Supervising Check-List

BEGINNING YOUR SHIFT:
	_____
	Report ON-TIME!!  There is a lot to be accomplished in a small amount of time.  Every minute counts!

	_____
	Get your specific sport and site binder from the Front Desk.  Check that all appropriate forms are in the binder (i.e. scoresheets, supervisor report forms, injury report forms, etc.)  Extra forms are in Joe’s office.

	_____
	Read any instructions from the professional staff that might be on the supervisor report form.  Make sure that a set of keys is in the front pouch of the binder if you are leaving the Rec.

	_____
	Get a First-Aid kit, located in the Equipment room.  After the first game, first aid kits should be left in the equipment sheds at the IM Fields and Busch Fields.  Check that the First-Aid kit is fully equipped.  Extra First-Aid supplies are located in the First Aid Cabinet in the Equipment Room.

	_____
	Get Ice.  Coolers and the Ice Machine are located in the Equipment Room.  Make sure you put a few plastic bags, for the ice, in the cooler on top of the ice.

	_____
	Get Jerseys – if necessary.  They are also located in the Equipment Room.

	_____
	Get any equipment from the Equipment Room that may be needed for that sport (i.e. new softballs and most equipment for any sport held in the Rec Center).  The rest of the sport equipment will be in bags in the storage bins at the field, or in the IM storage rooms (Miller Gym, MAC Court). 

	_____
	You are all set – Head out to the playing site.

MAKE ABSOLUTELY SURE THAT THE KEY RING STAYS IN THE BINDER WHEN NOT IN USE!!!!!!!!!!!!!!!!!!!!!!!

	
	


 SETTING-UP THE PLAYING SITE:
	_____
	Inventory equipment and record it on the appropriate Inventory Form.

	_____
	Set up clipboards with the scoresheets for each field/court.

	_____
	Sign officials in (and out when their shifts are over).  Make sure the officials initial these hours at the end of their shift.  Assign specific officials to specific fields/courts if necessary.  Be friendly and introduce yourself and other officials to each other.  (They need to know who you are!).

	_____
	Walk the facility to be assured of participant safety and to clean up the trash.  If trash is exceedingly abundant, please note it on the Supervisor Report Form.

	_____
	Have other officials help you in setting up the fields/courts.

	_____
	Give each official the necessary equipment for his/her assigned field/court.  This includes the official’s jersey.  Everyone must wear one – NO EXCEPTIONS!

	_____
	Begin signing up the teams for each game as soon as players arrive at the playing site.  This will assist the officials and help keep the games running on time.


RESPONSIBILITIES DURING PLAY:
	_____
	Continue to sign up teams as they arrive for their games.  Forward teams to the appropriate sites in order to prevent confusion.  This also helps keep games running on time.
 

	_____
	Monitor play and assist the officials as much as possible!  Being in touch with the game makes it easier for you to make a ruling if there is a protest/ejection.
 

	_____
	Collect all scoresheets and make sure they are completely and properly filled out.  Make sure that each official as put a sportsmanship rating and signed the sheet.
 

	_____
	If time permits, please complete officials’ evaluations if you referee the sport.  If you feel comfortable, discuss the evaluation with the official.
 

	_____
	If there is an ejection, fill-out the appropriate paperwork and inform the participant that they MUST contact Joe Tighe ASAP.  If at any point the participant becomes too uncontrollable to handle, contact Campus Police by phone or radio.
 

	_____
	If there is an injury, fill-out the appropriate paperwork and notify personnel as needed.  In the case of a serious injury, call Joe or Linda Knight at home!


CLOSING UP FOR THE NIGHT:
 
	_____
	Collect and inventory ALL equipment.  Record this again on the appropriate Inventory Form.
 

	_____
	Make sure everyone is signed out and the Supervisor Report Form is thoroughly completed!  Write me lots of notes!!!  All completed paperwork should be put in the inbox below the keys.
 

	_____
	Bring everything back to Joe’s office except the equipment that you found in the equipment shed.  
 

	_____
	Leave the first aid kit if used on Joe’s desk.
 

	_____
	Leave sites in good order (i.e. turn lights off on Busch), clean up the trash, and pick up lost or left equipment.


