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Mission
“The Recreational Sports Department provides quality recreational opportunities to all members of the William and Mary Community to enhance and foster a lifelong appreciation for health, wellness, and recreation.”



Seven Components of the Recreational Sports Department
Intramural Sports


Fitness & Wellness

              Club Sports

Informal Recreation

       Outdoor Recreation

     Aquatics

   After Hours

Purpose and Philosophy of Intramural Sports
The purpose of Intramural Sports is to provide structured, competitive leagues and tournaments featuring a variety of sports and activities offered throughout the school year.

The College of William and Mary Recreational Sports Intramural staff is dedicated in interest and spirit to the responsibility of serving all students, faculty and staff.  The success of our program depends in a large part on the ability of the student staff and professional staff to present a positive attitude, communicate and act in a courteous and professional manner. Your job is to serve the students, faculty and staff of William and Mary while supervising sports officials and maintaining an atmosphere supportive of friendly competition. Your leadership directly influences all participants and provides the sports officials, responsible for game control and safe play, the support necessary to do their job effectively.  The example you set, the manner in which you answer questions and give direction, and the way you offer assistance will either contribute to or detract from the services provided by the Recreational Sports Program.

Recreational Sports Value Statements
The Recreational Sports Department has a Commitment to achieving Excellence through:

· Honesty in our relationships with others

· Integrity when making choices

· Passion for the work we do

· Positive Attitudes when faced with tough challenges

· Humor to keep it fun

· Trust in each other

· Respect for those who pass through our doors

· Teamwork because we cannot do it alone

A.
JOB DESCRIPTION
The supervisor is responsible for the overall supervision of the intramural sports program.  He/she is responsible for game/match administration, individual/dual meets and tournaments, student officials (including training and evaluation), and enforcing all rules and policies established for IM participants by the Recreational Sports Department.  Additionally, supervisors are responsible for acting as a liaison between the officials/participants and the Graduate Assistant—Intramurals and the Assistant Director of Intramurals.

While on duty, the supervisor is the representative of the professional staff and the College.  He/she shall take control in all emergency situations, deal with injuries, be accountable for set-up and storage of equipment, settle disputes, answer inquiries and evaluate the job performance of student officials. Common sense, communication, and visibility are keys to being an effective and efficient supervisor.

Supervisors are expected to work an average of 10 hours a week (this will vary from week to week).  There are also shifts on weekends and supervisors are expected to take some of those as well (as their schedule permits, but approximately 7 weekends per semester). The numbers are not hard and fast; they vary among supervisors and based on what sports are being run at the time.  All supervisors should attend all supervisor meetings, pertinent officials’ training sessions, and officials’ meetings, as well as captains’ meetings where his/her schedule permits. 

Each supervisor will choose a team and/or an individual/dual sport each semester to be his/her "specialty sport."  The primary expectations of the supervisors when working with their team specialty sports are assisting the Graduate Assistant, Intramurals and Assistant Director of Intramurals with the paperwork and record-keeping associated with league play (including schedules, score sheets, taking entries, playoff brackets, etc.).  Supervisor responsibilities for an individual/dual specialty sport are to assist in the scheduling and working of those events.

B.
INTRAMURAL ACTIVITIES
The Recreational Sports Department will offer the following intramural activities for the coming academic year:

Team Sports:  Softball, Indoor Soccer, Flag Football, Floor Hockey, 5X5 Basketball, Outdoor Soccer, and Volleyball.
Individual/Dual Sports & Tournaments: Family Weekend Golf Tournament, Mini-Golf, Table Tennis, 3X3 Basketball, Bee & Goody 5K run, Bowling,  Weightlifting, Indoor Flag Football, Dodgeball, 3-Point Shooting, Racquetball, Tennis Singles, Tennis Doubles, Beach Volleyball, Kickball, and Sand Volleyball.

C.
SET-UP & EQUIPMENT
Team Sports require pinnies (except softball and volleyball), clipboard(s), score sheets, pens/pencils, cooler with ice, 
first aid kit, three ring binder for the particular sport (which contains forms, rules, team schedules, officials’ weekly schedule, phone list, supervisors’ weekly schedule, policy/procedure sheets, and evaluation forms), officials’ shirts, and equipment specific to the activity.

