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SECTION 1 

 

TOURNAMENT LOGISTICS 
 

Facility Reservations and Equipment Orders 
·  At least six (6) months before the event, ensure that all facilities are available. 

�  Regional Events – Provide a minimum of four (4) fields or courts with lights for the event. 
�  National Events – Provide a minimum of eight (8) fields or six (6) courts for the event. 

·  To avoid any delays, all equipment orders should be made early and include: 
�  Ordering awards (to be in-house one month prior to event start date).  
�  Reserving hotel rooms for Officials and visiting Event Staff (3-6 months in advance). 
�  Reserving field and court space (see above timeline). 
�  Reserving a place to hold meetings (Captains and Officials). 
�  Reserving the services of Medical Staff (Certified Athletic Trainer recommended – secure 4 

months prior to event). 
�  Ordering concessions (encourage fund-raising opportunity for ProRec, Sport Club, 

Official’s Club, or other student organization). 
·  If no concessions in your facility, have a document available to all participants and fans with 

directions to local food establishments. 
·  Secure miscellaneous items such as radios, golf carts, tents, etc. These are a MUST for 

efficient communication during the event. 
·  There should be an understanding that the host institution provide at no cost all facilities owned 

by that institution. 
·  If the event is played at a private complex for a fee, then this expense should become a part of 

the event’s budget. 
 
Registration 

·  Provide information well in advance of the event. 
·  The host should distribute the registration information to all institutions and/or individuals. 
·  Registration should be at a central location. 
·  University Checks, University Credit Card, Money Orders, or Cash should be the only forms of 

accepted payment. 
·  A receipt book/form must be present and a receipt MUST be issued to all teams to confirm 

registration. 
·  Post-event information and evaluations should be sent out to all Team Captains, along with the 

final results of the event. 
 
Eligibility   

Player Eligibility 

·  Enrolled student with a minimum of 1/2 full-time enrollment as an undergraduate or minimum of six 
hours as a classified graduate student of the representing institution, throughout the NCCS event.  
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·  Not listed as a member of a varsity sport (or on “Squad List”) in the same or related activity and 
gender during the current academic year (exceptions will be granted for players who were listed on a 
“Squad List” for less than three weeks). 

·  Never been declared a professional player in the same or related activity. 

Additional Player Guidelines 

·  Players are limited to six years of consecutive participation in NCCS/NIRSA events. Year one 
begins the first year a player's name appears on a NCCS/NIRSA roster OR the first year their 
name was listed on a “varsity squad list” of any 2-year or 4-year college varsity team.  

o Exceptions may be granted in the case of six years of consecutive eligibility for the 
NCCS/NIRSA events to players that meet certain criteria, AND submit a formal request in 
writing. Exceptions may be granted for "mandatory" military or religious service.  Requests 
for exceptions should be mailed at least 30 days prior to the NCCS event. 

·  Players must be enrolled for the minimum number of credit hours, at least 45 days prior to the start 
of the championship event. 

·  If a player is a graduating senior, and taking less than the required hours to fulfill their graduation 
requirements, submit a letter from the registrar along with the registration materials stating that the 
player will be graduating the same term as the event. 

·  A professional athlete is one who receives any kind of payment, directly or indirectly, for athletics 
participation or who has participated with a professional team.  

o A professional athletics team is any organized team that provides any of its players more 
than actual and necessary expenses for participation on the team and/or declares itself to 
be professional. 

·  A player is eligible for NCCS events if they are listed on a varsity team’s “Squad List” for less than 
three weeks. 

·  For NCCS events that occur during an academic break, the preceding semester/quarter will be 
used to determine eligibility.  

·  All quarter-school players must meet the eligibility requirements of 1/2 full-time enrollment for both 
the winter and spring quarters.  

 
Team Eligibility 
·  All team players must attend the same institution from any two (2) or four (4) year degree-granting 

college or university.  
·  Teams representing military installations are eligible to compete, with all members of these teams 

consisting of persons that are assigned to that respective military installation.  
·  No women are allowed to compete on a men’s team, and no men are allowed to compete on a 

women’s team. 
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�  Teams are limited to the following number of former varsity player(s) (A former varsity player is 
defined as a student who has been listed on the “school's varsity squad list” for any 2-year or 4- 
year college/university team for greater than three weeks):  

o Basketball – 1 
o Flag Football – 2 
o Volleyball – 2 
o Tennis – 1 
o Soccer – 3 

 
Student Officials Eligibility  

·  Enrolled student with a minimum of 1/2 full-time enrollment as an undergraduate or minimum of six 
hours as a classified graduate student of the representing institution, throughout the NCCS event.  

 
Entry Deadline 

·  Early Bird Entry options with a lower fee are recommended to encourage early entries 
·  The final deadline should be about two (2) weeks to ten (10) days before the event (Full price 

or late fees go into effect) 
·  How strict the individual institution is with the FINAL deadline is up to that institution, but 

leniency and flexibility can lead to substantially more work 
 

Postponements / Rescheduling 
·  In the event of inclement weather or major conflict, plans should be made for the possibility of 

an abbreviated event.  Notify all participants of any postponements or schedule changes. 
·  The Tournament Director should have the flexibility to deal with each team’s request and 

assist them in having a quality event experience. 
·  Team schedule requests (due to travel distance) should be handled by the Tournament 

Director. 
 
Insurance   

·  Each regional site must have adequate insurance coverage approved by NIRSA.  The regional 
host must have an insurance policy or acquire an insurance policy that will cover NIRSA and 
NIRSA Services Corporation.   This can be done by one of these options: 

o Purchasing a per participant policy through NIRSA (estimated to be approximately 
$5 each participant)  

o Adding NIRSA as an additional insured on your University policy.  The insurance 
coverage needs to meet the following requirements:  

�  At least $5,000,000 liability coverage 
�  Accident/Medical coverage for participants 
�  Indemnification of NIRSA/NIRSA Services Corporation 

Each participant MUST have insurance to play in an NCCS event.  
Each player must sign the NCCS waiver. 
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Risk Management 
·  Implementation of a comprehensive Risk Management Plan will assist in ensuring a safe 

environment for the event. 
·  Refer to the NIRSA Risk Management Manual for help in developing a plan. 
·  The risk management plan should be discussed at the tournament staff meeting before the 

tournament starts. 
 
Medical Procedures 

·  Information about local hospitals should be available to staff at the tournament 
�  Information should include phone number, directions, location of physician or paramedics 

during game(s) 
·  Local emergency telephone numbers, location of ambulance/ paramedics at arena, etc. should 

be available on site 
·  Each scheduled open gym/practice or contest of any NCCS championship event should 

include the following: 
�  The presence on site of a person qualified and designated to render emergency care to a 

stricken participant 
�  The presence or planned access to a physician for prompt medical evaluation of the 

situation, when warranted 
�  Planned access to a medical facility, including a plan for communication and transportation 

between the site and the medical facility for prompt medical services, when warranted 
�  Access to a working telephone or other telecommunications device, whether fixed or 

mobile, should be assured 
�  All necessary emergency equipment should be at the site or quickly accessible  

o Equipment should be in good operational condition and personnel must be trained in 
advance to use it properly 

·  Additionally, emergency information about the participant should be available both at home 
and at the tournament for use by medical personnel 

·  All parties involved with the tournament including the leadership of visiting teams should have 
an understanding of the available medical help  

 
Security 

·  Development and implementation of a security plan is the responsibility of the Tournament 
Director.  The NCCS and NIRSA request that all security personnel report for duty at least one 
hour before the site is opened to the public and remain until after the competition concludes or 
until dismissed by the Tournament Director or his/her designee. 

·  The responsibility for crowd control rests with the Tournament Director or designated 
representative of the host institution.  The Coach, Captain, or Representative of the competing 
institutions is expected to communicate with their spectators and other fans to encourage 
enthusiastic support within the confines of good sportsmanship.  The public address 
announcer should read a prepared crowd control / sporting behavior statement at least once 
during each championship session. 

·  Arrange for adequate security onsite during the competition. 
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·  DO NOT PERMIT artificial noisemakers, air horns, or similar devices in the arena at any time.  
The Tournament Director is responsible for strict enforcement of this rule.  Use of electric 
instruments is not allowed during play.   

·  No banners may be posted at any session of the competition other than NCCS/NIRSA or 
approved local Tournament Sponsors and official participating institution banners 

·  Provide an escort for officials to and from the locker room area. 
·  Only the participants, coaches, game officials, and authorized personnel shall be allowed on 

the playing court before, during, and at the conclusion of competition. 
·  Provide security as needed for each locker room, including the officials’ locker room. 

Locker Rooms 
·  Dressing areas (with showers and restrooms within the dressing areas) must be provided for 

the participating teams within the facility.  
·  A dressing area separate from the team dressing area must be provided for officials.  This 

dressing area should also include showers and restrooms. 
 
Transportation 

·  The host site should provide: 
�  Directions from airport to hotels 
�  Campus and arena maps 
�  Courtesy car information 
�  Contact information for availability of rental cars and vans 
�  Local bus company contact 
�  Local public transportation schedules to and from the arena 
�  Necessary telephone numbers 
�  Locations of parking at arena 
�  Procurement of parking passes, etc. 

 
Parking and Arena Entrances 

·  Indicate where participating teams may park vans or buses and which gates they should enter. 
 
Training Room and Facilities 

·  Training Room Information to include: 
�  Location 
�  Hours Training Room will be open 
�  Name and telephone number of trainer 
�  Available supplies and equipment 
�  Any policies or procedures specific to your institution 
�  Emergency telephone numbers  

·  Arrangements should be made for laundry facilities (if possible/applicable) 
·  Drinking cups, water coolers, and towels (if applicable) should be provided 

 
Mailings 
Initial Mailing 

·  It should be understood that “mailings” include physical mail along with emails  
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·  Contact the NIRSA National Center for current mailing labels or emails for all NIRSA 
schools/institutions for all NCCS sponsored events 

·  Mail about three (3) months prior to the event 
·  Institutions should receive initial mailings before their respective intramural season begins 
·  Initial mailing should include: 

�  Brief tournament information 
�  Save the date reminder 
�  Link to host institution’s web-site 
�  Contact information for tournament director 

Secondary Mailing  
·  Mail about two (2) months prior to the event 
·  A second mailing helps remind institutions of the upcoming deadline and should include:  

�  Rules of Eligibility 
�  Registration Information 
�  Promotional Ad 
�  Officials Information (application form) 
�  Information to promote involvement 
�  Host hotel(s) information with contact information (email, website, phone number, fax) 

Follow-Up Mailing 
·  This should be just a day or two after the entry deadline (An email is probably more effective at 

this point)   
·  This confirms a team’s entry into the event and gives them all necessary information, including: 

�  Maps of the areas and game sites 
�  Rules 
�  Social information 
�  Hotel information 
�  Captains Meeting schedule 
�  Game schedule 

 
Structure 

·  All teams entered in the event should receive a minimum of two (2) contests 
·  Pool play followed by a single-elimination playoff is the recommended event structure 
·  All event structures/formats, along with any alterations to the event structure, should be 

announced and given in print to all teams entered in the event before the first contest is 
underway 

·  Male and Female Divisions are required to be offered (and a Co-Rec Division is required for 
flag football). A minimum of 8 teams are required for each division.  

