

2.
Parking passes

3.
Complimentary tickets and passes

D
.
Arrange for the reporting of scores to all media

E.

Designate seating areas with appropriate signs

1.
Cheering section of participating schools

2.
Reserved seats if available

F.

Designate dressing rooms with specific signs

G.

Identify a first aid area

H.

Make arrangements for the security of gate receipts

I.

Final check for safety and cleanliness on field

III.
CONDUCTING THE EVENT

A.

Final orientation of all tournament workers one hour before doors open

1.

Provide ticket sellers with adequate supply of tickets and change

2.

Have adequate supply of programs at each entry point and personnel to sell

3.

Assignee security to specific areas of facility

B.

Team host will meet and usher teams to respective dressing rooms

1.

Review the assignments of team benches

2.

Review warm-up time procedures

3.

Review the playing of the National Anthem

4.

Provide method to secure valuables

5.

Provide adequate number of programs

C.

Meet and usher officials to their dressing area

1.

Have game ball available

2.

Make arrangements for valuables

3.

Review starting time and procedures

4.

Present check

5.

Provide drink at half time

6.

Provide shower facilities after the game

D.

Check on ticket personnel from time to time

E.

Report all game scores if necessary

F.

Check for clean up each night

G.

Present awards after the completion of last game

IV.
POST EVENT RESPONSIBILITIES

A.

Pay all workers

B.

Count all receipts

C.

Prepare final report

1.

Financial summary

2.

Attendance

3.

Specific expenses

4.

Results of games

D.

Mail final report to

1.

KHSAA

2.

Participating schools (with check)

3.

Press

E.

Letters of appreciation to all workers and volunteers

F.

Pass information to next round

BASEBALL/SOFTBALL TOURNAMENT MANAGER GUIDE
I.
PRE-EVENT PLANNING

A.

Read KHSAA Tournament Rules and follow

B.

Secure facility

1.

Diamond

2.

Hitting area

3.

Games dates

4.

Rain dates

C.

Contact umpires

1.

Game dates

2.

Rain dates

D.

Correspondence to team (send copies to principal, athletic director, coach)

1.

Date, day, time of games

2.

Pairings

3.

Warm-up schedule

a.
Batting time and place.  Be specific.  Additional details, e.g., batting practice catchers must be used, etc.

b.
Infield - where?  Game field or auxiliary diamond.

4.

Ticket prices.

a.
Include single sessions and tournament tickets

b.
Distribute to schools (keep records)

c.
Send special tickets to participating teams for players, coaches, etc.

5
.
Additional details to teams participating.

a.
Limit on roster.

b.
Number of free admissions

c.
Review the rules and regulations in KHSAA Handbook and Baseball/Softball Rule Book

d.
Reimbursement procedure

e.
Location and routes to city, diamond, etc.

f.
Procedures for player introduction (where to go and line up)

g.
Procedure for National Anthem or Pledge of Allegiance

h.
List of umpires

I.
Awards that will be presented, when and how

j.
Tournament manger’s phone numbers, home and school, etc.

k.
Parking information

1.
Team bus

2.
General public

l.
Concessions - profit to host school

m. Hospitality room

n.
 Distribution of receipts

E.

Publicity (newspapers, radio, TV, wire service).

1.
Keep the media informed.  Send complete details.

2.
Posters and displays at school, local business places, etc.

II.
PRE-TOURNAMENT DUTIES

A.

Equipment that must be procured

1.

Public-address system

2.

Score book and pencils

3.

Balls

4.

Rosin

5.

Bases

6.

Tables for official scorer and scoreboard operator, public-address system, etc.

7.

Check out scoreboard

8.

Check out lights

9.

First aid medical supplies (establish emergency care procedures)

10.
Tickets

a.
Game

b.
Season

11.
Cash boxes and change

12.
Signs for tickets

13.
Ticket aprons

G.

Preparation of diamond and auxiliary area

1.

Go over in detail expectation of ground crew prior to, during, between, and after games

2.

