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1. tournament planning guide 

1.1
Introduction

Since the introduction of the GBA tournament planning guide, Basketball Ontario has developed the Sanctioned Tournament Hosting Package which details the policies and guidelines that a team must follow when hosting a sanctioned tournament. 

The process for having your tournament sanctioned is quite lengthy and there are important deadlines for submissions of information, therefore make sure you are aware of the deadlines and send the information as early as possible.
A copy of the hosting package can be downloaded at https://www.basketball.on.ca//site/content/2007-2008%20Sanctioned%20Tournament%20Host%20Package.pdf . 
New for the 2007-08 season Basketball Ontario has gone to an online application form for sanctioned tournaments whereby you must use the Member Club Login system to apply to host a tournament.  To obtain the Member Club information, contact the Director of Finance, Sandra Smail (sandrasmail@rogers.com)

When a team hosts a tournament they are also helping to promote the GBA, but it does require tremendous planning and hard work from all families and should not be undertaken unless each player’s family can produce at least one volunteer to fill a significant role in the running of the tournament. 
1.1.1
Tournament Convenor
The most important role is a tournament convenor. The sections below provide a detailed overview of what is required in order to make your tournament run as smoothly as possible.  In addition, the Appendices include a checklist that can be used during the planning and implementation stages as an aide-memoire (Attachment 4.5).  

The tournament convenor can plan and organize a basketball tournament by themselves but it is not recommended and there are lots of parents willing to help out, as well as many teenagers looking to do their community service work.  Plan to delegate most of the work to the volunteers.  This way you, the convener, will have lots of time to monitor progress and deal with the inevitable crises.

When you delegate the tasks, don’t automatically assume that the volunteer will have the same sense of responsibility as you.  Most will be very dedicated and responsible, but it will be important for you to manage them.

The following activities and volunteers are critical to the success of a tournament: 

· Overall tournament co-ordinator (plans, directs, rounds up volunteers, arranges for medal presentations, gym monitors – see section below, etc.)

· Scorekeeping co-ordinator (ensures that there are adequate scorekeepers, time clocks and score boards; troubleshoots in the event of any scorekeeping difficulties/disputes, organize and arranges a display of statistics at appropriate locations, collects score sheets and gives them to team manager and/or tournament co-ordinator)

· Program co-ordinator (prepares the printed tournament programme, which includes teams and team members, sponsors, ads, etc.)

· Canteen co-ordinator (responsible for planning and overseeing tournament canteens)

· Sponsorship co-ordinator (solicits tournament sponsorships and donations)

· Medal co-ordinator (selects and orders tournament medals)

· Reporter/photographer (coordinates photographic record of tournament; works/interfaces with local media as appropriate)

· First aid co-ordinator (procures trained volunteers to cover tournaments in the event of illness or injury)

· Sign co-ordinator (ensures that signs are prepared for team names, home/away bench designations, washrooms, canteen, etc.)
· Tournament administrator (advises OBA of tournament and obtains OBA sanctions; posts official OBA sanction poster; collects tournament fees; registration forms and rosters; arranges for referees and gyms; submits tournament results to OBA; receives paperwork from OBA; arranges blocks of rooms for out of city participants)

· Tournament treasurer (prepare tournament budget; prepare financial statement for distribution to parents; pay referees, collect entry fees, pay tournament expenses, collect $100 grant from GBA treasurer)
1.1 Things to Consider Before Hosting a Tournament
1.1.1 Budget

Before deciding to host a tournament the team should determine if they can afford to host a tournament by preparing a budget to determine if you should proceed.  Of course, this will depend on how much work your team is willing to do and how sophisticated you want the tournament.  By the time you have read this guide, you will have a better idea of the cost and effort involved.  

Teams that host a tournament are entitled to receive a $100.00 Grant from the GBA, and should contact the Director of Finance (Sandra Smail, sandrasmail@rogers.com) to obtain the Tournament Grant. 