Individual sports and tournaments vary in length and supplies/preparation needed.  They generally are held over a one or two-day period, often on the weekends.  The supervisor over-seeing a particular individual sport will be instructed as to the needs and requirements of that particular sport well in advance of the tournament.

*REMEMBER THAT ICE AND FIRST AID KITS ARE REQUIRED AT ALL EVENTS.  BE CERTAIN THE FIRST AID KITS ARE FILLED WITH THE PROPER ITEMS.  Extra supplies and supply checklists can be found in the Recreational Sports Equipment Room, located on the lower level of the Rec Center.  The ice machine can also be found in the Equipment Room.  Used pinnies will be given to the staff in the equipment room to be washed and dried, and clean pinnies will be picked up there as well.
Please be certain that the binder you are taking from the front desk of the Rec Center contains all necessary paperwork; also, please ensure that you have a sufficient number of copies of each form (e.g., more than one injury report form, just in case).  Extra copies of all forms are located in the office of the Assistant Director-Intramurals.  
Any necessary keys will be located in the front pouch of the sport’s binder. If extra keys are necessary, they must be signed out at the Rec Center front desk at the beginning of the shift and signed back in at the end of the shift.  Remember to bring your cell phone and be sure it is charged for your shift.

D.
SUPERVISOR REPORT FORM
The first form in your binder should be the supervisor report form. This form is the primary documentation of what goes on during your shift. First, look at any instructions that the Assistant Director of Intramurals or the Graduate Assistant—Intramurals may have written on the supervisor report form.  During or at the end of your shift please fill out the form completely! Pay special attention to the payroll area on the back of the form (time in, time out, total hours, everyone must initial their hours) as well as the field condition section (please make any notes about special field conditions).  Please be attentive to the comment section on the form, and do not hesitate to use this section for your own comments.  

E.
INJURIES
Injury Report Forms are to be completed (in pen) promptly when an injury occurs.  This will insure that details are promptly recorded.  If the injured party is unable to give the needed information, look to a friend or acquaintance will be nearby and can provide the information you need.  The forms are kept on file in another binder in the Assistant Director of Intramurals’ office once they are checked so please do not rip the form out of the binder.
Campus police should be called any time you are in need of an ambulance or first aid beyond what you can provide (any time an ambulance is called or a participant goes to the hospital, the Assistant Director of Intramurals should be called first.  If you can’t get a hold of him, please call the Director).  Campus police should also be called in the event of a fight or unruly situation in which you may need assistance maintaining control.  Although they are not to be used as a bargaining chip, remember that you always have the option of calling campus police if something goes wrong or if a player or team is especially uncooperative.  This includes the use of alcohol, drugs, and other inappropriate or illegal items.

NOTE:  IT IS MANDATORY THAT ALL SPORTS SUPERVISORS BE CERTIFIED IN CPR/AED AND FIRST AID.  These certifications are available free of charge to Sports Supervisors through Rec Sports by contacting the main desk at the Rec Center or call  1-3310, menu option 3.
F.  
PROTESTS
In the event that a team wishes to file a protest, the supervisor should adhere to the following guidelines:

1) The official should stop the game and make a ruling. If the team captain wishes to protest he, along with the official, should alert the on-duty supervisor. The supervisor must then make a ruling.  If the team still wants to protest, complete the protest form at that time. Do not hold up the game.

2) A team or individual cannot protest a judgment call by an official.  Do not allow the argument to persist.  If the protestors wish to further discuss the issue, please tell them to contact the Graduate Assistant—Intramurals or the Assistant Director of Intramurals if they wish to at a later time. 

3) The protest must be made immediately and the problem must be resolved before play resumes.  For example: a team captain may not, in the second half, protest a ruling made in the first half of a flag football game.

