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INTRODUCTION  
 

The purpose of this manual is to highlight the responsibilities of the tournament director at the 2007 NCAA 

Division II Womenôs Volleyball Championship.  This manual should be used in conjunction with the 2007 

NCAA Division II Womenôs Volleyball Championships Handbook.  The handbook is available on the NCAA 

Web site at www2.ncaa.org/portal/media_and_events/ncaa_publications/championship_handbooks/fall/volleyball/womens/. 

 

Although this manual and the handbook attempt to cover all phases of championship competition, some questions 

may arise before or during the event.  Please contact any member of the NCAA Division II Womenôs Volleyball 

Committee or the NCAA staff liaison at the NCAA national office. 
 

Good luck in your efforts. 
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ADVANCE PLANNING CHECKLIST  

 

The host institution is encouraged to make the following preliminary arrangements for the 2007 

Division II Womenôs Volleyball Championship: 

 

____1. Accommodations.  Secure team rate at local hotels [see page 12]. 

 

Tentatively block rooms at nearby hotel(s) for teams (min. 13 non-smoking, double 

rooms), the NCAA Division II Womenôs Volleyball Committee (8) and the NCAA 

staff liaison (1).  Officials (4) must be housed at a hotel separate from the teams. 

 

____2. Schedule.  Prepare a tentative tournament schedule, outlining match, practice and 

meeting times, and entertainment activities [see pages 21 and 25 and APPENDIX A]. 

 

____3. Entertainment.  Identify entertainment functions and contact NCAA staff liaison at 

the NCAA office (317/917-6222) for approval of function and suggested sponsor. 

 

A banquet for the official traveling party of all eight teams will be held Wednesday 

evening, November 28.  The facility must seat a minimum of 350 persons.  

Preliminary arrangements should be made in advance [see pages 15]. 

 

____4. Promotion/Publicity.  Develop a promotional/publicity plan. 

 

____5. Program.  Host Communications, Inc., is responsible for all program production 

including layout and design, advertising, printing, vending and distribution to the 

championship sites.  All items will be reviewed and approved by the NCAA.  The 

championship host does not need to include expenses or revenues for programs in the 

proposed championship budget [see pages 29-30]. 

 

____6. Facility Appearance.  Determine if additional items (e.g., signage, banners, floor tape, 

etc.) besides what is provided by the NCAA, are needed to dress up the facility for 

championship competition.  All commercial signage should be covered [see page 18 

and APPENDIX D]. 

 

____7. Insurance.  Begin the process of acquiring the NCAA required insurance [see page 

21]. 

 

____8. Parking and Transportation.  Designate weekday/weekend parking areas for 

participating teams and provide information regarding rental vehicles. 
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CHAMPIONSHIP HOST CHECKLIST  

 

1. A telephone conference will be scheduled with the participating teams, the NCAA 

liaison, the committee chair and the tournament director to discuss the items listed 

below.  Use the phone checklist in APPENDIX B to record needed information. 

 

A conference call is scheduled for Monday morning, November 19, to discuss the 

information listed above.  Prior to call, fax or e-mail information in APPENDIX B  to each 

institution and the NCAA staff (317/917-6210).  The NCAA staff liaison will contact the 

host prior to the call to discuss the agenda. 

 

_____a. Determine arrival date/time. 

 

_____b. Confirm match times [see Match Schedule]. 

 

_____c. Discuss practice requests [see Practice]. 

 

_____d. Provide information on hotel accommodations [see Accommodations] and 

transportation/rental cars. 

 

_____e. Have the coaches and sports information directors e-mail, express mail or fax 

publicity and statistical information [see Specific Information for Sports 

Information Directors]. 

 

_____f. Inform coaches and sports information directors of the schedule for meetings 

(coaches meeting and/or officials and games committee meetings, where 

applicable), social activities and press conference, if applicable. 

 

_____g. Identify the designated administrator who will attend the coaches meeting at the 

championship. 