 
Competition Preparations 

·  Championship Guide/Handbook/Program 
·  Complimentary programs must be provided to each team’s captain and coach 
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NIRSA Standards of Conduct * see appendix for current Code of Conduct 
·  The Tournament Director is responsible for ensuring that all participants, student officials and 

staff sign the NIRSA Standards of Conduct prior to participation. 
·  The Tournament Director should determine the need for any disciplinary action for a participant 

or staff member. 
·  All-Tournament selections should not include a participant who has been ejected from a 

contest during the event. 
·  The suggestions are designed to encourage good sportsmanship and to assure safe playing 

conditions for the teams. 
 
Contact with Participating Teams 

·  As soon as possible, please carefully review the following with each competing team in your 
tournament: 

�  Contact Information for the Host Hotel. 
�  Game times (in the handbook). 
�  Open Gym/Practice times (in the handbook). 
�  Time and site of meeting for participating captains/coaches (in the handbook). 
�  Each team is to bring dark and light uniforms (in the handbook). 
�  Type of ball to be used (in the handbook). 
�  Contact information for captains/coaches (cell, hotel). 
�  Publicity material (in the handbook). 
�  Calendar of any social activities planned. 
�  Policy for cheerleaders, mascots, and bands (in the handbook). 

 
Game Site Preparation (Outdoor Event) 

·  Prepare at minimum one week prior to the event: 
�  Paint lines (if necessary) 
�  Have proper goals and balls 
�  Secure any needed scoring devices 
�  Results/Information posting area 

·  Risk Management 
�  Set-up 1st Aid Area/Tent.  
�  Check for playing hazards on all game sites. 

·  Set-up additional tent (if necessary). 
·  Set-up concessions area(s). 
·  Hospitality Room/Area (for officials and committee member ONLY) 
·  Golf carts (transportation) 
·  Have a contingency plan in place for any weather/technical (lighting) issues that would impact 

playing areas. 
·  Plenty of restroom facilities with back-up supplies (toilet tissue, paper towels, soap). 
·  Additional trash cans and trash bags 
·  Seating for committee members 
·  Schedule custodial staff for upkeep of restrooms and other facilities. 
·  Test each scoreboard and scoreboard control box (Replace bulbs if necessary). 
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Game Site Preparation (Indoor Event) 

·  Prepare at minimum one week prior to the event: 
�  General “freshening up” of the facility 
�  Changing nets 
�  Sweeping/tacking floors 
�  Wiping down backboards 
�  Wiping down bleachers 
�  Additional trash cans 
�  Secure proper number of balls 
�  Secure scoreboards  
�  Results/Information posting area 

·  Risk Management 
�  Setting up 1st Aid Area 
�  Checking for playing hazards on all game sites. 

·  Seating for committee members 
·  Hospitality Room/Area (for officials and committee members ONLY). 
·  Set up concessions area(s). 
·  Have a contingency plan in place for any technical issues that would impact playing areas. 
·  Plenty of restroom facilities with back up supplies (toilet tissue, paper towels, soap). 
·  Schedule custodial staff for upkeep of restrooms and other facilities. 
·  Test each scoreboard and scoreboard control box (Replace bulbs in necessary). 

 
Sideline Preparations  
Scorer’s Table 

·  An official field/court supervisor should be seated at the scorer’s table during all competition 
·  There will be positions at the official table for home and visiting team scorebooks 
·  The scorer’s table is only for those individuals directly involved with the administration and 

conduct of the game(s) [i.e. scorers, public address announcer, alternate official, clock 
operator(s)] 

�  The intent of this is to minimize the number of individuals sitting at the scoring table in the 
best interest of the conduct of the game(s) 

·  Provide the official scorer with an officials’ shirt so they may be easily identified 
·  Arrange for a back-up system for the game clock and horn 
·  Possession Arrow (if applicable) 
 

Team Bench Area 
·  Whenever possible, team benches or chairs should be located on the same side of the court as 

the scoring table and not at the ends of the court. 
·  The team benches or chairs shall be set for 15 individuals (e.g. players in uniform, coaches, 

etc.). 
·  Set the team benches or chairs further back from the court than the official scorer’s table (this 

will help with the line of site for the staff seated at the scorer’s table). 
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Team Uniforms  
·  Teams must bring both light and dark uniforms. 
·  For pool play games, the HOME team will wear lighter colored uniforms. 
·  For Tournament-Play, the higher-seeded team will wear its light uniforms. 
·  If the HOME team or higher-seeded team’s “light” uniforms are not in a color contrasting with 

the lower-seeded team’s uniforms, the lower-seeded team must adjust and wear a contrasting 
color. 

 
Admission to Venue/Arena 

·  Team personnel will be admitted to the arena through the “designated” gate. 
·  Each day of practice and competition, only those individuals on the institution’s pass list will be 

admitted. 
·  The pass list must be sent to the Tournament Director via facsimile or email prior to the 

practice day. 
·  The pass must be presented to the Coordinator of Facilities when the team reports to the 

facility for practice. 
·  This list will be used for all practices and sessions at the site. 

 
Championship Game 

·  Special consideration needs to go into making the championship game a special event. 
Announcements  

·  The Tournament Director or designee will coordinate the ceremony with the public address 
announcer. 

·  Player introductions should take place before the game (the non-starters followed by the 
starting line-ups for each team). 

·  The National Anthem should be played and/or sung prior to each championship contest. 
Awards Ceremony 

·  The Tournament Director should plan an awards ceremony with the NCCS and NIRSA for the 
final day of competition, conducted at the conclusion of the championship game. The plans 
should include team awards. 

·  The championship trophies and individual awards will be presented on the court or field 
immediately after the game. 

·  The public-address announcer will read players’ names from the prepared script as the chair of 
the committee presents the awards. 

 
 
 
 
 
 
 
 
 
 
 
 



13 

SECTION 2 
 

TOURNAMENT STAFFING & COMMITTEES 
 
Tournament Director 

Accepting the role of Tournament Director (TD) for an NCCS event is a challenging and rewarding 
experience. It requires skill in all areas of programming and is, therefore, an excellent tool for 
developing and/or refining management and leadership skills. The Tournament Director is the one 
person responsible for all aspects of the tournament. The TD creates the tournament plan, identifies 
individuals to help execute the plan and ultimately ensures that all aspects of the tournament run 
smoothly. The Tournament Director must be available to respond to any situation that requires his/her 
attention must rely on others to direct certain aspects of the tournament. 
 The NCCS Event Structure (see appendix 42) is intended to create a consistent structure across all 
NCCS events and to align tournament responsibilities in a manner that provides adequate support to 
the Tournament Director while providing leadership opportunities for a larger number of students and 
professionals. 
 In this structure the Tournament Director will identify three individuals, each serving as a Director of 
one aspect of the tournament: (1) Operations, (2) Competition, and (3) Student Officials. Because 
these four individuals rely upon each other, communication between them is critical. The following 
paragraphs outline the responsibilities of each of these positions. 
 

Director of Operations 
The Director of Operations is the individual most engaged with the Tournament Director in setting up 
the tournament. Responsibilities include identifying marketing and IT staff to help promote the 
tournament, securing food and hotels for participants and staff, coordinating the registration process 
from beginning to end, preparing for and resolving safety and security issues and helping the 
Tournament Director identify and secure local sponsors for the tournament. Additionally, the Director of 
Operations is responsible for daily set-up of facilities, for providing supervisory staff at each field, and 
fulfilling sponsorship agreements with local and national sponsors. Because of the nature of this 
position, the Director of Operations should be a member of the host institution’s staff.   

The following is a more detailed description of the duties of the Director of Operations. 
Hotels 
·  First consider location and how far teams, officials, and staff will have to travel to and from the 

tournament location. Cost is not always the better way to go if participants are traveling over 30 
minutes to get to the game site. 

·  Many hotels have discounts for large group reservations 
·  Set up a meeting with the hotel manager and discuss what options are available if you choose to use 

that hotel as the host hotel.   
�  Examples are one (1) free room for every 30 or 40 rooms reserved, or the host school will 

receive $5 or $10 credit to be used towards payment of staff and official rooms. 
�  Discuss transportation options with the hotel manager. Some hotels offer free shuttle service 

within 5 – 10 miles of the hotel.   
�  The hotel manager may be able to offer discounts at the hotel restaurant or offer meeting rooms 

free of charge. 
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Food 
·  At a minimum, two meals should be provided per day. This could include a continental breakfast that 

is offered by the hotel. If staff and officials are working all day and are not splitting the day in half, 
providing all three meals is necessary. 

·  Local vendors, especially those that are near the tournament or hotel are usually very 
accommodating with providing meals.  Some vendors may offer discounts in exchange for being 
able to sell food during the tournament.   

·  Check with your university to see if there are any food contracts that can assist with providing meals. 
·  Be sure to offer a variety of meals; do not offer pizza or hamburgers every day or for all meals. 
·  Remember to include vegetarian options. 
·  If the tournament schedule allows, offer a social which includes a meal (usually dinner) for the 

officials and staff, and then on another night offer a social that is just for the staff. 
·  Contact a local restaurant to set up discounts for players/staff if they mention NIRSA. 

IT 
·   This Committee will assist in the technical needs of the tournament. 

o Their duties will include, videotaping of games, computer/projector set up, data entry, etc. 
o This committee chair would report to the Tournament Director (Regional Tournaments) or 

the Director of Competition (National Tournaments).  
·  The IT Committee should include at least one person to assist with data entry and updating the web 

(more may be needed depending upon the number of games and statistics being entered). 
Operations Committee 
·  This committee will assist in anything having to do with running a tournament. Their duties include,  

o Set up fields/courts and all relevant supporting equipment (i.e. tents, water coolers, score 
clocks, sponsor materials, etc.). 

o Provide supervision of games played, responding to medical and/or behavioral issues as well 
as operational issues such as equipment checkout, scorecards, etc. 

o Respond to grounds and physical plant issues. 
o Develop and implement an Emergency Action Plan to respond to a critical incident. 
o The Operations committee may vary in size from tournament to tournament.  The number of 

fields/courts and different venues will need to be considered when determining the size of the 
staff.   

Sponsorship Fulfillment/Special Events 
·  Put up all branded materials and signage for event sponsors. 
·  Execute special events related to sponsorship requirements. 
·  Coordinate the “extras” for championship games including the singing/playing of the national anthem, 

announcing team line-ups and in-game announcements. 
·  Ensure that a photographer is present at the championship games (if not the entire tournament). 

Host Committee 
·  Greet teams as they arrive for team meetings and contests. 
·  Provide information about local restaurants, entertainment, and transportation. 
·  Serve as an ambassador of your institution and community. 

