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NAIA Site Supervisor Checklist
NAIA National Championships are under the direct control and supervision of the NAIA with assistance from each coach’s association and the assigned Site Supervisor for each site. The NAIA Site Supervisor shall act as a resource to facilitate a championship experience for teams and officials on site as well as make sure that NAIA policies are upheld throughout the event.
Checklist Before Competition:
☐ 	Receive your hotel information (rooms should be directly billed to host; incidentals on own).
☐ 	Confirm practice times and locations for visiting teams.
☐ 	Confirm locker room assignments for teams and officials.
☐ 	Perform facility walkthrough.
☐ 	Ensure NAIA signage is displayed prominently and properly throughout the venue. Send signage photos to Championship Sport Manager.
☐ 	Distribute Pre-Game Introductions Script and Public Address Announcements to host SID.
☐ 	Attend all practice(s) for all teams.
☐ 	Conduct On-Site Administrative Meeting with head coaches, tournament director, sports information staff, and athletic trainers. It is strongly recommended this meeting is held the day before the game. Reference On-Site Administrative Meeting Agenda to conduct this meeting. 

Duties On Gameday: 
☐	Complete a full facility walkthrough to ensure facility setup is ready for competition.
☐ 	Check scoreboard, official clock, and PA system for proper operation.
☐	Make sure game balls are present and properly inflated.
☐ 	Meet with officials to review facility notes and answer questions.
☐ 	Monitor site for inclement weather in coordination with host Athletic Trainer. Be prepared to meet with officials and tournament director. Communicate any problems or concerns with sport manager.
☐ 	Supervise gameplay from the court/field-level or press-box. 

After the Games:
☐ 	Ensure officials are safely escorted off the court/field.
☐ 	Email a brief recap to the Championship Sport Manager if any incidents outside of the ordinary occurred at event. Complete site supervisor event report.

Men’s Soccer							Women’s Soccer
Rick Daum, Championship Sport Manager		Candice Fabry, Championship Sport Manager
120 W. 12th Street, Ste. 700 					120 W. 12th Street, Ste. 700
Kansas City, MO 64105						Kansas City, MO 64105
(816) 595-8141							(816) 595-8580
rdaum@naia.org 							cfabry@naia.org
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