1.1.2 Gyms

The GBA books gyms through the school boards (Ottawa Carleton District School Board and the Ottawa Carleton Catholic District School Board). The contact person for booking gyms is the GBA Director of Faciliites, (Kim Currie, kim_currie@mitel.com) who will book the gyms on your behalf.  
The local gyms most commonly used for tournaments are:

· South Carleton

· A Lorne Cassidy

· Sacred Heart

· Goulbourn Middle School
· Stittsville Public School
Give careful consideration to the venue and try as much as possible to limit the number of buildings in which the tournament is held.  This makes the tournament more attractive to prospective attendees and, just as importantly, makes it easier to administer and staff the tournament. 

Gym space is also limited therefore get your request in as soon as possible.

1.1.3 Times
Ensure that you allow/request adequate time for pre-tournament set up as well as post tournament clean up when booking the gym and school space.  If not, one can have real hassles with the schools.
Allow for delays in your schedule.  Teams travelling from out-of-town get lost or delayed in snowstorms.  Assume the worst. 
1.1.4 Confirmation

The Director of Facilities receives and keeps the permits that have been issued for the games. In the event of any dispute or confusion with the schools, a copy of the permit can be obtained. 
1.1.5 User Fee

If there is a gym user fee, ask the Director of Facilities how much it is and how it is charged (flat rate or hourly).  Balance the cost of renting a school with its desirability as a tournament site.

1.1.6 Dates

For annual tournaments, try to hold the tournament on the same weekend each year.  Outside teams will become familiar with your dates and will reserve the weekend.  This will help to avoid conflicts with other tournaments.

For irregularly scheduled tournaments, try to avoid conflicts with well-established tournaments elsewhere or other events that may undermine your efforts.  Watch out for conflicts with holidays and PD days.  Also try to keep potential weather situations in mind.  For instance, January is not a popular month for out of town teams to travel.
1.2 Preparing Early for Your Tournament 
1.2.1 Invitations

One of the most important aspects of the tournament is to get it posted early on the OBA and the GBA web site. Basketball Ontario has information and guidelines on getting your tournament posted on their website.  If you wait to go too long before posting the tournament, it will be much harder to sign up the required number of teams.

The following information should be included when posting a tournament:

· association name and team name

· name, address and phone number of tournament convener

· dates and locations of the tournament

· entry fee and instructions for payments

· where to send cheques and registration form

· cut-off date for returning registration form and payment, usually 4-6 weeks before tournament

· a statement regarding how teams will be selected (first-come, first-served or at the convener’s discretion)

· tournament rules, if different from OBA rules
To have the information posted on the GBA website, submit the above information and any other details to the GBA Director of Communications (Cathy Farish at farish@primus.ca).

1.2.2 Registration Form

 The form should ask for the following information:

· organization name

· team name

· coaches’ names

· contact address and e-mail address
· contact telephone number

· uniform colour

· names, numbers, birth dates and height of each player

1.2.3 Tournament Rules

Generally, the OBA rules will be utilized, but there may be a desire/need to introduce minor variations.  The Stingers/Hornets coach should be consulted as to what rules he/she wants to use.  If a decision is made to implement minor rule variations for the tournament, please make sure that all teams are advised in advance so as to avoid any misunderstanding during the actual tournament.

1.2.4 Referees

It is very important to have qualified referees, and as they are limited, contact the Director of Facilities (Kim Currie, kim_currie@mitel.com) as early as possible to book the referees.  When booking the referees request to have arrangements made to have an invoice sent to you following the tournament which gives the total cost for referees.  
1.2.5
Publicity

You should consider whether you want to publicize the tournament.  If you want to have lots of spectators at the games, then publicize about two weeks in advance of the tournament.  Most often, however, you will want to write a newspaper article for the Stittsville News (John Curry, Editor, jcurry@runge.net) describing the event before and after the event.  If you do this, consider publishing action or team photos with the article.  

1.3 Tournament Participant Confirmation 
Visiting teams will indicate their acceptance by returning the completed registration form with the required payment.

1.3.1 Acceptance Letter 

The convener is responsible for sending an acceptance letter to those teams that have been accepted to participate in the tournament.  If it is necessary to write rejection letters, the convener should write these as well.