 
While these duties are not all-inclusive, they do represent many of the areas for which the Director of 
Operations will be responsible. Be sure to consult with the Tournament Director on exactly how to 
approach these tasks and for a precise division of responsibilities.   
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Director of Competition 
The Director of Competition is responsible for ensuring that the event is executed in a manner 
consistent with NCCS Standards of Competition. Responsibilities include (in consultation with the 
Tournament Director): 
·  Establishing rules of play (consult with Tournament Director and Director of Officials). 
·  Creating and posting schedules of play. 
·  Creating and printing game sheets/scorecards. 
·  Recording and posting results of competition. 
·  Recording statistics (where applicable) including sportsmanship issues (red/yellow cards, technical 
fouls, unsportsmanlike penalties, etc.). 

NOTE: In some tournament formats, the operations staff works the tables and records data on the 
game sheets. In such cases, these scorecards must be submitted to the Director of Competition’s staff 
to compile and use accordingly. 
 

Qualification Standards for a NCCS National Director of Competition 
·  Current NIRSA Member and current Recreational Sports professional. 
·  Willingness to learn and develop professionally in the field. 
·  Exhibit an interest or experience in student development. 
·  Available for entire tournament, including pre-tournament staff meetings. 
·  Must have institutional support as this is a two-year commitment. 
·  There will be no “term limits”, i.e. all previous Directors of Competition are eligible to reapply at the 

end of the two year appointment. 
·  Served as tournament Director, Director of Operations or Director of Competition at state, 

Regional, or National level for a minimum of three-years. 
·  Served on Operations or Competition Committee for a minimum of two-years (in the same sport). 
·  Served on Officials committee at National Tournament for a minimum of two-years.  
·  Two letters of recommendation from NIRSA professional members OUTSIDE of host institution.  
·  These letters should directly address previous work as Tournament Director, Director of 

Operations, or Director of Competition. 
 

All Tournament Committee 
·  The members of this committee will be responsible for selecting outstanding players for the 

tournament.  
·  Their duties might include, keeping stats, monitoring games, and an evaluation of sportsmanship 

throughout the tournament.  
NOTE: In some tournaments, Operations Staff are used in this role (in addition to their 
operational responsibilities). If so, the Director of Competition must work closely with the 
Tournament Director and Director of Operations to ensure there is adequate staffing for both 
roles.  
o The Director of Competition should assign a Chair to direct the All-Tournament committee. 
o The Chair should be someone who has played the sport or has been on previous All-

Tournament committees. 
o Strong leadership and communication skills are critical for this position. 
o This committee should have at least one person for each field/court. 
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Director of Officials 
The Director of Officials is responsible for recruiting student officials to work the tournament (or at least 
be involved in the officials selection process), for providing training for these officials, and for providing 
evaluation and positive feedback consistent with the highest standards of the officiating avocation and 
of NCCS principles of professional development. The Director of Officials is also responsible for 
selecting and directing clinicians and evaluators to assist with the training and evaluation of student 
officials.   
 

Qualification Standards for a NCCS National Director of Officials 
·  Current NIRSA Member and current Recreational Sports professional. 
·  Willingness to learn and develop professionally in the field. 
·  Exhibit an interest or experience in student development. 
·  Available for entire tournament, including pre-tournament staff meetings. 
·  Must have institutional support as this is a two-year commitment. 

o There will be no “term limits”, (i.e. all previous Directors of Officials are eligible to reapply at the 
end of the two year appointment). 

·  Four-years of experience training, scheduling, supervising and evaluating officials. 
·  Flag football – works at an institution which utilizes NIRSA rules.  
·  Served as Director of Officials at State, Regional, or National level for a minimum of three 

tournaments. 
·  Served on Officials committee at National Tournament for a minimum of two-years.  
·  Four-years as a current, active official in the respective sport OR have served as the Director of 

Officials for a minimum of five tournaments.  
·  Two letters of recommendation from NIRSA professional members OUTSIDE of host institution.  

o These letters should directly address previous work as Director of Officials at State, Regional, 
or National level. 

 
When considering candidates for the Director of Officials position: 

·  It is imperative to have a person with experience on all levels: officiating, training and evaluating. 
·  Strong leadership and communication is essential. 
 

Officials Committee and Officials Sub-Committee 
·  The Director of Officials (in consultation with the Tournament Director) will select professionals and 

graduate assistants from the NCCS region in which the tournament takes place. 
·  If sufficient staff is not available within the region, staff from outside the region may be invited. 
·  Ideally, there should be two Officials Committee members and one member of the Officials Sub-

Committee at each court/field for the duration of the tournament. 
·  There should be a minimum of two committee members (professional or grad) at each court/field for 

the duration of the tournament. 
·  The Director of Officials should serve in a floater capacity and therefore should not be scheduled as 

an evaluator on any one court. 
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·  The Director of Officials should select one committee member to serve as an Assistant Director. The 
Assistant Director capacity will be to assist in scheduling, evaluation summaries, and other duties 
that arise. 

 
Protest Committee 

A Protest Committee will exist at each tournament.  This committee will consist of: 
·  Tournament Director  
·  Director of Operations 
·  Director of Competition 
·  Director of Officials 
·  NCCS Representative  
The responsibility of this committee is to rule on all protests, appeals and other such issues requiring 
due process. The committee will have authority to rule on all issues not covered in the tournament rules 
or event literature. 

 
General Staffing/Committee Information 

·  The Directors of Operations, Competition and Officials should be selected at least six months in 
advance of the tournament. 

·  Staff/committee members should be selected at least four months in advance of the tournament. 
·  Staff/committee members should be appointed by the Tournament Director, in consultation with the 

Directors of Operations, Competition and Officials.   
·  The Tournament Director will have the final say on all staff/committee member appointments and on 

the number of staff assigned. 
Committee Qualification Standards for a NCCS Regional or National Tournament 
·  Current NIRSA Member and current Recreational Sports professional. 
·  Willingness to learn and develop professionally in the field. 
·  Exhibit an interest or experience in student development. 
·  Available for entire tournament, including pre-tournament staff meetings. 
 

Meeting Agendas 
·  The Tournament Director should conduct a meeting with all the staff members prior to the start of 

the event.  
·  Items to be discussed are:   

�  The role that each committee chair/members will have during the tournament. 
�  Game schedules  
�  Map of the fields/courts 
�  Directions to the hotel 
�  Social events  
�  Handout staff shirts, nametags, and if appropriate the work schedule. 

·  After that is completed, each committee will need to break and have their committee specific 
meetings: 
�  All-Tournament Committee will need to review the criteria for selection, number of All-

Tournament members for each division/category, etc. 
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�  Officials Committee will need to review the rules, discuss any new rule changes or points of 
emphasis, problem areas from other tournaments, and the criteria for All-American Officials or 
All-Tournament Officials. 

�  Operations will need to review the field/court locations and numbering, the set up/tear down 
process, storage/location of equipment, and review responsibilities during the tournament (trash 
pick up, refill water coolers, etc). 

·  The Captain’s Meeting will be administered by the Tournament Director.   
�  Tournament guidelines/expectations and sportsmanship will need to be discussed and 

communicated as a point of emphasis.  
�  Logistical information will also need to be reviewed such as field/court location, tournament 

schedules, parking, hotel location, and behavior at the hotel.   
�  The Officials Chair should review the rules and protest procedure at the Captain’s Meeting. 

·  The Officials Meeting should be lead by the Officials Committee Chair and will need to discuss the 
tournament schedule, field/court location and numbering, schedules, review rules and point of 
emphasis, and give out any other logistical information. 
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SECTION 3 
 

OFFICIALS 
 
Officials Application and Selection Process 
Selection 

·  Officials for the tournament will be selected through a bid process. 
·  Officials must submit application and bid information within the prescribed deadline period for 

consideration. The initial deadline for consideration should be three weeks prior to the tournament. 
·  An email should be sent to all applying officials indicating their application was received. 
·  The Tournament Director and the Director of Officials will be responsible for the final selection of 

officials. 
·  EVERY EFFORT should be made to have as many institutions from within the region represented. 

�  Examples of “every effort” include: phone calls and emails to directors from within the region. 
�  When determining the final officials’ roster, no more than two officials per institution should be 

initially selected. 
�  If roster spots remain available, selection can then be made regardless of institutional affiliation. 

·  A minimum of two weeks prior to the event, email notification should be sent to all officials, both 
those selected and those not selected to work the tournament. 

�  Officials selected to work the tournament should be informed of uniform requirements in this 
notification email. 

·  When selecting officials to work the regional or national tournament, primary consideration should be 
given to the true “student” official. Similar to the restriction on players at the tournament, officials who 
are current NCAA collegiate referees should not be selected to referee at NCCS events (if it can be 
avoided). 

�  Students who have this type of experience can be more useful serving in some committee 
capacity. In addition to being better for the tournament, it will also better facilitate that student’s 
personal growth and development. 

Number 
·  The total number of officials should be equal to 1.5 crews per field/court. Ideally, however, the 

number would be 2 officials per field/court. 
·  All games should be officiated using four officials for football and three officials for basketball.  

Examples: 
�  5 flag football fields = 30 officials 
�  5 basketball courts = 23 officials  

Amenities  
·  A dressing area separate from the team dressing area must be provided for officials. This dressing 

area should also include showers and restrooms. 
·  Please ensure that officials have transportation to and from the host site. 
·  Hotel rooms should have no more than four officials. 
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Training  
Officials Committee 

·  The members of this committee will be responsible for evaluation and education of the students. 
o Their duties will include, on court and video evaluation along with a pre-tournament education 

clinic. 
o It is necessary that the members of this committee be present for the entire tournament, 

including the pre-tournament staff meeting.  
·  The Officials Committee should meet prior to the 1st officials meeting. 
·  Email communication regarding training agendas should be sent no later than one week prior to the 

tournament. 
·  The Officials Committee should meet 1.5 to 2 hours before the scheduled officials meeting. 
·  This meeting should be scheduled to end 30 minutes prior to the start of the officials meeting 
·  The Director of Officials should utilize this meeting to: 

�  Explain an evaluation/critique/teaching philosophy that is “student development” oriented. 
�  Cover the general schedule of events, including:  game times, meeting times, meals, etc. 
�  Set forth expectations of Officials Committee members. 
�  Provide training, if needed, on use of audio visual equipment focusing on guidelines for proper 

“film breakdown” techniques. 
 
Officials Sub Committee 

·  The members of this committee will primarily be composed of graduate assistants or outstanding 
undergraduate students. 

·  The purpose of this committee is to give access to those that might not have the necessary 
experience to serve on the officials committee.  
o Sub-committee members will be teamed with members of the officials committee, providing 

ample opportunities for further student development.  
o The sub-committee’s duties will include on court and video evaluation along with a pre-

tournament education clinic. 
o It is necessary that the members of this committee be present for the entire tournament, 

including the pre-tournament staff meeting.  
 