Be sure ground crew has all equipment available and operable, e.g., tractors, rakes, shovels, squeegees, line string for straight lines etc.

H.

Awards - open and check immediately upon arrival for damage and correctness.

II.
CONDUCTING THE EVENT

A.

Be at the site early

1.

Program delivery

2.

Concessions delivery

3.

Handle last minute details

B.

Let your workers do their jobs

C.

Pay umpires

D.

Count Moines, justify with tickets, and secure or deposit money

III.
POST EVENT RESPONSIBILITIES

A.

Pay all workers

B.

Count all receipts

C.

Prepare final report

1.

Financial summary

2.

Attendance

3.

Specific expenses

4.

Results of games

D.

Mail final report to:

1.

KHSAA

2.

Participating schools (with check)

3.

Press

E.

Letters of appreciation to all workers and volunteers

F.

Pass information to next

SWIMMING TOURNAMENT MANAGER'S GUIDE
I.
PRE-EVENT PLANNING

A.

 Secure facility

B.

Correspondence

1.

With participating school, coaches, principals and athletic directors

a.
date, time and place for meet

b.
type of meet

c.
meet schedule

d.
admission

e.
expenses

f.
awards

g.
officials

h.
training facilities

I.
locker rooms

j.
certificate of eligibility

k.
team and spectator seating

l.
parking instructions

2.

Detailed information on

a.
entry deadline

b.
completing entry form

c.
relay cards and relay procedures

d.
number of events for each participant

e.
diving event

f.
scoring

g.
warm up schedule

3.

Correspondence with officials

a.
time, date, place

b.
schedule of events

c.
assignment of duties

d.
parking instructions

4.

Correspondence with press

a.
time, date, place

b.
schedule of events

c.
newsworthy competitors

II.
PRE-TOURNAMENT DUTIES

A.

Facilities preparation

1.

Check all equipment

a.
pool (meet with maintenance to assure proper temperature)

(1) lane lines

(2) starting blocks

(3) recall rope

(4) flag lines

(5) lap counters

b.
public address system

c.
diving equipment

d.
timing equipment

(1) automatic timing devices

(2) manual timing equipment

(3) scoring display

B.

Secure workers

1.

Meet management

a.
referee, starter

b.
stroke and turn judges, relay takeoff judges and finish judges

c.
scorekeeper, announcer

2.

Workers

a.
clerk of course

b.
timers

c.
runners

d.
athletic trainer

3.

Concession workers

4.

Ticket sellers and takers

5.

Program sales

6.

Clean up

C.

Forms to be prepared

1.

Event entry cards

2.

Result sheets

3.

Scoring sheets

4.

Diving forms

5.

Time cards

6.

Place judge cards

7.

Heat sheets

D.

Order awards

E.

Clerical equipment and supplies

1.

pencils, pencil sharpener

2.

supply of forms

3.

masking and cellophane tape

4.

rubber bands, staplers and staples

5.

paper clips

6.

starting gun and shells

7.

ball point pens

8.

calculator, scissors

F.
Receive entries

1.

Check entries

a.
eligibility certificate

b.
number of entries per person

c.
number of entries per team

d.
number of relays

2.

Seed meet

a.
consult National Federation rules book

b.
print heat sheet (and program in use)

G.

Post necessary signs

III.
CONDUCTING THE EVENT

A.

Orientation of officials

1.

Plan meeting about one hour before start of meet

2.

Check out watches by name and number

B.

Review job assignments

C.

Coaches meeting

1.

Introduce officials

2.

Introduce coaches

3.

Review rules and procedures of meet

4.

Call for scratches

D.

Play National Anthem

E.

Check with clerk of course and other personnel from time to time

F.

Give out awards

G.

Call press with results

IV.
POST EVENT RESPONSIBILITIES

A.

Results distribution

1.

Participating schools

2.

Press

3.

KHSAA

B.

Clean and store equipment

C.

Pay officials

D.