The acceptance letter should include the following information:

· any special events (i.e. opening ceremonies) and what is expected from each team

· the sale of tournament T-shirts and their price (if applicable)
· availability of canteen and hours of operation

· request that birth certificates for each player be brought

· name, address and phone number of contact person

· hotel/motel availability with addresses and telephone numbers

· reference to the schedule and any map

· if using shot clocks (for midget and juvenile levels)

· any information not included in the invitation letter
1.3.2 Tournament Schedule 

The tournament schedule should be sent with the acceptance letter.  The schedule will state:

· who is hosting the tournament

· tournament dates

· teams and pools

· game locations

· game times

Note: Sample schedules are available in Basketball Ontario’s, Sanctioned Tournament Hosting Package.

1.3.3 Maps 

A map showing the locations of the tournament sites, hotels and any other important locations should be sent with the acceptance letter.  It is also very useful to post the tournament information on the GBA website.

1.4 Tournament Planning Details

This section addresses those aspects of tournament planning that can add a professional touch to the event. Participants will appreciate the effort that has been made and, if executed well, these extra touches will make your tournament a memorable one.

1.4.1 Tournament Program

The preparation required to develop a tournament program can take a lot of work but the effort is usually worthwhile.  Programs can provide revenue to the team by selling advertising space and are also a nice memento for participants. 
1.4.2 Program Information

Tournament programs can include the following information:

· a welcome message from the GBA President and/or the Mayor

· all teams, coaches, managers and players names  (photos optional)

· players’ numbers and heights

· tournament schedule

· tournament rules

· tournament map

· acknowledgments of sponsors

· advertisements
· photographs

· team logos

1.4.3 Advertising

Advertising revenue is one of the benefits from publishing programs.  Local businesses and parents of players can be sources for full page and business card sized ads.  It may be possible to get advertisers from visiting teams as well.

There are currently no standard rates for ads.  Until there is a standard rate, be consistent with your advertising rates.  Advertising payments should be made by cheque, payable to the team running the tournament.  Remember to provide receipts for each ad.  
1.5 Tournament Canteen

1.5.1 Introduction

Although canteens require considerable planning, execution and just plain hard work on the part of parent volunteers, they can be a significant source of additional funding for your team.  Smart planning and a good committed group of volunteers are the two primary factors in running a successful canteen. The most critical elements of the canteen planning are as follows: 

· Make sure that there is an overall co-ordinator to manage the process

· Decide what will be offered at the canteen well in advance to allow adequate time to order supplies and to solicit volunteer contributions if you plan to sell baked goods

· Recruit enough volunteers to cover all serving shifts

· Remember: you need enough able-bodied volunteers to set up in the morning and then disassemble and clean-up at the end of the day 

· Distribute your schedule to every volunteer about a week in advance and follow up by phone a day or two before the event to reconfirm each person’s commitment and answer any questions they have.

· Clarify any rules or restrictions that the school may have on the sale of canteen items 

· When the gym space is being booked, ask the booking co-ordinator to reserve the facilities with ample time to allow for canteen set up (the amount of time required for set up depends on the size and complexity of the canteen and it is a common mistake not to allow ample time)
· Confirm that school custodial staff will be at the school at the times that have been booked (mix-ups are not uncommon)

· Confirm with the school (usually best to speak directly to the custodian) that there will be an adequate supply of tables and chairs PLUS adequate access to electrical outlets and power (see notes below)

· Make sure that you have an adequate number of coolers to hold the beverages that you are planning to sell
The following sections outline suggestions regarding how to make your canteen as successful as possible.

1.5.2 Planning the Canteen Menu 

· When planning the  items to sell, try to keep in mind the number of expected attendees and age group of the players who will be participating since different age groups display an interest in different food products

· Be practical with your plans.  If the canteen is for a single game or a three game round robin, it is not practical to offer too many items as you are likely to be stuck with a lot of leftovers (see sample canteen menus below)

· Although there is no doubt that kids are happy to see lots of “junk food” and that the junk food sells, the availability of some healthy food also keeps the parents happy and they are more likely to return for repeat purchases

· Also bear in mind that too many perishable items are a problem unless you have easy access to refrigerators

· It is equally as important to take into account possible dietary restrictions for attendees (e.g. certain teams from inner city Ottawa are predominantly Moslem and do not eat any pork products including pepperoni on pizza and hot dogs if they are not listed as all beef); make sure that you prepare a list of ingredients in anticipation of attendees with dietary restrictions or possible food allergies (this really impresses canteen customers and allows them to relax and buy more!) although it is generally easier to pick up pre made baked goods at the grocery store or M and M’s, canteen customers seem to prefer home baked goods and they generally sell well

· If planning to sell baked good contributions, it is best to confirm/decide ahead what each individual is contributing in order to avoid an overload of one specific baked goods product (although there never seems to be such a thing as too many brownies or chocolate chip cookies!)  Don’t forget to ask the contributors to provide a list of ingredients in advance.