Game Officials 
·  The initial training session for game officials should be scheduled to last between two and three 

hours. 
·  This training session should be on the first day of the tournament or if possible the day before play 

begins. 
·  This training session should focus on the following: See Appendix for approved official’s clinic 

agendas. 
�  Advanced officiating concepts (3-person for basketball and 4-person for football). 
�  Conflict resolution 
�  Game management strategies 
�  Philosophy of officiating 
�  Communication: 

·  Working with new partners 
·  Officiating new teams 
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�  Receiving evaluations 
�  General tournament expectations: 

·  All officials should arrive and must be on the field/court 30 minutes prior to the game. 
·  Behavioral 

- Interactions with teams and/or other officials (off and on the court). 
·  Social events 

- DO NOT include officials in social gatherings held in connection with the championship 
participants. 

·  Field/Court/Facility lay out  
·  Meals 
·  Meetings 
·  Uniforms  

 
Meetings for Game Officials  

·  Meeting times and locations should be set in advance and discussed at the initial training session for 
officials. 

·  Meetings should be held one hour prior to all subsequent days of the tournament. 
�  All officials should come dressed and ready to officiate. 

·  Utilize these meetings to discuss any problems, answer any questions and distribute game 
assignments. 

·  All members of the Officials Committee should have an opportunity to provide feedback and 
comments regarding the previous day. 

·  Must coordinate with the Tournament Director to ensure that meeting times are considered when 
games are being scheduled. 

·  The room for these meetings should have audio visual and internet connectivity and provide 
comfortable seating. 

·  The Tournament Director should provide the following: 
�  Computer 
�  TV with VCR and/or DVD 
�  Projection screen 
�  Dry erase board 
�  Copy machine and/or printer if possible. 

 
Schedules 

·  The scheduling should be completed by the Director of Officials and the assistant director. 
·  Too much involvement in the scheduling process can lead to difficulty. 
·  The Director of Officials and the assistant director are responsible for devising a method to track the 

number of games worked by each official. The Tournament Director will need this information to 
properly pay the game officials.   

Scheduling Philosophy 
·  The initial game schedule should be distributed at the meeting prior to the first game. 
·  All subsequent game schedules should be distributed at morning meetings and natural tournament 

breaks, such as meals. 
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·  If possible, the initial schedule should have officials from the same school working on the same crew.  
Rationale: having partners that are comfortable with each other can facilitate a smoother start to the 
tournament.   

·  Through pool play, every effort should be made to schedule officials to equal numbers of games 
·  Every effort should be made to rearrange officiating crews at the natural breaks that occur in the 

tournament game schedule. 
�  This ensures that officials get an opportunity to work with as many partners as possible. 
�  Additionally, it allows the Officials Committee the opportunity to observe officials’ teamwork 

abilities when working outside of their comfort zone. 
·  If possible, officials scheduled to work the last game of the night should not be scheduled to work the 

first game the next day. This can be difficult because crews will, more than likely, be rearranged for 
the next day.   

·  If the integrity of the tournament would not be impacted, every effort should be made to schedule 
every official to work one game on the final day. 

Scheduling Method 
·  Input from Officials Committee Members should be given, especially when determining schedules for 

the second and/or third days of the tournament. 
·  The Director of Officials should solicit the following information: 

�  Crew leaders 
�  Weaker/less experienced officials 
�  Potential personality conflicts 

·  From this information the Director of Officials and the assistant director should rank each official as a 
1, 2, or 3. Every effort should be made to have crews comprised of at least one official from each 
category.  

What to Avoid 
·  Scheduling an official to referee a game involving his/her own institution. 
·  While officiating, no official should wear institution-related apparel, be it from his/her own school, 

fraternity/sorority, or from another institution participating at that tournament. 
·  Scheduling officials to long stretches of games, e.g. back-to-back. Every effort should be made to 

give each officiating crew one game off. See Evaluation section below. 
 
Evaluation 
Philosophy 

·  The purpose of evaluations is to educate and instruct. 
·  Evaluations should focus on constructive criticism and as such should be presented in a positive 

manner. 
·  Officials Committee Members are educators first and should treat the evaluation process as such. 

�  Regional and national championship tournaments are not officiating camps. 
·  “Tearing down” or “breaking down” student officials should be avoided unless absolutely necessary 

�  KEY CONCEPT: Behavioral/off-court issues are different than officiating/on-court related issues 
Film  

·  If possible, one court/field should be set up with a video camera. 
·  Ideally, a DVD video recorder should be used in order to better facilitate making copies of the 

game(s) for each official. 
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·  Additionally, in an ideal situation, the on court/field evaluator(s) for the “film court/field” will be able to 
use a wireless microphone. 

�  When using the microphone, evaluators should keep in mind the official’s evaluation philosophy. 
·  If possible the host institution should provide one student to serve as an audio-visual specialist. 
·  One film breakdown room should be provided, near the filmed court/field, in order to facilitate the 

learning process, i.e. film break-down. 
·  Each official should receive, prior to leaving the tournament or in the mail, a copy of the game(s) 

he/she worked on the filmed court/field. 
 
Playoffs 

·  If the integrity of the tournament would not be impacted, every effort should be made to schedule 
every official to work one game on the final day. 

·  After the first round of bracket play, the pool of officials should be narrowed down. 
·  Input from the Officials Committee becomes critical at this juncture. Different methods can be utilized, 

including: private ballot; open discussion; and a combination of discussion, then balloting. 
·  When considering scheduling the final game(s), every effort should be made to ensure that an official 

does not work a semi-final in the same bracket in which s/he may also work the championship game. 
 
All-Tournament 
Selection 

·  When determining the All-Tournament Officials, several things must be considered: 
�  Overall tournament performance 
�  Being responsible in all off-court actions and a good representative of his or her respective 

institution and of the tournament staff (e.g. attendance at all meetings, etc.). 
�  Attitude, receptivity for critique, communication, leadership with other officials, and improvement. 

·  In addition to the Officials Committee, the tournament officials should be given an opportunity to 
voice their opinions about the best officials at the tournament.  This can be done most effectively via 
private ballot.  (e.g. sometime during the meeting on the morning of the last day of the tournament, 
distribute paper and ask each official to rank the three best officials). 

·  The Director of Officials should have the above information prior to meeting with the Officials 
Committee. 

·  If an NCAA college referee is officiating at a regional or national tournament, that official should NOT 
be considered for an All-Tournament Award or a travel stipend. 

Announcement  
·  At the conclusion of the tournament, the Director of Officials or the Tournament Director should 

announce the recipients of the All-Tournament Awards.   
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SECTION 4 
 

BUDGETING & MARKETING 
 
Budgeting and Marketing Introduction 

·  The section will address the areas of Budgeting, Marketing, Promotion, and the Bid Process. These 
four areas have separate, independent criteria and processes, but the four are fundamentally 
interdependent to successfully operate a successful sports tournament. 

·  For purposes of this manual the four areas will be defined as follows: 
�  Budgeting – zero based income and expense calculations designed to meet the minimum 

standards for the event. 
�  Marketing – solicitation of donations for cash, product, and services to enhance event. 
�  Promotion – recruitment of participants (teams), officials, student staff, and professional staff 

necessary to manage the event. 
�  Bid Process – NCCS established procedure for the application and selection process of host 

sites for extramural events. 
 
Budgeting and Financial Administration 

·  Budgeting is the most important component of these interdependent areas.  Without clearly defining 
the financial requirements a host institution cannot submit an accurate bid proposal.  A thorough, 
established budget is the foundation for a successful event. 

·  To ensure the financial success of the tournament, it is imperative that the host institution has a 
solid understanding of the procedures that will be used in the financial administration of the 
championship. 

�  Average Expenditures:  Speak with the NCCS Committee or NIRSA to determine the 
average expenditure for regional competition during the previous year.  Acknowledging 
that economic standards vary throughout the country, the average expenditure figures 
should be used as guidelines for you to use in projecting estimated costs for serving as 
the host institution for a regional or national championship. 

�  Commercial Involvement: The NCCS Committee encourages host institutions to solicit 
financial support for the championships from local vendors, chambers of commerce, local 
Support Foundations/Authorities, and other interested groups to underwrite expenses for 
entertainment, meetings, and banquets. NIRSA has hired a Sports Marketing Agent – 
HyperLife Marketing to sell all the NCCS sport properties. Any local support obtained 
would need to be approved by NIRSA’s Marketing Director. 

� Local community marketing dollars can assist with publications, mailings, and 
potentially venue fees. They also can assist with hotels and provide greater leverage 
with businesses in your local community. For example, the economic impact of the 
NCCS National Soccer Championships with 80 teams was approximately $1 million to 
the local Pensacola area. 

�  Financial Report: The financial report is to be submitted to the NCCS Committee within 60 
days after the completion of the championship competition. 
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�  Proposed Budget:  In order to be considered as a host institution for regional or national 
competition, prospective host institutions must submit a proposed budget for approval by 
the NCCS Committee and or the NIRSA National Center.  The NCCS Committee policy 
that an institution it will not incur a deficit in conducting the competition provided it stays 
within the budget.  

·  In the event a host institution identifies an area in the approved proposed budget that needs 
revision prior to the competition, an adjustment is permitted with prior approval from the 
NIRSA National Center. 

·  The host institution is responsible for all expenditures over the approved budget. 
·  In the appendix, you will find sample budgets for 24 and 48 team tournaments.  The budgets 

are zero based and assume no financial impact or contribution from the host site.   
Expenses 
Wages  

·  Game Officials   
�  The host institution is responsible for paying the game officials 

·  At the first meeting, give the game officials the appropriate forms, as needed 
·  If possible, arrangements should be made to pay the officials immediately after the 

tournament.  However, if this is not possible, the officials’ payment should be sent to 
officials as soon as possible following the completion of tournament games.  

�  The minimum standards are listed below: 
� Basketball  

- 3-person crews and $10 per game for games worked. 
- Not recommended to increase game fee unless such increase is approved across the 

board for all regions. 
� Football  

- 4-person crews and $9 per game for games worked. 
- Not recommended to increase game fee unless such increase is approved across the 

board for all regions. 
·  Scorekeepers  

�  Basketball and Football 
·  One student paid $7 per game worked. 
·  It is recommended that Scorekeepers come from the student population of the host 

institution.  Local staff can provide information to visiting teams, which should enhance 
their stay and promote socialization between students from different institutions.   

·  It is highly recommended that the officials from the host institution serve as tournament 
scorekeepers. 

·  Time Keepers  
�  Basketball 

·  One student paid $7 per game worked.  With the running clock format, other staff can 
perform these duties to reduce wage costs.   

�  Football 
·  No time keeper required. 

·  Operations  
�  Basketball and Football 
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·  Four students paid $7 per hour worked during tournament playing hours plus two hours 
set-up and two hours strike each day. 

·  This crew manages set-up/strike, manages equipment needs/repairs, cleans spills, fills 
water coolers, etc.   

·  This crew can also assist with hospitality and tournament central/host table duties 
·  Wages can be reduced by utilizing host institution full-time staff, graduate assistants, or 

student staff earning internship credit or other academic credit for their tournament 
experience/service 

·  Graduate Assistant and/or Full-Time Staff guests can also fill roles to conserve wages, but 
at the expense of hotel, apparel, and hospitality costs 

·  Guest staff assigned to the All-Tournament Committee can fill wage positions as their 
responsibilities often do not begin until the start of elimination play. 