4) If at all possible eligibility protests should be made prior to the start of the event.  Any ineligible player will not be allowed to participate.  If the eligibility of a player cannot be determined, the team in question has the option of using that player.  However, if it is later determined that the player is ineligible, that team will forfeit the game(s) in question. 
G.
EJECTIONS
Whenever a participant, coach, or fan is ejected from an event, IMMEDIATELY fill out the necessary information on the intramural disciplinary action form.  The official who ejected the person should fill out the section on the form entitled, “Describe the incident as accurately as possible”, immediately after the game. 

IMPORTANT:  Inform the person who was ejected and/or the team captain, if applicable, that the ejected person MUST see the Assistant Director of Intramurals before he/she may participate in ANY further intramural activities and that all ejections carry a MINIMUM of a one game suspension.
H.
SUBSTITUTE GUIDELINES
Supervisors are responsible for securing their own substitutes and notifying the Graduate Assistant, Intramurals or Assistant Director of Intramurals of the substitution. It is NOT the job of the Graduate Assistant—Intramurals or Assistant Director of Intramurals to find you a substitute. A contact list of all the supervisors will be provided for each supervisor.  It is your responsibility to make sure the individual taking your place is completely familiar with the duties and responsibilities of that activity.  Remember, you are responsible for your shift.  Failure to show up for work or find a substitute may result in disciplinary action and possible dismissal.

I.
SUPERVISORS AS INTRAMURAL PARTICIPANTS
Supervisors are highly encouraged to participate in any intramural event.  Staff participation keeps the department in tune with the needs of the college community as well as with the quality of the programs we are coordinating.  Keep in mind that as a Rec Sports staff member, you represent the department at all events whether you are functioning as a player, supervisor or official. You are expected to be better than the best in all manners of play, i.e. sportsmanship.  

The quality of our staff is our best form of public relations.  Therefore the expectation is that your conduct will meet and far exceed that of the everyday participant.  Competition is an important part of any intramural program.  However, in the spirit of good sportsmanship, as well as your membership to this department, your behavior must typify the positive, supportive and responsible attitudes Rec Sports represents on all playing sites, at all times.  As an employee of Rec Sports, you are accountable for a higher standard of conduct than our other participants. 
J.
ON-SITE MANAGEMENT
Default/Forfeit/Reschedule in the Regular Season

When a team is aware of its inability to show up at a scheduled date and time due to a legitimate conflict, the Team Captain must notify the Assistant Director of Intramurals AND the opposing Team Captain in writing with a legitimate reason at least 48 hours before game time. There are a limited number of rescheduling slots in the regular season for any given sport, dictated by the number of teams signed up.  The Team Captain wishing to reschedule a game is responsible for learning an acceptable time slot from the Assistant Director-Intramurals and, if both teams/individuals agree, the game will be played then.

Forfeit: This occurs when one team does not arrive in time with at least the minimum number of players for their game OR a team does NOT give 48 hours notice of its inability to show up, AND the other team is present.  The team not present/lacking players forfeits the game; the other team receives a win by forfeit.  GAME TIME IS FORFEIT TIME.  A forfeited game may not be rescheduled.


Default:  If no agreement can be made on a rescheduling date and time, or if there is no way in which the game can be made up in the regular season, it is considered a default.  The requesting team, having followed the proper procedures for a reschedule, will be given a no-game (no win, no loss, no tie), while the opposing team will be given a win.  If it is a game to be rescheduled due to inclement weather but cannot be made up, both teams will be given a no-game.  
Reschedule: This occurs when a team requests a reschedule, following the procedures above, OR inclement weather/other conditions prevent a game/match from occurring.  The intramural staff will be in charge of rescheduling the games, if possible. 

Default/Forfeit/Reschedule in the Playoffs


Before the start of the playoffs, there is a Captains’ Meeting (not mandatory) where Team Captains may fill out a close-out sheet, where they may designate one day on which they will be unable to play during the playoff season.  Teams will not be scheduled on any days they have closed out, unless absolutely necessary.