Send information to next round

TENNIS TOURNAMENT MANAGER’S GUIDE
I.
PRE-EVENT PLANNING

A.
Read KHSAA Tournament Rules and follow

B.
Secure outdoor courts - consider provision for indoor courts

C.
Pre-tournament meeting correspondence

1.
Determine:

a.
time, date and place of meeting

b.
copy of agenda

c.
what to bring to meeting - eligibility list, roster, verification forms for matches, pictures

2.
Mail to participating schools, principal, athletic director and coaches

3.
Mail to press

D.
Tournament Meeting

1.
Dates and times of matches

2.
Location of courts and number of courts available

3.
Uniform attire permitted

4.
Names of officials/court monitors

5.
Type of tournament

6.
Type of game ball to be used for matches

7.
Admission policies

a.
general admission

8.
Parking information

a.
team buses

b.
general public

9.
Dressing room availability

a.
securing valuables

b.
training room

10.
Seating information

a.
handicap accessibility

b.
participating schools' crowd supervisors

11.
Programs

a.
materials needed - pictures, rosters, ads

b.
sales of programs

12.
Security

13.
National Anthem

14.
Hospitality Room

a.
coaches, administrators, officials

b.
players

15.
Rules relative to posters, banners, and noisemakers

16.
First Aid

a.
trainer/MD in attendance

b.
equipment and first aid supplies available

c.
water and cups for teams/players

d.
defined emergency procedure

TRACK AND FIELD TOURNAMENT MANAGER'S GUIDE
I.
PRE-EVENT PLANNING

A.
Read KHSAA Tournament rules and follow.

B.
Secure facility.

C.
Correspondence.

1.
With participating schools, coaches, principals, and athletic directors.

a.
date, time and place for meet

b.
type of meet - dual, triangular, quadrangular, invitational, conference, regional, etc.

c.
meet schedule - order of events

d.
admission

e.
expenses

f.
awards

g.
officials

h.
training facilities

I.
locker room availability

j.
certificate of eligibility

k.
team and spectator seating

l.
parking instructions

2.
Detailed information on:

a.
entry deadline

b.
entry forms with spaces for best times, heights, distances

c.
preliminary order of events and time schedule

d.
list of present meet and field records

e.
relay cards

f.
number of events for each participant

g.
awards - individual and team places

h.
scoring method

3.
Secure necessary meet officials.

a.
meet director

b.
referee - starter

c.
assistant starter

d.
announcer (a key person in your meet)

e.
clerk of course (one per class)

f.
assistant clerks

g.
head finish judge (two assistants per place)

h.
head timer (two assistants per place)

I.
field referee (one head judge and minimum of one assistant per field event)

j.
field event judges

k.
inspectors (from 6 to 10)

l.
scorers

m.
recorder for finish line

n.
awards steward (coordinates award ceremonies, checks to see that all awards are accounted for, handles court of honor, if applicable)

4.
Correspondence with officials.

a.
time, date, place

b.
schedule of events

c.
assignment of duties

d.
parking instructions

5.
Correspondence with press.

a.
time, date, place

b.
schedule of events

c.
newsworthy competitors

6.
Secure necessary auxiliary personnel (non-officials).

a.
gates - ticket sellers and takers

b.
field supervisors to keep all unauthorized people out of infield

c.
police to control spectators and traffic

d.
locker room attendants to watch all contestant dressing areas

e.
guides to direct teams (locker rooms, tent set-up, etc.)

f.
program sellers

g.
concessions

h.
check in staff at contestant entrance

(1)
coaches' envelopes

(2)
check spikes and sell, when necessary

(3)
collect relay cards

I.
trainer and set-up with all necessary supplies

j.
runners for both running and field events

k.
hurdle crews, pit crews, (3 per each field event)

II.
PRE-TOURNAMENT DUTIES

A.
Facilities preparation and equipment.

1.
Track and field area clean of debris.

2.
Track.

a.
lanes properly marked (exchange zones, starting and ending marks)

b.
starting blocks

c.
hurdles in proper areas (stacked off the track)

d.
lap counters

e.
area for check-in for event (clerk of course)