·  Trainer/EMT Service 
·  One Certified Athletic Trainer or EMT on site for all contests. 
·  Market value is generally established at $25/$35 per hour. 

Hotel  
·  Adequate housing should be no more than 4 students per room, and 2 full-time staff per room.  
·  All staff should be housed at the same hotel or bordering hotels. 

Meals, Snacks, and Drinks  
·  One meal Friday, 3 meals Saturday, and 2 meals Sunday. 
·  Snacks and drinks for referees and event staff throughout the tournament. 
·  Save costs by securing a hotel serving complimentary breakfast. 

Banquet / Welcome Reception-Participants 
·  Though not required it is suggested that the host institution/sponsoring agency arrange for a banquet 

or welcome reception prior to regional/national tournaments. 
Awards  

·  The Tournament host shall provide a Paid Entry Fee to NCCS National Championship for the 1st 
place team(s). 

·  Regional winners who receive and accept an award package (paid entry fee or travel stipend) must 
attend the NIRSA endorsed National Championship. 

·  Team prize for sportsmanship in each division. 
·  Team and individual prize for top two teams in each division:   

�  Individual gifts for All-Tournament Team in each division.  
�  First place teams should receive a team trophy and individual awards. 
�  Second place teams should receive a team trophy and if the event’s budget permits, individual 

awards. 
�  Third and fourth place teams may receive finalist plaques/trophies based on the number of 

entries. 
�  Individual awards are recommended for All-Tournament Selections and for the top Officials 

selected. 
� The Tournament host shall provide an award plaque for the selection of All-Tournament/All-

American Officials (All-Tournament Officials should also receive a bid to the National 
Championship). 

�  Other possible awards to be considered are Tournament MVP, and Honorable Mention Officials. 
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·  The host institution realizes that all or some of these awards may be supplied by the event sponsor, 
however, if this is not the case, the cost of these awards should become a part of the event’s budget. 

 
Participant T-Shirts 

·  One shirt for each player and coach listed on the approved roster. 
Staff Apparel  

·  One T-shirt for each working staff member.  Enhancements include: multiple shirts, apparel 
upgrades, jackets, hats, visors, etc. 

·  Staff Appreciation Gifts. 
·  One item for each non-wage staff member.  Examples include portfolios, glassware, whistles, bags, 

etc. 
Equipment and Supplies 

·  Necessary items to conduct the tournament including balls, back-up jerseys, water coolers, banners, 
office supplies, etc. 

·  The host site should provide equipment for each field/court (timers, nets, cones, etc.). 
·  This equipment should be the same or equivalent at each field/court. 
·  There is an understanding that the host institution provides all equipment owned by that institution at 

no cost. 
·  If the event has to rent any equipment, this expense should become a part of the event’s budget. 
·  Game Balls 

�  The Tournament Host shall provide game balls 
�  Each game field/court should have a minimum of one (1) men’s and one (1) women’s and/or one 

(1) co-rec ball for competition play. These should be official tournament balls used only during 
competition.   

�  The ball should be an official High School Federation ball. The ball should be stamped and/or 
labeled as such. 

·  Practice Balls  
�  The Tournament Host shall provide men’s/women’s warm-up balls for each competition 

field/court. 
�  A minimum of three balls per field/court shall be provided. 
�  Teams participating in the tournament are allowed to use their own balls during warm-up. 

Participant Insurance  
·  Required by the NIRSA for each participant. 
·  NCCS and NIRSA regulations require that host institutions and sponsoring agencies of NCCS 

championships shall have in place primary comprehensive general public liability insurance 
coverage. 

·  Self-insurance programs must meet the provisions of this regulation. 
·  It will be necessary for your institution to provide the NIRSA National Center with the appropriate 

certificate of insurance or documentation of self-insurance with your proposed budget before you will 
be considered as a host site. 

�  Note:  If you must purchase a special events insurance policy, please submit confirmation 
in writing along with your proposed budget. However, the certificate of insurance form 
must be submitted to the NIRSA National Center prior to the championship. 
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Marketing 
·  The keys to successfully soliciting donations are preparation and timing. Local, regional, and national 

sponsorships are all feasible for an extramural tournament. Most businesses plan their fiscal year at 
least one year in advance. 

·  Securing cash or product donations are necessary to meet the attached zero based budgets, or 
hosts will be required to absorb financial impact. 

·  A universal marketing proposal should be developed outlining the guaranteed exposure for donating 
businesses as follows: 

�  Numbers of guaranteed hits on web sites. 
�  Numbers of student traffic exposures in rec sports facilities. 
�  Print exposure in name and logo on promotional materials, t-shirts, banners, etc. to be displayed 

at each campus in the region, at all NIRSA conferences, etc. 
�  Verbal exposure in form of announcements at all NIRSA events and on campuses. 
�  Timeline for exposure – year round! 
 

Promotion and Publicity 
·  A minimum standard for team registration numbers needs to be established. A minimum of 24 teams 

should be a realistic goal for each region (15 men’s teams and 9 women’s teams). A minimum of 32 
teams for flag football (15 men’s, 9 women’s and 8 co-rec teams).  

·  Programs that historically participate will likely continue to participate, so the goal of promotion 
should be to reach the programs and schools in each region that have not yet participated. 

Promotion 
·  Direct mail fliers to the previous year’s participants. 
·  Mail promotional materials to schools in your region. 

�  NIRSA can provide mailing labels. 
·  Provide discounts for early registration, multiple team registration, and loyalty discounts for programs 

that have participated for a minimum number of years. 
·  Send email announcements to the NIRSA list serve to inform the public about your upcoming 

tournament. 
·  Produce a press release for your local news affiliates.  Place an announcement on your school’s 

master calendar. 
·  Provide the NIRSA National Center with materials that can be placed on their website. 
·  Place your tournament information on your own website. 
·  Provide links to the other regional sites to be placed on their websites. 

Publicity 
·  Provide a professional photographer for the tournament. 
·  Provide each team with a team photo after the completion of the tournament. 
·  Provide each tournament committee member with a group photo after the completion of the 

tournament. 
·  Provide each official with a group photo after the completion of the tournament. 
·  Provide the NCCS Committee and the NIRSA National Center with championship photos. 
·  Take a variety of action shots (spectators, team meetings, official’s huddles, sponsors, game action, 

special events, host site, special guests, etc). These can be used for promoting future events. 
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·  Provide complete statistics for teams and media after each session of games.  Create a final 
statistics sheet to be mailed to each competing team. If possible, add narrative game highlights and 
photos to your statistic sheets. The human interest element creates more buzz around the 
tournament. 

Media 
·  Contact the local newspaper, radio, and television outlets to receive Public Service Announcements. 
·  Distribute all daily results to the media via fax and designate a Media Relations Director to be 

responsible for this and any other items of interest. 
 
Bid Process 

�  The following are suggestions: 
·  The NIRSA website needs to constantly display the static components relative to the bid process.  

These include: 
�  Selection Criteria 
�  Timeline and Deadlines 
�  Summary of Expectations 
�  History of program and previous host sites 
�  Contact info for selection committee and previous hosts 
�  Start process 2 years in advance 
 

 
 
 
 
 
 
 
 
 
 
 
 



30 

 APPENDIX 
 

o Participant Waiver – use NCCS waiver 
o Volunteer Waiver – ask regional host 
o Code of Conduct 
o Facility Diagram   
o Court Diagram 
o School/Host Site Map 
o Hotel Map (to/from site) 
o Local Area Map 
o Announcer’s Game Script 
o Announcer’s Award Ceremony Script 
o Tournament Structure 
o Officials Evaluation Guide 
o Officials Evaluation Form 
o Officials Clinic Agendas 
o Budget Sample 
o POWERade Sponsorship Criteria 
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National Intramural-Recreational Sports Association (NIRSA) 
National Campus Championship Series 

Accident Waiver and Release of Liability Form 
 

In consideration of being allowed to participate in any way in NIRSA Services Corporation (NSC) related events and activities, the 
undersigned: 
 

1. Agree that the participant should inspect the facilities and equipment to be used, and if the participant believes anything is unsafe, he 
or she should immediately advise his or her coach or supervisor of such condition(s) and refuse to participate. 
 

2. Acknowledge and fully understand that each participant will be engaging in activities that involve risk of serious injury, including 
permanent disability and death, and severe social and economic losses which might result not only from their own actions, inactions, or 
negligence but the action, inaction, and negligence of others, or the condition of the premises or of any equipment used.  Further, that there 
may be other risks not known to us or not reasonably foreseeable at this time. 
 

3. Assume all the foregoing risks and accept personal responsibility for the damages following such injury, permanent disability or death. 
 

4. Release, waive, discharge and covenant not to sue NIRSA or NIRSA Services Corporation, its affiliated clubs, their respective 
administrators, directors, agents, and other employees of the organization, other members/participants, sponsoring/hosting 
agencies/universities, sponsors, advertisers, and if applicable, owners and lessors or premises used to conduct the event, all of which are 
hereinafter referred to as “releases,” from any and all liability to each of the undersigned, his or her heirs and next of kin for any and all 
claims, demands, losses, or damages on account of injury, including death and damage to property, caused or alleged to be caused in whole 
or in part by the negligence of the releases or otherwise. 
 
I hereby consent to receive medical treatment which may be deemed advisable in the event of injury, accident and or illness during this 
event. 
 
I understand that at this event or related activities, I may be photographed; I agree to allow my photo, video or film likeness to be used for 
any legitimate purpose by the event holders, producers, sponsors, organizers and or assigns. 
 
I understand that NIRSA does not provide insurance for me, and I have personal health insurance coverage. 
 
This AWRL shall be construed broadly to provide a release and waiver to the maximum extent permissible under applicable law. 
 
I have read the above waiver and release, understand that I have given up substantial rights by signing it and sign it voluntarily. 
 
Participant's Name: _______________________________________________ Age: _________ 
 
Participant's Signature: _________________________________________________________ Date: ___________ 
 
College/University: ______________________________________________________________________________________ 
 
Insurance Company and Policy Number: _____________________________________________________________________ 
 
Parent/Guardian Waiver for Minors (Under 18 years old) 
The undersigned parent and natural guardian or legal guardian does hereby represent that he/she is, in fact, acting in such capacity and 
agrees to save and hold harmless and indemnify each and all of the parties referred to above from all liability, loss, cost, claim or damage 
whatsoever which may be imposed upon said parties because of any defect in or lack of such capacity to so act and release said parties on 
behalf of the minor and the parents or legal guardian. 
 
Parent's of Guardian's Signature: ______________________________________ Date: _________ 
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NIRSA National Campus Championship Series (NCCS) 
     Code of Conduct 

 
The Code of Conduct shall serve as a standard for how individuals are expected to behave when participating in <LIST THE NCC EVENT> 
part of the NIRSA National Campus Championship Series (NCCS). Students and staff enrolled in an institution of higher learning assume 
an obligation to conduct themselves in a manner compatible with the college/university's function as an educational institution. When 
involved in an event sponsored or endorsed by NCCS, the participant indicates, by his or her registration in the event, he or she agrees to 
represent his or her club/team and college/university in a way that does not detract from the reputation of the institution he or she represents, 
and to act morally and display sportsmanship-like behavior, before, during and after any competition. 
Guidelines of conduct include, but are not limited to, the examples outlined below. 
 