· When planning the menu, make sure you also decide on the prices for canteen items.  Make sure that you price the items conservatively enough to attract clientele after a good understanding of your initial costs allow for adequate mark up profit


Sample Canteen Menu - Single Games or Round Robins

· Bottled water

· PowerAde

· Pop and canned ice tea

· Chips

· Hot Dogs (depending on timing and where people are coming from)

· Baked Goods (ookies, squares)
· Coffee, Tea, Hot Chocolate (depends on time of day - see notes in Procuring Supplies section)

Sample Canteen Menu –Day Long or Multiple Day Tournaments
· Variety of drinks (Bottled water, PowerAde, Pop, juice)
· Chips

· Cookies and squares

· Hot Beverages (coffee, tea, hot chocolate)
· Hot Dogs

· Pizza

· Subway subs

· Fruit

· Vegetables and dip

· Muffins

· Candy (e.g. Skittles)

1.5.3 Procuring Canteen Supplies

Several local merchants have demonstrated a willingness to offer discounted prices and are fairly flexible about payment arrangements

· Based on past experience, Brown’s Independent Grocer generally offers good prices on most items.  Brown’s allows canteen coordinators to buy “on account” (payment is due after the canteen is finished) and will allow the return of unopened non-perishable items (e.g. even single bottles of PowerAde are returnable).  Sometimes the pop can be purchased cheaper elsewhere (e.g. Wallmart) and candies such as Skittles are generally cheaper at Costco but on most other items, the price differential is minimal or non-existent.  Mr. Walters, the store manager, is the usual contact and if the purchase is substantial enough, he often donates some cases of pop or other items (e.g. disposable gloves).  

· Jo Jo’s Pizza is very easy to work with.  They will provide pizzas on account also and just ask that you stop by the store to settle the account after the canteen is over.  

· There is always a debate about whether it is better to make coffee in a large percolator or to obtain commercially prepared coffee.  Although the profit margin may be a bit lower, providing coffee from Tim Horton’s or Starbucks generally results in much higher coffee sales and happier customers.  In addition, the large percolators are very difficult to fill from most school washroom sinks and the quality of the coffee is generally hit and miss.  With adequate advance notice, both merchants will provide large insulated thermos containers (cambros) of coffee complete with creamers, sugar, lids stir sticks and serviettes.  Tim Horton’s on Hazeldean and Starbucks at Kanata Centrum have both been helpful although Starbucks is more willing to provide the coffee at reduced rates.

Note: When preparing the canteen schedule and the volunteer list, it is important that you include adequate provisioning for runners who will be charged with picking up the pizzas, subs, coffee, etc.   Also make sure that they are equipped with cell phones so that they can be contacted.

1.5.4 Making Sure the Canteen Is Properly Equipped

A pre-event visit to the space greatly reduces surprises during set up time.

· The following list is a suggested set of supplies for full canteens where hot food items will be served:

· Cash box 



Cloth dish towels/dish cloths

· Coolers




Dishwashing Detergent

· Electric Grill*



Extension cords and power bars

· Electric Fry Pan**


Masking Tape/Scotch Tape

· Pot holders



Price labels for items on table

· Large forks



Garbage bags

· Spatulas (as in pancake/egg turners)
Some plastic utensils/containers****

· Tongs




Dollies/gurneys

· Bread Knife



Scissors

· Cutting Boards



Roll of paper towels

· Trays, cookie containers in case needed to hold baked goods (improves display)