3.
Field area.

a.
areas marked for out of bounds

b.
event areas marked for measurement and scratches

c.
pits and standards in position for use

d.
crossbars for each event (at least 2, in case of breakage)

4.
Public address system.

5.
Timing equipment - stopwatches - scoring display, if applicable.

6.
Measuring tapes (minimum 4).

a.
50' for shot put and long jump and high jump

b.
150' for discus

B.
Clean-up for after the event.

C.
Forms to be prepared.

1.
Event entry cards.

2.
Result sheets - team scoring.

3.
Individual event result sheets.

4.
Relay cards.

5.
Heat sheets.

6.
Place judge cards.

D.
Order awards.

E.
Clerical equipment and supplies.

1.
Pencils, pencil sharpener.

2.
Supply of forms.

3.
Masking and cellophane tape.

4.
Rubber bands, staplers and staples.

5.
Paper clips.

6.
Starting gun and shells.

7.
Ball point pens.

8.
Calculator, scissors.

9.
Clipboards.

F.
Receive entries.

1.
Check entries (name, event, and time/distance).

a.
eligibility certificate

b.
number of entries per person

c.
number of entries per team

d.
number of relays

2.
Seed meeting.

a.
consult National Federation rules book

b.
print heat sheet (and program if used)

c.
post necessary signs

F.
Headquarters area.

1.
Officials check-in.

2.
Shot and discus inspected.

3.
First aid.

4.
Posting of finals in events.

5.
For any other questions, etc.

III.
CONDUCTING THE EVENT

A.
Officials meeting.

1.
Orientation.

2.
Meet one hour before start of meet.

3.
Check out watches and other necessary equipment.

B.
Review job assignments.

C.
Coaches meeting.

1.
Introduce officials.

2.
Introduce coaches.

3.
Review rules and procedures of meet.

4.
Call for scratches.

5.
Fill out relay cards.

D.
Prepare final corrected cards for clerk of course and field judges.

E.
Opening ceremonies.

1.
National Anthem.

2.
Raise the flag.

3.
Runners stay close to the clerks and head finish judge.  Also, have runners check on outstanding performances at all field events as they progress.

4.
Be sure announcers give all information pertaining to the event.

a.
entries in each lane with school

b.
give meet and field record plus best performances to date (state or national records)

c.
report results of each race, trials and finals with all times, heights, and distances available

F.
Check with clerk of course and other personnel from time to time.

G.
Give out awards (individual and team).

H.
Type results as soon as the event is completed and cards have been checked.

I.
Duplicate results as meet progresses so that they are complete and ready for distribution at the conclusion of the meet.

J.
Scorers will seed qualifying athletes from trials to semis or final using the system recommended by the National Federation.