PARTICIPANTS/COACHES/OFFICIALS/STAFF SHALL NOT:  
• Use drugs, except for medical purposes, while traveling, competing, socializing and/or using facilities including lodging spaces; 
• Consume alcohol while traveling, competing or spectating; 
• Attend any part of the tournament while intoxicated; 
• Strike, attempt to strike or otherwise physically abuse any individual; 
• Intentionally engage in or incite participants and/or spectators to engage in abusive or violent conduct; 
• Use verbal, or non-verbal profanity, disrespectful language, obscene gestures or behavior; 
• Violate any rules or policies of NCCS Events, Tournament Host Hotels and Facilities, or city, state or governmental entities. 
 
VIOLATION of the Code of Conduct may result in: 
• Suspension from the game/match; 
• Suspension from the Tournament; 
• Forfeiture of any individual or team awards; 
• Ejection from the Tournament hotel(s); 
• Ejection from the tournament site or any tournament sponsored event; 
• Forfeiture of all games/matches won and possible team elimination from current and future NCCS sponsored or endorsed events; 
• Liability for all monetary damages arising from, or caused by, a participant’s conduct while participating in, and attending, a 

NCCS event. 
• Notification to University Officials for any violation of the Standards of Conduct by an individual or team. –October 31, 2007- 
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
College/University:        Please have all players/coaches sign. Use back of form if necessary. 
 
I hereby agree, and the team collectively agrees, to abide by the NCCS Standards of Conduct set forth above and acknowledge: 1) I have 
read all of the Tournament guidelines in regard to team and individual eligibility, and 2) should I violate any standard of conduct set forth 
above, I may be subject to disciplinary actions as set forth in this document, including, but not limited to: notification of such violation to 
university officials; payment of fines, penalties and monetary damages arising from, or caused by, my conduct while attending and/or 
participating in the Tournament; possible expulsion from the Event. 
 
   Participant's Name - Printed     Participant's Signature 
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Facility Diagram   

 
 
 

Court 1 

Court 2 

Court 3 

Court 4 

Court 5 
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Court Diagram 
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School/Host Site & Hotel Map 

    
                                                                       

                                                                                                    BAND FIELD 
                                                                                                 & PARKING 

 
 
 
 
 
 
 
 
 
 
 
 

                                                             
                                                                       SRC 
                   INTRAMURAL         P  
                                                                     FIELDS 

                                                                                                      
                    P                  P             SRC                                                     Super 8 
                                                                                                                        Hotel          

                         
                         Twin        P                                                                            Comfort Inn 

                                     Palms                                                                                      (Host Hotel)                           
 

 
 
           P = PARKING 
 
 
Hotels: 
COMFORT INN – 1031 E. Apache Blvd. 
SUPER 8 HOTEL – 1020 E. Apache Blvd. 
TWIN PALMS HOTEL – 225 E. Apache Blvd. 
COUNTRY INN SUITES – 808 N. Scottsdale Road (Map on page 43) 
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Area Restaurants 
 

COMFORT INN – 1031 E. Apache Blvd. 
SUPER 8 HOTEL – 1020 E. Apache Blvd. 

 
1. Pete’s Fish and Chips 
1017 E. Apache Blvd 
2.   King Tut Café  
1125 E. Apache Blvd 
3.   Ramiro’s Restaurant 
1135 E. Apache Blvd 
4.   Ducks Restaurant 
915 E. Apache Blvd. 
5.   Taco Bell 
912 E. Apache Blvd.   
6.   Hungry Howie’s Pizza 
1045 E. Lemon Street 
7. Kohinoor Cuisine of India 
1043 E. Lemon Street 
8. Copper Kettle-Salads 
1050 S. Rural Road 
9. Wendy’s 
1314 S. Rural Road 

 
 
 
 

TWIN PALMS HOTEL – 225 E. Apache Blvd. 
 

1. IHOP Restaurant 
225 E. Apache Blvd. 
2.   Dairy Queen 
950 S. Mill Avenue 
3.   Vine Tavern & Eatery 
801 E. Apache Blvd. 
4.   Steps of Rome 
222 E. University Drive 
5.   Chuck Box 
202 E. University Drive 
6.   India Bistro 
130 E. University Drive 
7.   Dave’s Dog House 
130 E. University 
8.   Subway Sandwiches 
130 E. University Drive 
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COUNTRY INN SUITES – 808 N. Scottsdale Road 
 

1. Jack in the Box 
901 E. Curry Road 
2.   La Fonda Mexican Food 
1126 N. Scottsdale Road 
3.   Denny’s 
650 N. Scottsdale Road 
4.   Crazy Fish 
710 E. Gilbert Drive 
5.   In & Out Burger 
920 E. Playa Del Norte Drive 
6.   Burger King 
1210 N. Scottsdale Road 
7.   Layalena 
1290 N. Scottsdale Road 
8.   Subway Sandwiches 
1380 N. Scottsdale Road 
9.   Don Juan’s Mexican Food 
1428 N. Scottsdale Road 
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Announcer’s Game Script 
 

Pre-Match 

Welcome everyone to the championship match for the 20___ NCCS National 

_____________________Championship presented by ___________________.  

Two days ago we started with ____ teams and now we’re down to the final 2! 

 

At this time I’d like to introduce the participating players for this year’s 

championship game between __________________and the __________________ 

 

First for_____________________________: 

·   Read Team line-up  

And now for the_______________________: 

·            Read Team line-up 
 

At this time please rise for the singing/playing of our National Anthem  

 

Followed by  

Coin Toss w/ Umpire 

 

Followed by  

5-minute warm-up 
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Post-Match 

Congratulations to both teams for a great championship match.  

 

Here to present the championship awards is __________________, _____. 

 

Remarks by ______________ (introduces ______________, _____. on hand to 

hand out awards) 

 

Give a big hand for this year’s Runner-Up Team: _________________________ 

 

And now, your 20____NCCS National________________Champions: 

                                                                 __________________________________ 

 

Congratulations to everyone for participating in this year’s event and helping to 

make it so special. (Photos of both teams) 
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Announcer Award Ceremony Script 
 
Welcome to the Awards Ceremony for the 20___ NCCS National______________ 
Championships. 
 
Thanks to all the staff, volunteers, officials and players who made this tournament 
a success. 
 
Please give a round of applause to NIRSA and NCCS on conducting this great 
event. 
 
The presenters for tonight’s Award Ceremony are:  
                                                     ________________________________________ 
    and __________________________________________ 
 
 
The Runner Up for The _____________ Championship Division is: ____________  
Please come forward and receive your trophy. 
 
 
The ___________________National Champion is: ______________________ 
Please come forward and receive your trophy. 
 
Congratulations to everyone! 
 
 
And now for the All Tournament Team and Most Valuable Player awards: 
 

For the ____________________ National Championship Division 
The All Tournament Team is: _______________________ 
 
 
The _____________________Most Valuable Player is: ____________________ 
 
Congratulations to all and thank you for coming.  We hope to see all of you next 
year. 
                                             
 -Same for each of the divisions. 
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Tournament Structure 
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NCCS Regional/National Tournament 
Basketball Official’s Evaluation Guide 

1.   Live Ball Rotations 
o Lead Position – Close Down: Does the official close down to the near lane line extended and pause to make sure that 

the ball settles before rotating? 
o Lead Position – Moving Quickly: Does the official move quickly after the ball settles to complete the rotation? 
o Center/Trail: Does the Center/Trail Official pickup the live ball rotation quickly and keep the play boxed in? 

 
2.  Call Selection 

o Hand Checking: Is the official preventive? Does the official understand and apply advantage/disadvantage in call hand 
checking fouls?  Does the official understand and apply the Rhythm, Speed, Balance, Quickness (RSBQ) philosophy 
when making this call?  Is the official consistent? 

o Block/Charge: Is the official consistent throughout the game in making this judgment?  Is the official refereeing the 
defense?  Does the official understand when a player has established a legal guarding position and is playing good 
defense? Are they applying the principle of verticality? 

o Shooting Fouls: Does the official understand when a player has gathered the ball and started the throwing motion?  
Are they consistent with their judgment?  Are they applying the principle of verticality? 

o Quality/Quantity: Does the official utilize opportunities to pass on game interrupter fouls/violations, except when 
unsporting or flagrant in nature?  Is the official rewarding good defense? 

o End of Game Officiating: Does the official understand when a team is going to foul at the end of the game and get the 
first most obvious foul to keep control of the game? 

 
3.  Applying Advantage/Disadvantage 

o In general, does the official understand and interpret contact situations by applying the advantage/disadvantage 
concept, realizing the difference between incidental contact and that which is a foul? 

 
4.  Signals/Mechanics 

o Violations: Does the official know and use proper signals?  Does the official clear the players so that everyone can see 
what they are calling? 

o Foul Reporting: Are the proper signals used to communicate with the table, players, spectators, and fellow officials?  
Does the official clear the players prior to reporting so the table has a clear view?  Does the official use his/her voice to 
aid in communicating with the table? 

o Counting: Does the official utilize the appropriate counts?  Does the official speed up when nearing the end of a count 
or when running? 

o Whistle: Does the official have a strong whistle and know when to blow it with regard to violations, jump balls and 
fouls? 

o Clock Mechanics: Does the official use the proper clock management signals to communicate with the table, players, 
coaches and fellow officials?  Does the official understand when they are responsible for the clock, especially at the 
end of the game? 

 
5.  Game Management 

o Player Interaction: Does the official use proper preventive officiating methods (i.e. verbally warning players for actions 
which could lead to a foul or violation, talk players through clearing the lane prior to 3-second violations, etc.)?  Does 
the official relate well with the players in a pleasant but fair and firm manner? 

o Coach Interaction: Does the official understand when to respond to the coach versus when to listen?  Does the official 
remain calm or do the argue or coddle the coach (by explaining to much or too often)? 

o Showing Strength: Does the official look confident when putting air in the whistle?  Does the official stay with the foul 
and close down or do they immediately bail out to report the foul? 

o Dead ball Officiating: Does the official properly use the quite word technique?  Does the official know when to utilize 
public warnings and the stop sign versus the quite word?  Does the official assist the players with lining up for free 
throws and in-bounds plays?  Is the official keeping the player boxed in when they are not the calling official? 

o Being aware of Substitutes at the table: Is the official aware of subs being at the table prior to the signal from the table?   
o Appropriate Use of Technical’s: Does the official understand when to put the hammer down?  Does the official have a 

quick “T”?   Does the official antagonize the player when issuing a technical?  Does the official remove himself/herself 



44 

from the situation after issuing a technical?  Does the official understand when to assist their partner in issuing a 
technical? 

