Club Sports Tournament Checklist

Pre-Tournament:
· [bookmark: _Int_Sfv433Ao][bookmark: _Int_REQnlb88][bookmark: _Int_cg2XEIDl]Register tournament on CCC within proper timeframe (Generally 14 to 30 days for tournaments. 30 if tickets are needed).
· Through the CCC chat of the activity registration, Kyle deManincor , Associate Director Club Sports & Crowdfunding, will indicate next steps, which include:

[bookmark: _Int_ktrFHMqV]*Emailing Jane Possee, Associate Director, Athletics and Chris Manning, Assistant Basketball Coach, Athletics, (copy Kyle in) within two days of submitting the activity registration for any equipment, field, bathroom, or tournament needs related to the Athletic space to initiate that process.

*Kyle adding the document for the Risk Waiver into the chat for all opposing players to sign prior to the tournament commencing.

· Send a follow up email to Jane Possee and Chris Manning (copy Kyle in) a week prior to the tournament to confirm all needs have been met if no prior confirmation has been sent from Jane.
· [bookmark: _Int_W3M1ukN9]Keep an eye out on your email for an EMT assignment from Kyle indicating who the EMT on site will be for said tournament. Communicate with EMT via email if any logistics have changed for the tournament (location, time, weather, etc.).
· [bookmark: _Int_AYsWAsVZ]The Executive Board should communicate to teams participating in the tournament prior to the tournament on logistics: directions to campus, parking, food options in the area, etc. This should be done via email to all teams with Kyle copied in.
· [bookmark: _Int_vBzaAOrD]Any checks received for registration should be deposited to SOFO within two business days by the Business Manager. (Kyle will deposit any checks that come in over breaks).
· Monitor weather reports on the days leading up to the tournament. Work with Jane Possee and the Director of Risk Management Scott Sheehan in the event of inclement weather and relay proper communication updates to teams participating in the days leading up to the tournament. Connect with Jane that Grounds has cleared the fields in the event of inclement weather.
Field/Space Walk-Through:
· [bookmark: _Int_eIluuSHb]Set up a time with Chris Manning and/or Jane Possee three days prior to the tournament to inspect and walk through tournament space to ensure that all needs have been conveyed and are on schedule for completion. (Copy Kyle into that email setting up the appointment with Jane and Chris).
During Tournament:
· Members of Executive Board should hold a captains meeting on site before games begin reviewing all Emergency Protocols, including inclement weather situations, which can be found in the Club Sports Manual.
· For any accessibility questions, please refer to the University’s Accessibility Page.
· Ensure that all Risk Waivers are filled out by all opposing players prior to playing. Waivers can also be sent out via email prior to the tournament to be returned before play begins. Any new player on the day of the day will still need to complete a waiver.
· Keep these in a folder or somewhere safe to be submitted later.
· Notify Kyle of any major events such as injuries or any accolades won during the tournament. Team pictures are always welcome!
Post-Tournament:
· Using the Post-Use Facility Cleanup Checklist provided by Athletics, please ensure that the Facility is thoroughly cleaned, and all items such as goals/nets are locked up in their proper designated areas.
· Please return any borrowed equipment from Athletics to the designated area where items were checked out from.
· In the event of any damaged or lost/stolen equipment, please email Chris Manning and copy Kyle in.
· Submit all Risk Waivers to Kyle for proper storage and follow up if necessary, regarding any injured parties.
· Submit an Activity Reflection form on CCC for the tournament and any necessary forms to SOFO (Officials’ form, deposit checks, etc..).
· A debrief should be coordinated between Kyle deManincor, EMT(s) on site during the tournament, Jane Possee or Chris Manning from Athletics, as well as a member of the club’s Executive Board to discuss the tournament. Discussion items include but are not limited to:
· What worked well?
· Were there any issues or challenges encountered prior to and/or during the tournament? 
· Were there any injuries during the tournament? What caused the injury? What could be done to potentially avoid it in the future? 
· What steps could be taken to improve future tournaments? 