· Tablecloth



Disposable gloves

· Aluminum foil***



Price signs/lists

*More convenient for cooking hot dogs (and more appetizing) than boiling

**Used for keeping the hot dogs and buns warm

***For wrapping hot dogs in buns

****For hot dog relish, dips, etc.

1.5.5 Working with the School Custodians

For canteens, the school custodial staff will be either your best friends or your worst enemy depending on how you interact with them.  Make an effort to have a brief meeting with the custodian in advance, especially if you need access to multiple electrical outlets; if advised in advance, the custodian will leave out long extension cords; find out if he/she has any particular hang ups about clean up or do’s and don’ts (it makes things easier for everyone).
Depending on planned duration of the canteen, let the custodian know that he/she is entitled to free refreshments and/or lunch (ensures ongoing good will).  Make sure that you post signs stating that no food or drink are allowed into the gym (you probably can’t enforce this but it at least looks as if an effort is being made).
Most importantly, make sure everything is well cleaned up after (including checking washrooms and change rooms even if that is not specifically canteen related) and have the custodian inspect with you and one other person to make sure that the custodian is happy with the condition of the canteen venue at the end (this is critical because in the past, some teams have left believing that the custodian was satisfied, only to learn after that the custodian has complained).
1.6 Tournament Medals and Trophies

Players of all ages like to take home some souvenir to show for their successes.  The GBA has an account with Mementos in Stittsville (613-836-6494).  The advantage of dealing with Mementos is that they have the Stinger/Hornet logo made up for custom medals and ribbons.  They are also willing to give a good price on items bought for the GBA.  Be sure to ask for the GBA price.  
When determining your prizes make sure they are consistent with what was planned for in your tournament budget.  Sometimes you may be able to get a corporate sponsor for the purchase of the medals.
Basketball Ontario recommends that teams provide medals for the top four teams participating in the final championship games. You may also wish to consider individual trophies and team trophies.  Individual trophies are popular and affordable, however team trophies can be expensive and if it is one that you intend to use annually there is currently no place to display it in Goulbourn.  Consider also that if you hand the trophy to a winning team from out of town, you may not see the trophy again.
1.7 Scorers & Timers

Scorers and times are a necessity and should be selected and confirmed at least a week before the tournament.  You will need at least two people at each location.  A third person is useful in helping to identify the scoring and fouling players.

Ensure that you select people who are able to run the installed scoreboards.  A training session would be a good idea.  Consider having backup time clocks and scorecards available in case of scoreboard problems.  Remember to provide adequate supplies of score sheets and pens.

For the championship games, ensure that your scorekeeper and timekeepers are very experienced as the games can be very fast paced.  
You may wish to ask the Scorer to keep track of the official game ball and pinheys.

1.8 Welcoming Committee

It is a nice touch to have somebody, preferably an amiable adult or older teen, to meet and greet visiting teams at the door.  The greeter will hand out programs, tell visitors about the canteen and direct players to the changing rooms.  The greeter can also be in charge of posting scores on the tournament draw poster.

1.9 Gym Monitors

One of the important functions at a tournament is ensuring that there are gym monitors on duty at all times.  The principal functions of a gym monitor are as follows.  For your convenience, a copy of the checklist is included in the Appendices as Attachment 4.6:

1. Ensure that the gym is in order, benches down, chairs set up as required

2. Check washrooms/change rooms at the beginning to make sure that they are clean

3. Ensure that team benches are set up along with names of teams posted on benches (Home/Visitor plus team name)

4. Ensure that nets are in proper position and that side baskets are up so that fans can see

5. Ensure that the table is there along with the apparatus for time clock, score keeping

6. Introduce self to coaches

7. Help distribute brochures

8. Keep a copy of Ontario basketball rules (monitors should be aware of overtime formats)

9. Keep track of scorebooks and game ball

10. Call other gyms to report scores so that they can post

11. Ensure that referees get their bottled water

12. Clean up gym after each game and replace team names/signs

13. Patrol washrooms/change rooms occasionally to ensure that all is in order

14. General schmoozing with refs, timekeepers/scorekeepers/coaches

15. Make sure that gym is in order before closing off/shutting down for the evening
1.10 Medical Facilities

This is an important item.  The convenor should ensure that a good first aid kit is available at each tournament site.  Ice packs or ice may also be needed.  The convener should be prepared to provide directions to the nearest open medical clinics or hospitals in case of serious injuries.  It is also recommended that the parent volunteers be canvassed to see if there are any nurses or doctors within the parent group (or even relatives of the parent group) who would be available to be on call during the tournament.
If the tournament is major in scale and there is a shortage of suitable medical volunteers, St John’s Ambulance is another alternative. However, although the service is provided free of “fees”, there are suggested contribution levels for “voluntary” donations which may put too much of a strain on the tournament’s finances.  There does seem to be some level of willingness to negotiate on the contribution so it is probably worthwhile to check out the options. 