Because of this, TEAMS WILL NOT BE PERMITTED TO RESCHEDULE PLAYOFF GAMES.  This is the purpose of the closeout sheet.  The only reason games may be rescheduled is if there is a postponement due to inclement weather/conditions.  If a team has a sudden or major unforeseen conflict, they must contact the Assistant Director-Intramurals immediately to see if any arrangements can be made.  Otherwise, the game will be a forfeit.
Postponements/Rescheduling 

From the time you arrive on your assigned field or court for the start of play, you will be responsible for making any decisions regarding postponements due to the weather, darkness, discipline problems, etc.  Inform each Team Captain that he/she should get in touch with the Graduate Assistant—Intramurals or the Assistant Director of Intramurals regarding rescheduling.  

Once you have returned all equipment, inform the Facility Supervisor and Patron Service Assistant that all games on your shift have been canceled.  Then refer to the schedule to inform all Team Captains whose teams will be affected by the cancellation(s).  Also, call all officials and supervisors who may be scheduled to work later that same day/evening. Finally, refer to the Rain Hotline page in the attached Appendix for information on how to change the Rain Hotline message. 

Set-up/Clean-up  

You are responsible for ensuring that the field or court is ready for play at the beginning of your shift.  You should keep a record of what equipment is taken out, so that you will know what should be returned.  Before you leave the front desk and equipment room in the Student Rec Center, you should double check that you have all the equipment that you will need for that particular activity. Before your scheduled shift, please fill out the field condition section of the Supervisor Report Form to insure the safety of the participants. Be sure to look for any hazards or dangerous conditions, noting them in the field condition section.

Sports Supervisors and officials should work together setting up for an event and cleaning up afterwards.  You are responsible for the equipment you give out.  At the end of your shift, all necessary paperwork should be completely and correctly filled out and the binder should be returned to the Rec Center front desk.  If you have had any major problems during your shift that need immediate attention, please call the Assistant Director of Intramurals at home 757-221-0952.

ID Cards  

       Team Captains are responsible for visually checking the IDs of each of the opposing players prior to the start of each contest.  If they wish, captains have the option to waive this procedure. Any protest regarding player eligibility should be handled PRIOR to the start of each game, or when a player arrives late and enters the game.  If a player is checked and found to be ineligible, he/she may not participate in that game. This includes players who do not have their IDs with them.

Entry Cards

Entry cards for team sports MUST be completely filled out, with team members’ full names (first and last) PRIOR to the start of the team’s first game.  The team’s first game MAY NOT BEGIN until the entry card is filled out.
Score Sheets
Team captains must use first and last names when filling out the team roster on the score sheet.  They should keep up with score keeping, especially in a sport such as softball.  They should sign the score sheet in the appropriate spot verifying the final score, sportsmanship ratings and that all of their players were eligible.  Officials need to circle the winning team, record a final score, and assign a sportsmanship rating to each team and sign the score sheet in the appropriate spot after each contest but BEFORE the team captains sign the sheet.  Before and after each game, the supervisor must make sure all score sheets are completely filled out and that the information is correct. 

Officials 

Upon arrival, please direct officials to their assigned court or field.  Please make sure that each official is wearing the appropriate striped shirt.  Be sure they are not wearing any jewelry or inappropriate shoes, pants, etc.  Thoroughly document officials’ recorded hours, noting any lateness or absences.  Officials will be paid for forfeited games unless it is the last game of a shift or the official leaves the playing area during the forfeited game.  Any problems or trouble with an official should be reported to the Graduate Assistant—Intramurals or the Assistant Director of Intramurals as soon as possible.

Introduce yourself the first time an official is assigned to your field or court.  Be friendly and positive. If you feel like you are qualified to do so, give helpful comments regarding the quality of the officials' performance (positioning, hustle, game control, etc.).  Praise excellent officiating and offer constructive criticism when warranted (some will accept this graciously, others will not, but it's better to say something than to let substandard officiating go unnoticed).

Evaluations of officials need to be conducted.  If you feel comfortable evaluating officials in the sport you are supervising, make it your goal to evaluate as many officials as you can during each shift.  Your evaluation may differ from that of another supervisor and each evaluation will be important in determining playoff assignments.  When using the evaluation form, please write down as much additional/pertinent information as possible in the comment sections provided.  If you do not have the expertise in a particular sport to make specific comments about the officiating for that sport, it is general officiating criteria (i.e. hustle, confidence, whistle, etc.) that should be assessed. This enables the Graduate Assistant— Intramurals and the Assistant Director of Intramurals to assess that person's performance and make appropriate playoff assignments. 