 

_____h. Confirm certificate of insurance with NCAA staff liaison. 

 

_____i. Fax or e-mail your institutionôs phone numbers, etc. [see APPENDIX B]. 

 

 

2. Staff Assignments. 

 

Review staff assignments with key department of athletics personnel and make sure they 

have the manual appendices that pertain to their duties. 

 

_____a. Discuss the following with the sports information director: 
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(1) Host Communications will provide complimentary programs for the 20 

members of each team's traveling party; 

 

(2) Publicity (press releases, contact with media and media event); 

 

(3) Statistics (stats crew, use of NCAA forms and recording of the match play-

by-play).  This is mandatory for the championship; 

 

(4) Media arrangements (credentials, seating and interviews); 

 

(5) Reporting of scores to NCAA office; 

 

(6) Appointing all-tournament team selection committee [see page 13]; 

 

(7) Appointing representative from your institution to games committee [see 

page 20]; and 

 

(8) Prepare student-athlete for proper interview etiquette. 

 

_____b. Discuss the following with the head trainer: 

 

(1) Training room arrangements and staff scheduling for all practices and 

matches; 

 

(2) Supplies (towels, medical supplies and water); 

 

(3) Arrangements for physician on call; and 

 

(4) Administration of blood rule. 

 

_____c. Confirm promotions/marketing plan with appropriate personnel. 

 

 

3. Credentials/Tickets. 

 

_____a. Provide credentials for entrance to the facility for the official traveling parties, 

media, NCAA personnel, officials and workers.  Each team is permitted a 

maximum of 20 credentials.  Additional personnel must purchase a ticket. 

 

_____b. Provide parking passes for participating teams, tournament officials and 

committee. 

 

_____c. Make arrangements for tickets; check policies concerning commercial 

involvement. 
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_____d. NCAA national office will provide credentials for the committee members. 

 

 

4. Team Tournament Packet.  The following information should be compiled and e-mailed 

or faxed to committee and participating coaches by Monday morning [see APPENDIX A 

for format]: 

 

_____a. Schedule of events, which would include the following: 

 

(1) Match times [see Match Schedule]; 

 

(2) Practice times [see Practice]; 

 

(3) Time and place for coaches meeting [see Meetings]; 

 

(4) Prematch format; give each coach a copy of APPENDIX C; 

 

(5) Bracket; 

 

(6) Social activities [see Banquet]; 

 

(7) Awards ceremony [see Awards and APPENDIX E]; and 

 

(8) Tournament evaluation form. 

 

(9) Travel party and awards form. 

 

_____b. Copy of meeting/events schedule. 

 

_____c. List of restaurants. 

 

_____d. Local map, with directions to playing site and parking information. 

 

_____e. Diagram of playing facility, noting locker room assignments, court setup, team 

seating area and videotaping area.  Please note approximate distances to the 

nearest obstructions [see APPENDIX D]. 

 

_____f. Training room hours and hospital arrangements. 

 

_____g. Postgame interview procedures (see handbook). 

 

_____h. Phone numbers - tournament director, trainer, sports information director, 

athletic offices, etc. 
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5. Officials Tournament Packet. 

 

 The following information should be compiled and ready for the officials when they arrive: 

 

_____a. Meeting time, place, etc. 

 

_____b. Match schedule. 

 

_____c. Prematch format [see APPENDIX C]. 

 

_____d. Bracket [see APPENDIX G]. 

 

_____e. Officials patch/uniform requirements. 

 

_____f. Officialsô fees and expense forms [see APPENDIX K ]. 

 

_____g. Fee schedule [see page 24]. 

 

_____h. Officialsô match assignments (determined by the volleyball committee). 

 

_____i. Location and directions to facility; parking passes. 

 

_____j. Lounge, hospitality, restaurants. 

 

_____k. Instructions to notify NCAA games committee upon arrival to site.  [Note:  

Officialsô must be at the site one hour prior to the starting time and courtside 45 

minutes prior to the starting time.] 