IV.
POST-EVENT RESPONSIBILITIES

A.
Results distribution - to press, KHSAA, and participating schools.

B.
Compile all results and note new records for filing.

C.
Make notes immediately on how the meet could be improved in the future.

D.
Return any articles left behind by competing schools.

E.
Clean-up of field and track area.

F.
Send out notes of appreciation to all those who helped in the running of the meet.

G.
Clean-up and store equipment.

H.
Collect all equipment and supplies handed out to officials.

I.
Send information to next round.

VOLLEYBALL TOURNAMENT MANAGER'S GUIDE
I.
PRE-EVENT PLANNING

A.
Read KHSAA Tournament rules and follow.

B.
Secure facility.

C.
Pre-tournament meeting correspondence.

1.
Participating schools (principal, coach, athletic director).

2.
Date and time of meeting.

3.
Copy agenda.

4.
What to bring to meeting.

D.
Tournament meeting:

1.
Dates and time of games.

2.
Location of school.

3.
Officials.

4.
Type of tournament.

5.
Admission policy.

a.
advance sales

b.
general admission

c.
number of complimentary passes

d.
pass gate location

e.
other passes

6.
Parking information.

a.
team buses

b.
general public

7.
Locker rooms and court assignments.

8.
Programs.

9.
Security.

10.
Concession.

11.
Hospitality rooms.

12.
Awards procedures.

a.
all tournament team

b.
team awards

13.
Host next year

14.
Distribution of receipts

a.
how to handle a deficit

b.
how to split proceeds

c.
reasonable expenses

15.
Tournament draw.

16.
Manager's phone numbers.

E.
Officials.

1.
Referees.

2.
Umpires.

3.
Line judges.

4.
Score keepers.

5.
Timers.

F.
Other workers.

1.
Ticket sellers and takers.

2.
P.A. announcer.

3.
Crowd supervisors.

4.
Concession stand workers.

G.
First aid and medical.

1.
Doctor in attendance or on stand by.

2.
First aid equipment available.

3.
Defined emergency procedure.

H.
Forms

1.
Pairings.

2.
Team rosters (players’ names and numbers).

II.
PRE-TOURNAMENT DUTIES

A.
Equipment and materials.

1.
Properly marked court (rule book).

2.
Properly secured net(s) at correct height.

3.
Net antennas/vertical tape markers.

4.
Table(s) for scorekeeper and timer.

5.
Stand(s) for officials.

6.
Benches for teams.

7.
Scoreboards.

8.
Watch(s) for time-outs.

9.
Regulation volleyballs.

10.
Scorebook or scoresheets.

11.
Pencils (black, red and blue).

12.
Horns/sound devices for scoring table.

13.
Minor items

a. large visible bracket sheet

b. court numbers

c. locker room assignment signs

d. programs

e. public-address system

B.
Publicity

1.
Newspaper.

2.
Radio.

3.
Television.

4.
Posters.

5.
Programs.

a. attractive cover

b. blank tournament draw sheet

c. team rosters and picture

d. names of officials

e. names of other workers

f. official signal chart

C.
Concession stand (profit to be retained by host school).

1.
Workers (may be some school organization).

2.
Arrangements for officials to eat and drink.

D.
Hospitality rooms.

1.
Room for coaches and officials meeting.

2.
Player hospitality.

E.
Custodian available during the games and to clean up after.

III.
CONDUCT OF EVENT

A.
Workers needed.

1.
Announcer for welcome and introductions.

2.
Official scorekeeper and assistant scorekeeper for each court.

3.
Line judges (2-4 per court).

4.
Timers.

5.
Scoreboard workers.

6.
Ticket sellers and takers.

7.
Program sellers.

8.
Concession stand workers.

9.
Crowd supervisors.

10.
First aid person.

11.
Custodian.

B.
Locker rooms

1.
Clearly marked.

2.
Showers operating correctly.

3.
Extra restroom supplies available.

C.
Court assignments.

1.
Courts numbered and clearly marked.

2.
Officials assigned to courts.

3.
Other workers assigned to courts.

D.
Warm-ups areas.

1.
Times.

2.
How courts shared.

E.
Competition.

1.
Assignment of courts.

2.
Assignment of officials.

3.
Introduction.

F.
Presentation of awards.

1.
Public address system necessary.

2.
Awards table with awards on display.

3.
Specific place for people to sit or stand during awards.

4.
Unpack awards immediately upon arrival and check for correctness 


and breakage.

IV.
POST EVENT RESPONSIBILITIES

A.
Pay all workers.

B.
Count all receipts.

C.
Prepare final report.

1.
Financial summary.

2.
Attendance.

3.
Specific expenses.

4.
Results of games.

D.
Mail final report to:

1.
KHSAA.

2.
Participating schools (with check).

3.
Press.

E.
Letters of appreciation to all workers and volunteers.

F.
Pass information to next round.

WRESTLING TOURNAMENT MANAGER'S GUIDE
I.
PRE-EVENT PLANNING

A.
Read KHSAA Tournament guide

B.
Secure site

C.
Correspond with schools (send to principal, coach, AD)

1.
Meet schedule

a.
time

b.
date

c.
location (map)

d.
parking information

e.
admission policies

(1)
tickets

(2)
tournament passes

(3)
other passes

f.
required paper work

(1)
team roster

(2)
eligibility sheet

(3)
entry fee (if required)

g.
security

h.
concessions

D.
Officials - contact assignment secretary

1.
Time

2.
Date

3.
Location

4.
Schools involved

5.
Place of contest

E.
Order materials:

1.
Wall charts

2.
Medals

3.
Team trophies

4.
Tournament "MVW"

5.
"Quickest Pin"