Alcohol  

In accordance with the alcohol policy of the College of William and Mary, Virginia state law prohibits open containers of alcohol in public places (i.e. places where intramural events are being held).  NO ALCOHOL AT ANY INTRAMURAL EVENTS!  THIS MUST BE ENFORCED!  NO EXCEPTIONS! If alcohol is present, it will be necessary to end the contest and/or contact campus police if not disposed of immediately. Know that you have the authority to remove individuals from events if you suspect that the College’s alcohol policy or state law is being violated. Understand that there is too much that can go wrong for you, the Rec Sports Department, and the College if you ignore this policy.
Sportsmanship  

It is required that each official assign a sportsmanship rating to each team at the conclusion of a game, and before the teams’ captains sign the supervisor report form.  The rating is on a 1-5 scale, 1 being poor and 5 being exceptional.  It is your responsibility to see that these ratings are recorded and accurately reflect the play of the game.  They are used in seeding for the tournament and may cause a team to be removed from the league.  Remind your officials that these ratings are to be taken seriously and that they should put some thought into the rating they assign each team.  All officials must sign each score sheet legibly so that the professional staff knows who worked which games and who assigned which sportsmanship rating. It is your job to make sure this is done correctly.
Time Sheets  
Be sure that you, and each official, initial the time sheet, located on the back of the supervisor report form, verifying the total hours worked. If any officials or supervisors have any questions about their time or pay please refer them to the Graduate Assistant, Intramurals. 

Administrative Notification Procedures
When it is necessary (in any emergency) to contact a professional staff member, use the following protocol:

Office

  Home
Joe Tighe

Assistant Director, Intramurals     757-221-3314   757-221-0592

Linda Knight

Director, Recreational Sports
      757-221-3312   757-564-3410


Daniel Gardner
Graduate Assistant, Intramurals    757-221-3419   703-728-0467
K.
OTHER WORK OPPORTUNITIES
Extra hours are offered for supervisors who wish to either assist the Assistant Director of Intramurals or the Graduate Assistant—Intramurals with specific tasks in the office (office hours) or become a member of the field lining crew.  The field lining crew works on the field(s) preparing and maintaining them for intramural use.  
L.
BEING SUCCESSFUL
Supervising can be challenging and it does carry a great deal of responsibility.  You are in a position of authority, which may require the enforcement of college policies and regulation of the conduct of fellow students.  This should always be done with a professional demeanor and tactfulness.  It is important for you to always know what is going on around you and be visible at all times.
You MUST know the four major IM policies: 1) Eligibility, 2) Protests,  

3) Sportsmanship and Punitive Actions, and, 4) Forfeits, Defaults and Rescheduling Procedures, as well as all IM Rules.  NOTE: The IM Policies are contained in the Appendix.

BE ON TIME! Your shift starts 30 minutes before the first scheduled event of the day.  This is to allow you to gather all equipment and set-up your designated field or court.  Officials are to arrive 15 minutes before game time (NOTE: This is the time at which their shift is slated to begin).  They should help you in setting up for that shift’s games/matches. Participants appreciate when then their games/matches begin and end on time.

This job should be fun! While the professional staff wants each supervisor to work hard, we also hope that you meet some new friends and enjoy working in Intramurals for the College of William and Mary and the Recreational Sports Department.

APPENDIX

Organizational Chart for Recreational Sports

IM Sports Procedures for Non Life-Threatening Injuries

IM Sports Procedures for Life-Threatening Injuries

Procedures for Bloodborne Pathogens

Injury Report Form 

Supervisor Report Form 

Intramural Protest Form 

Intramural Disciplinary Action Form 

Rain Hotline Information

IM Sports Policies

Eligibility 

Protests

Default, Forfeit and Rescheduling 

Sportsmanship/Punitive Action 
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