 
6.  Court Coverage 

o General Court Coverage: Does the official understand the primary, secondary and shared area responsibilities of court 
coverage for each position.  Does the official understand the concept of holding their whistle when the foul occurs 
outside of primary? Does the official understand the principle of no long switches and when to use appropriately? 

o Off-ball Coverage: Does the official concentrate on their areas of coverage with special attention to off-ball action or do 
they routinely make calls out of their own area or tend to follow the ball too much? 

o Press Coverage:  Does the official understand when to help and actively assists his/her partner with press coverage or 
do they routinely move up the court to their final position?  

o Keeping Play Boxed In: Is the official confused when they move to a position or do they have the ability to “read” the 
play and get to the proper position? 

o Getting Appropriate Angles: Does the official position themselves to see through the play by looking between the 
players or do they position themselves too close to get a wide angle view to see the whole play or they are putting 
themselves in a straight-lined angle? 

o Hustle: Does the official maintain a consistent pace throughout the game during live and dead ball periods?  Is the 
official getting to the appropriate spot on the floor in time to officiate the play? 
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NCCS Regional Basketball Officials Evaluation Form 
 

EXCELLENT OFFICIATING IS ENSURING THE CONTEST IS PL AYED BY THE RULES , 
WHILE EMPHASIZING FAIRNESS AND SAFETY , 

AND DOING SO IN A MANNER THAT ENHANCES THE STATURE OF SPORTS OFFICIATING . 
 

Evaluator’s ____________  
 
Official’s Name ________ ________          
  
Date     Time   Home    Visitor    
 
 

PART 1 - PERFORMANCE  
Category A – Knowledge        EXCELLENT                   SATISFACTORY              NEEDS SOME ATTENTION     NEEDS MUCH ATTENTION *             NOT OBSERVED 
 
This is a scale from left to right, high to low            5                    4  3  2  1 

Knows and understands the rules 

Knows and understands proper mechanics 

Knows and understands the game 

 
Category B – Application          EXCELLENT                   SATISFACTORY          NEEDS SOME ATTENTION     NEEDS MUCH ATTENTION *             NOT OBSERVED 
 
This is a scale from left to right, high to low            5                    4  3  2  1 

Applies rules accurately 

Adheres to fairness principles 

Anticipates game situations 

Assures player safety 

Gives appropriate signals 

Demonstrates proper emphasis on calls/signals 

Demonstrates accurate judgment 

Hustles 

Gets in proper position 

Demonstrates court awareness with partners 

Communicates effectively with partners 

Displays and executes verbal comm. skills 

Demonstrates decisiveness 

Accepts constructive criticism 

Handles unusual situations 

 
PART 2 – AREAS OF IMPROVEMENT – POINTS OF EMPHASIS 
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PART 3 – GENERAL COMMENTS  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PART 4 – COURT DIAGRAMS  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Official: 
_____________________ 
Rating: _______ 

Official: 
_____________________ 
Rating: _______ 

Official: 
_____________________ 
Rating: _______ 
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NCCS Regional/National Tournament  
Officials Clinic & Meeting Schedule (Single Track) 

 
4:00 pm Officials Committee Meeting              

·  Tournament overview  
·  Role of the committee/Committee Professionalism/Chair Expectations   
·  Evaluation process – importance of writing comments 

 
5:00 pm Official Check In, Welcome and Introductions, General Info:
 Introduction of committee  

·  Introduction of officials 
·  General Tournament Information  

o Team info/Tournament format  
o Site supervision/Trainer/Table Personnel  

·  Payroll Info 
·  Official’s Training Format 
·  Other odds and ends  

 
5:15 pm Goals for the Weekend:                     

·  Officials’ Goals – What do you hope to get out of the weekend?  
·  Goals of the committee/Role of the Committee  

o Evaluation Process 
o Information on the National Tournament  

 
5:25 pm Professionalism & Appearance 
 
5:30 pm  Tournament Specific Rules: 

�  Tournament rules         
�  Timing  
�  Technical Fouls/Ejections (Philosophy/Procedures)  
�  State High school variation  

   
5:40 pm Three Person Mechanics: – 60 minutes   

�  In-class PowerPoint presentation – 15 minutes 
Divide officials into 4 groups 
�  On-the-court stations at 10 minutes each (required) – 40 minutes 

1. Foul Calling/Reporting 
2. Jump Ball and Transition 
3. Free throw administration 
4. Rotations (Flex) 

 
6:45pm  Additional Information (court-side)  

�  Dead Ball Officiating 
�  Play/Coach Relations 
�  Sportsmanship 

 
7:00 pm Closing Remarks 

�  Announcement of the next meeting time  
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NCCS Regional/National Basketball Tournament  
Officials Clinic & Meeting Schedule (2-Tracked) 

 
Friday – Site TBA  
 
4:00 pm Officials Committee Meeting              

·  Tournament overview  
·  Role of the committee/Committee Professionalism/Chair Expectations   
·  Evaluation process – importance of writing comments 

 
5:00 pm Official Check In, Welcome and Introductions, General Info:
 Introduction of committee  

·  Introduction of officials 
·  General Tournament Information  

o Team info/Tournament format  
o Site supervision/Trainer/Table Personnel  

·  Payroll Info 
·  Official’s Training Format 
·  Other odds and ends  

 
5:15 pm Goals for the Weekend:                     

·  Officials’ Goals – What do you hope to get out of the weekend?  
·  Goals of the committee/Role of the Committee  

o Evaluation Process 
o Information on the National Tournament  

 
5:25 pm Professionalism & Appearance 
 
5:30 pm  Tournament Specific Rules: 

�  Tournament rules         
�  Timing  
�  Technical Fouls/Ejections (Philosophy/Procedures)  
�  State High school variation  

 
5:40 pm  DIVIDE OFFICIALS INTO TWO GROUPS 
 
5:45 pm Points of Emphasis: ADVANCED OFFICIALS    

�  Advantage/Disadvantage  
�  Game flow 
�  When is a foul a foul?  

 
 
5:45 pm Three Person Mechanics: INTERMEDIATE OFFICIALS   

�  Classroom power point        
 
6:00 pm  Open Forum of Topics – ADVANCED  

�  Case & Tricky Plays/Other 
�  Why is that foul a foul?      

 
6:30 pm On-court station work (10-12 minutes per) – INTERMEDIATE  

�  Station 1 – jump ball/front court coverages/primaries/transition 
�  Station 2 – FT administration and positioning 
�  Station 3 – Foul reporting/table mechanics/special situations 
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7:00 pm Break and reassemble entire group – Court Side 
 If time does not permit for scrimmage games – end the clinic here 
 
7:10 pm  Wrap-up/On-court Scrimmage Format Discussion  

�  Get 2 teams from host institution, if possible.   
�  Can be 2 teams in tourney if desired/needed. 

 
7:25 pm Move to court/prep for scrimmage/assign 3 groups 

�  2 small groups – INTERMEDIATE 
�  1 group - ADVANCED 

 
7:30 pm On-court Scrimmage – ALL OFFICIALS 

�  Intermediate with 2-3 clinicians, discussing plays that occur 
�  Advanced officials with 2-3 clinicians, discussing plays that occur 
�  3 clinicians officiate; other clinicians break into 2-3 groups and evaluate.   
�  Do 10-15 minutes of game time running clock, stop last 1:00 if you want to cover end of game 

plays.   
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NCCS Flag Football Tournament 
Regional Officials Clinic Agenda 

 
Clinic Length: 2.75 hours (Break time/transitions not allotted in figure) 
 
Materials Needed: Projector and screen, Computer with internet access, dry erase board, pencils/pens, tables, chairs, flag belts, 
footballs, penalty flags, and field marker cones 
 

Meet with officials’ staff 30 minutes prior to clinic to review schedule, evaluation format, expectations, and any miscellaneous 
items.  

 
Agenda may be altered to include time for guest speakers. 

 
3:00 pm Introductions of staff and officials  

A. Expectations (timeliness, professionalism, discussion of teams and other officials, behavior off campus, 
uniform, etc.) 

B. Meeting times/locations 
C. What evaluators are looking for from officials (receptiveness to feedback, interaction with evaluators & other 

officials, adaptability, etc.) 
 

3:10 pm Current NIRSA Rule changes  
 

3:15 pm Tournament Rules (differences, if any)  
e.g. Field Dimensions 

 
3:20 pm 4 Person Mechanics (field station work if possible)  

(Note: 1. Station work should be based upon the NIRSA Teaching Stations,  
2. If station work is not possible, review NIRSA Flag Football Officials’ Training DVD (Referee, Line Judge 
and Back Judge positions only) or the Flag Football Training website) 
A. Play Coverage (Referee and Line Judge) 
B. Play Coverage (Field Judge and Back Judge) 
C. Goal Line and Reverse Goal Line Mechanics 
D. Kick Coverage 
E. Hash Mark Mechanics 
NOTE: Discuss the importance of crew communication in each station. 

 
 
4:00 pm Whistles and signals (station work if possible)  

NOTE: If using field stations transition time will need to be added. 
 

A. Whistle Mechanics (Out of Mouth, Know before you blow) and Inadvertent whistles 
B. Flag Football Signals (Selling the call) 
C. Throwing the Flag (Spot vs. No spot fouls, Continuing to officiate, Covering flags) 

 
4:30 pm Game Control and Sportsmanship  

A. Communication/Relationships between officials and teams 
B. Know the difference between personal fouls and unsportsmanlike conduct 
C. Basic tournament expectations and answering reasonable questions 
D. Guidelines for handling different types of play situations (profanity, demonstrations, taunting, dissent, etc.) 

 
5:00 pm Penalty Enforcement  

A. Terminology (All-But-One, Double Foul, Multiple Foul, Clean Hands Principle, Half the Distance) 
B. Basic Spots (Previous Spot, End of the Run, Succeeding Spot, Spot of Foul) 
C. Loss of Down (5 LOD Penalties) and Auto First Down (3 AFD Penalties) 
D. Live Ball and Dead Ball (Field and Mishaps) 
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5:20 pm Two-Minute Mechanics  
A. When the clock starts/stops 
B. Out of bounds Mechanics 
C. First Downs 
D. Starting the clock (whistle vs snap) 
E. Communication (signals & mechanics) 

 
5:25 pm Co-Rec Rules  

A. Scoring 
B. Open/Closed plays and penalties 
C. Mercy Rule 
D. Illegal Advancement vs. Illegal forward pass through the neutral zone 

 
5:30 pm Pre-game duties/Overtime Procedures  

A. Have  pregame with fellow officials (communication, plays) 
B. Meeting the Captains 
C. Player Equipment 
D. Coin toss and team options (offense, defense, defer) 
E. Overtime 

 
5:40 pm Closing  

A. Protest procedures/Ejections/Injuries 
B. Payroll, Housing Arrangements, Meals, Transportation (if applicable) 
C. Questions 
D. Crew Assignments 
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NCCS Flag Football Tournament 
National Officials Clinic Agenda 

 
Clinic Length: 4.25 hours (Break time not allotted in figure) 
 
Materials Needed: Projector and screen, Computer with internet access, dry erase board, pencils/pens, tables, and chairs 
 
Day before Tournament begins: 

 
Meet with officials’ staff 30 minutes prior to clinic to review schedule, evaluation format, expectations, and any miscellaneous 

items.  
 