6.
Other awards

F.
Ticket sales

1.
Tickets-passes

2.
Change and change boxes

3.
Banking arrangements after each session

G.
Ticket takers and door attendants

1.
Single admission entrance

2.
Workers' entrance

3.
Tournament series and passes entrance

4.
Payment identification

a.
rubber stamps with code set up for each session

b.
ink pad

H.
Locker room and locker assignment.

1.
Attendant to guide teams to designated area.

I.
Advertising.

1.
Newspaper.

2.
Posters.

3.
Radio.


4.
Television.

5.
Programs.

J.
Equipment.

1.
Mat area.

a. team area

b. mats

c.
mat tape

d. towels damp and dry for clean up

e. warm-up mats

f.
ropes, posts, cordon off mat area

2.
Officials area.

a.
score sheets

b.
pencils

c.
microphone and public-address system, National Anthem tape

d.
mechanical timers

(1)  individual matches

(2)  spare (at least two-collective units)

(3)  injury time

e.
leg bands

f.
green/red disc

g.
taped towels for end of periods

K.
News media.

1.
Seating.

2.
Passes.

3.
Telephone availability.

L.
News reporting.

1.
Names and telephone numbers of news media.

2.
Informational sheets.

M.
Runners and attendants.

1.
Have them available to use at needed areas.

N.
Seeding meetings.

1.
Percentage charts.

2.
Cards and dice.

3.
Blackboard and/or overheads.

4.
Seeding charts.

5.
List of participants by weights.

6.  Certified minimum weight forms.

O.
Weigh-ins.

1.
List of participants by weights.

2.
Rubber stamp and ink pad.

3.
Fingernail clippers.

4.
Hair clipper.

5.
Certified scale(s).

P.
Floor and mat care.

1.
Attendants.

2.
Mops and pails.

3.
Brooms.

4.
Disinfectant.

5.
Individual towelettes.

6.
Wastebaskets.

II.
CONDUCT OF EVENT

A.
Ticket sales and door attendants.

1.
Be prompt.

2.
Provide spectator convenience and comfort.

a.
avoid long waits

b.
information booth

B.
Locker and locker room.

1.
Keep clean.

2.
Attendant on duty at all times.

3.
Guide news medial to assigned area.

C.
Equipment.

1.
Mat area.

a.
Cleaned and disinfected

b.
Mat area toped off

2.
Clocks in working order

3.
Scoreboards in working order.

D.
Medical and first aid.

1.
Physician (MD) or properly trained personnel present or available.

2.
Supplies immediately available.

E.
Programs.

1.
Hand out at entrance.

2.
Have up-to-date.

F.
Weigh-in.

1.
Have list ready.

2.
Have lined up in weight divisions.

G.
Announcer.

1.
Introductions.

2.
Announcements.

3.  National Anthem

III.
POST EVENT RESPONSIBILITIES

A.
Reports.

1.
Participating schools.

a.
results

b.
thank you note

2.
KHSAA.

a.
reports

b.
financial report

c.
evaluation and update of tournament manual

3.
New media.

a.
get results immediately

B.
Clean up.

1.
Return all borrowed materials.  You may want to use them again.

2.
Thank you to all concerned.

C.
Pay helpers.

D.
Letter of appreciation to helpers.

GENERAL CHECKLIST OF EVENT RESPONSIBILITIES

A.
Facilities

1.
Locker rooms

a.
Home

b.
Visitors

2.
Event area

3.
Restrooms

4.
Concessions

B.
Finances

1.
Game workers

2.
Tickets

3.
Cash box and start up money

C.
Security

D.
Officials

1.
Obtain names

2.
Meet and greet

3.
Dressing area

4.
Present check