A tournament organized under the GBA banner is automatically covered under our insurance plan.

1.11 Medal Presentations

Medal presentations should be done officially and with a degree of pomp and ceremony.  It is appropriate for either the host coach or the convener to make the presentations.  Select the person who is most comfortable speaking in public.

A nice format for medal presentations is to have the teams lined up facing each other.  The coaches are asked to introduce each player individually for the presentation.  Special awards may also be presented at this time.  The presenter should take the opportunity to thank organizers and visiting teams.

1.12 Finishing Touches

1.12.1 Thank you notes

Thank everyone who helped out in any way.  Thank advertisers by giving them a copy of the program showing how their advertisement appeared.  Use thank you notes for people who manned the canteen or did scoring and timing.  You may wish to include an honorarium if the bottom line permits.  If there are major tournament sponsors, it may be worthwhile to include a commemorative plaque along with the thank you letter.  Plaques with the team photo can be obtained from Picture This.
Please thank the school custodians.  A thank you note is a nice way to do this but you may also decide to leave them some of your canteen supplies.  If the custodian worked past the agreed time, determine whether or not he/she will be paid for that extra time.  If not, consider paying his/her overtime.

1.12.2 Financial Statement
Keep strict account of the money spent and taken in.  Obtain and issue receipts for all items and keep track of personal expenses you may incurr.  Financial accounts should be completed as soon as the tournament is over and settle up with the GBA treasurer if funds were received from them.  You should provide a final accounting to the team members as well as they are always interested in knowing how the financial outcome from the tournament.

1.12.3 Post-Tournament Critique

Meet with volunteers and coaches as soon as possible after the tournament is over to critique all aspects of the tournament planning and execution.  Use this opportunity to mark up the Tournament Planning Guide and suggest improvements.  

1.13 GBA - Tournament Planning Guide

Planning and Organizing Aide-Memoire

	ACTIVITY
	PERSON
	*

	Make a budget
	
	

	Find volunteers
	
	

	Select dates
	
	

	Book gym (s)
	
	

	Develop registration form
	
	

	Develop tournament rules
	
	

	Post tournament on web-site
	
	

	Book referees
	
	

	Develop draw and schedule
	
	

	Develop map
	
	

	Send acceptance letters
	
	

	Find advertisers for programme
	
	

	Develop tournament programme
	
	

	Consider publicity
	
	

	Organize canteen
	
	

	Organize medals and trophies
	
	

	Arrange for scorers and timers
	
	

	Arrange for welcoming committee (greeters)
	
	

	Arrange for other volunteers
	
	

	Arrange for medical facilities
	
	

	Arrange for medal presentation
	
	

	Send thank-you notes
	
	

	Settle accounts
	
	

	Have a post-tournament critique
	
	


1.14 Tournament Gym Monitor Checklist

GYM MONITOR CHECKLIST

	Ensure that gym is in order, benches down, chairs set up as required


	

	Check washrooms/change rooms at the beginning to make sure that they are clean
	

	Ensure that team benches are set up along with names of teams posted on benches (Home/Visitor plus team name)


	

	Ensure that nets are in proper position and that side baskets are up so that fans can see
	

	Ensure that table is there along with time clock, score keeping equipment
	

	Confirm that relevant teams have brought their timekeepers/scorekeepers; if not advise the designated scorekeeping coordinator
	

	Introduce self to coaches
	

	Help distribute brochures
	

	Keep copy of Ontario basketball rules (monitors should be aware of overtime formats
	

	Keep track of scorebooks and game ball
	

	Call other gyms to report scores so that they can post
	

	Pay referees if team manager not available
	

	Ensure that referees get their bottled water


	

	Clean up gym after each game and replace team names/signs
	

	Patrol washrooms/change rooms occasionally to ensure that all is in order
	

	General schmoozing with refs, timekeepers/scorekeepers/coaches
	

	Make sure that gym is in order before closing off/shutting down for the evening
	