3:00 pm Introduction of Staff (Officials and Evaluators/Clinicians)  

 
3:05 pm Guidelines & Expectations  

A.  Expectations - Timeliness, discussion of teams and other officials, behavior off campus, receptiveness to 
feedback, interaction with evaluators & other officials, adaptability, etc. 

B.  Professionalism 
C.  Uniform and Equipment 
D.  Crews/Assignments - Given each morning 
E.  Meetings - Before and after each day of competition 
F.  Payroll 
G.  All American Selections  
H.  Awards Ceremony 
I.  Discuss Scorekeeping and Sportsmanship - Review score sheet and proper completion 
J.  Housing arrangements 
K.  Meals 
L.  Transportation 
M.  Protests 
N.  Ejections 
O.  Injuries 

 
3:35 pm Mechanics Review  

(Note: The NIRSA Flag Football Officials’ Training (only Referee, Line Judge and Back Judge positions) or 
the Flag Football Training website could be used to cover mechanics) 
A.  New Mechanics 
B. Areas of Coverage 
C. Mental Checklist/Keys 
D.  Goal Line & Try  
E. Reverse Goal Line 
F. Kick Coverage and Punts out of bounds 
G. 2 Minute Mechanics 
H.  Crew communication 
 

4:15 pm Rules and Points-of-Emphasis  
A. Rule Changes for Current Year 
B. Co-Rec 
C. Pass Interference 
D. Flag Guarding 
E. Blocking/Rushing contact 
F. Extension of Periods 
G. Unusual plays 
H. Momentum 
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5:00 pm Penalty Enforcement Review/Test  
(Note: The NIRSA Flag Football Officials’ Training DVD available to review terminology and types of plays) 
A. Terminology 
B. Types of plays, basic spots 
C. Penalty Enforcement Test 

 
5:45 pm Review and breakdown of videotape plays  

(Video source: NFL Official Review on NFL Total Access) 
 
6:30 pm Game Control and Sportsmanship  

A. Know difference between personal fouls and unsportsmanlike conduct  
B. Basic tournament expectations 
C. Communication with players and coaches 
D. Guidelines for handling different types of play situations (profanity, demonstrations, taunting, dissent, etc.) 

 
7:15 pm Wrap-Up and last minute points  
 
7:25 pm Guest Speaker(s) if available 
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Budget Sample for 24 & 48 Basketball Teams 

Regional Basketball Budget Sample - 24 Teams 
       

INCOME       
        Total Entry fee   
Team Entry Fees   Mens 15 $250.00 $3,750.00 
    Womens 9 $250.00 $2,250.00 
    Host discount 2 -$125.00 -$250.00 
         
NCCS NIRSA Sponsorship     $2,000.00 
NIRSA Insurance       240 -$2.00 -$480.00 
Total Income           $7,270.00 
       
EXPENSES       
Wages             
  # Games # Staff Rate Total    

Referees 38 3  $       10.00   $     1,140.00   $2,372.00 
Scorekeepers 38 1  $         7.00   $        266.00     
Time Keepers 38 1  $         7.00   $        266.00     
Operations 100 1  $         7.00   $        700.00     
Note: Operations includes student staff assisting with event - 4 each hour of games plus set up/strike 
        

TRAINERS             

       $450.00 
  Hours Staff Rate Total    
Friday 4 1  $       25.00   $        100.00     
Saturday 10 1  $       25.00   $        250.00     
Sunday 4 1  $       25.00   $        100.00      

       

Hotel             

(out of town guests)     $1,500.00 
  # Staff # Rooms # Nights Rate Total   
Referees 20 5 2  $          75.00   $        750.00    
Clinicians 6 3 2  $          75.00   $        450.00    
All Tournament 2 1 2  $          75.00   $        150.00    
Operations 2 1 2  $          75.00   $        150.00    
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Meals/Hospitality           

  # Rate Total   $1,750.00 
Friday Dinner 50  $         7.00   $      350.00   Referees - 22   
Sat Breakfast 50  $         3.00   $      150.00   Clinicians - 8   
Sat Lunch 50  $         5.00   $      250.00   All Tourn - 4   
Sat Dinner 50  $         7.00   $      350.00   Ops guests - 2   
Sun Breakfast 50  $         3.00   $      150.00   SKs - 4   
Sun Lunch 50  $         5.00   $      250.00   Timers - 4   
Water 50  $         2.00   $      100.00   Ops students - 6   
Snacks 50  $         3.00   $      150.00    Total - 50   

       

APPAREL/GIFTS             

  # $ Total   $1,190.00 
Player T-shirts 250 3  $      750.00      
FT staff Shirts 20 10  $      200.00      
Staff T-shirts 60 3  $      180.00      
Staff Gifts 20 3  $       60.00        

        

AWARDS             

  # $ Total   $3,090.00 
Team Trophies 6 50 300     
Individual 40 5 200     
All Tournament 12 5 60     
Entry Fees Nat 2 300 600     
Travel Stipend 2 750 1500     
Referee Award 3 10 30     
Referee Travel 2 200 400       
       
ADMINISTRATIVE           
Postage - Mailout #1    $100.00 $100.00 
Office Supplies      $100.00 
Balls/Nets/Jerseys     $500.00 
Mailing Envelopes     $15.00 $15.00 
Printing and Duplicating    $15.00 $15.00 

Total           $730.00 
       
Total Expenses      $11,082.00 
Expense sub-total      $11,082.00 
Administration fee       $11,082.00 0 $0.00 
Grand Total Expenses     $11,082.00 
       
Tournament Budget    INCOME $7,270.00 
     EXPENSE $11,082.00 
     REVENUE -$3,812.00 
       

Host Site Recreational Sports Contribution    $3,812.00 
Wages, office supplies, equipment absorbed  by dept. OR donations   

      $0.00 
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Regional Basketball Budget Sample - 48 Teams 
       
INCOME       
        Total Entry fee   
Team Entry Fees   Mens 33 $250.00 $8,250.00 
    Womens 15 $250.00 $3,750.00 
    Host discount 4 -$125.00 -$500.00 
         
NCCS NIRSA Sponsorship     $2,000.00 
NIRSA Insurance       480 -$2.00 -$960.00 
Total Income           $12,540.00 
       
EXPENSES       
Wages             
  # Games # Staff Rate Total    

Referees 78 3  $       10.00   $     2,340.00   $4,482.00 
Scorekeepers 78 1  $         7.00   $        546.00     
Time Keepers 78 1  $         7.00   $        546.00     
Operations 150 1  $         7.00   $     1,050.00     
Note:  Operations includes student staff assisting with event - 4 each hour of games plus set up/strike 

        

TRAINERS             

       $600.00 
  Hours Staff Rate Total    
Friday 4 1  $       25.00   $        100.00     
Saturday 14 1  $       25.00   $        350.00     
Sunday 6 1  $       25.00   $        150.00      

       

Hotel             

(out of town guests)     $2,400.00 
  # Staff # Rooms # Nights Rate Total   
Referees 28 7 2  $          75.00   $     1,050.00    
Clinicians 10 5 2  $          75.00   $        750.00    
All Tournament 5 2 2  $          75.00   $        300.00    
Operations 5 2 2  $          75.00   $        300.00    

       

Meals/Hospitality           

  # Rate Total   $2,450.00 
Friday Dinner 70  $         7.00   $      490.00      
Sat Breakfast 70  $         3.00   $      210.00   Referees - 30   
Sat Lunch 70  $         5.00   $      350.00   Clinicians - 12   
Sat Dinner 70  $         7.00   $      490.00   All Tourn - 6   
Sun Breakfast 70  $         3.00   $      210.00   Ops guests - 6   
Sun Lunch 70  $         5.00   $      350.00   SKs - 4   
Water 70  $         2.00   $      140.00   Timers - 4   
Snacks 70  $         3.00   $      210.00   Ops students - 8   
          Total - 70   
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APPAREL/GIFTS             

  # $ Total   $2,115.00 
Player T-shirts 500  $         3.00   $   1,500.00      
FT staff Shirts 30  $       10.00   $      300.00      
Staff T-shirts 75  $         3.00   $      225.00      
Staff Gifts 30  $         3.00   $       90.00        

        

AWARDS             

  # $ Total   $3,090.00 
Team Trophies 6 50 300     
Individual 40 5 200     
All Tournament 12 5 60     
Entry Fees Nat 2 300 600     
Travel Stipend 2 750 1500     
Referee Award 3 10 30     
Referee Travel 2 200 400       

       
ADMINISTRATIVE           
Postage - Mailout #1    $100.00 $100.00 
Office Supplies      $100.00 
Balls/Nets/Jerseys     $500.00 
Mailing Envelopes     $15.00 $15.00 
Printing and Duplicating    $15.00 $15.00 

Total           $730.00 

       

Total Expenses      $15,867.00 
       
       
Tournament Budget    INCOME $12,540.00 
     EXPENSE $15,867.00 
     REVENUE -$3,327.00 
       

Host Site Recreational Sports Contribution    $3,327.00 
Wages, office supplies, equipment absorbed  by dept. OR donations   
      $0.00 
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POWERade Sponsorship Criteria 

As part of the POWERade sponsorship of the 2008-09 NCCS Regional and National Championships, host schools will be asked 
to do the following:  

A. Storage of POWERade Samples, Premium Items and Equipment – receive and store items for use during the 
Championships.  

B. POWERade Sample Distribution – Coordinated by CBS College Sports Network Campus Reps with intramural staff to 
conduct sampling (with tent, tables, tablecloths, and full bottle or powder samples) during Championship games.  

C. POWERade Premium Items – Use and distribute the Program Sponsor’s promotional premium items (t-shirts, staff apparel, 
and towels) according to the guidelines in the sponsorship manual which will be provided by NSC. Use best efforts not to 
distribute or allow any other individual or entity to distribute Premiums at the field locations during the Championship.     

D. POWERade Equipment Usage -- Use the provided equipment during the Championship.  

E. POWERade Banner Usage– Hang the banners provided by NSC in highly visible locations during the Championship and in 
the campus recreational facilities.  Use best efforts not to place or allow any other individual or entity to place any other 
audible or visible advertising or signage at the field locations.    

F. CBS College Sports Network Participating School Logo Usage – Allow CBS College Sports Network to utilize school colors, 
logo, and name in the development of the School’s page on the CSTV website.  

G. CBS College Sports Network Video Rights – Allow CBS College Sports Network access to fields to video games and 
practices for use in the production of a video series.  

H. Host School will be solely responsible for any and all costs associated with building union fees, site fees, origination fees, 
power, lighting and parking fees or other similar charges for its use of the venues in connection with the Events  

I. CBS College Sports Network Access to Game Stats and Standings – Allow CBS College Sports Network Campus Reps to 
collect and post game stats and standings to the CBS College Sports Network website.  

Up to two presenting sponsors may be identified at a future date for the 2008-09 NCCS Regional and National Championships. 
 Host schools will be asked to consider, in good faith, allowing these sponsors to fully implement their sponsorship as well.  

 