 

_____l. Ground transportation for officials during tournament. 

 

 

6. Facility Preparation. 

 

_____a. Confirm the following personnel: 

 

(1) Adequate security with at least one uniformed security person; 

 

(2) Ticket sellers; 

 

(3) Ticket takers; 

 

(4) Ushers; 

 

(5) Concession workers; and 
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(6) NCAA merchandise sellers. 

 

_____b. Make locker room assignments (four locker rooms) for the participating teams 

and designate a room for officials (classroom or office - one for males, one for 

females) and provide keys.  Have facility map available for committee review 

upon arrival.  A final copy will be given to each team. 

 

_____c. Perform maintenance on timing device. 

 

_____d. Determine seating areas for teams when not in play, statistics crew and media; 

designate videotaping area. 

 

_____e. Arrange for towels in locker rooms and for matches. 

 

_____f. Make sure adequate personnel (security, trainer) and supplies (water, ice and 

towels) are available for all practices. 

 

_____g. Examine appearance of facility and determine if additional maintenance is 

needed before competition; designate areas for NCAA signage and determine if 

additional signs are needed to "dress up" the facility.  Cover all non-NCAA 

sponsor advertisements.  

 

_____h. Arrange for adequate number of practice balls and ball containers [see page 15]. 

 

_____i. Arrange for a floor sweeper between matches.   

 

_____j. Arrange video taping areas as described in the Division II Volleyball Handbook.  

 

 

7. Match Personnel.  USE THE MATCH PERSONNEL CHECKLIST 

 

_____a. Confirm the following match personnel and inform them of match times, 

uniform restrictions, time of officials meeting, hotel accommodations, local 

maps, directions, etc. 

 

(1) Four referees designated by NCAA; 

 

(2) Scorer, who should be wearing official apparel (white shirt, navy pants), 

should be at the scorerôs table a half-hour prior to match. 

 

(3) Four lines judges; 

 

(4) Scoreboard operator; 

 

(5) Libero tracker; 
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(6) Public-address announcer [see Announcer and APPENDIX M ]; 

 

(7) At least four qualified statisticians; 

 

(8) At least three ball-rotation crew members (it is preferred that crew 

members dress in similar, if not identical, attire).  [See APPENDIX S.] 

 

(9) Five drug-testing couriers, if applicable. 

 

_____b. Arrange for officialsô meeting Wednesday evening following coachesô meeting. 

 

_____c. Designate seating at scorer's table, including volleyball committee member(s) 

(four committee members at scorer's table and four on opposite side of the 

court). 

 

_____d. Prepare the court to be ready at least 60 minutes prior to starting time.  Prematch 

protocol will begin at 60 minutes. 

 

_____e. Arrange to have 12 chairs or benches for each team placed on courtside. 

 

_____f. Confirm shipment of the 48 competition and practice volleyballs provided by 

Molten. 

 

_____g. Arrange to provide a variety of prerecorded neutral music during warm-ups.  

ñPracticeò or ñgameò tapes from the participating teams should not be played. 

 

_____h. Arrange for towels and water at courtside. 

 

_____i. Have equipment ready for opening ceremonies, including tape player and tape of 

Star Spangled Banner; if tape will not be used, confirm other arrangements 

(band, singer). 

 

_____j. When a team is eliminated, they should be given two match balls by the 

committee.  The winning team should be awarded two balls, with the host 

institution keeping the remaining ball(s). 

 

_____k. Ensure that teams receive awards in locker room immediately following 

elimination. 

 

_____l. Review any banners with games committee representative(s). 
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8. Meeting Space and Social Activities. 

 

_____a. Check arrangements for any planned social activities. 

 

(1) Committee meeting space (on site) and a meeting room or suite is also 

needed at the headquarters hotel. 

 

(2) Officials hospitality. 

 

(3) Banquet.  Arrange to accommodate 350 people for the banquet.  Make 

sure NCAA corporate sponsors identification banner is posted at the 

banquet site. 

 

_____b. Review any plans involving commercial sponsors with NCAA staff liaison at 

the NCAA office (317/917-6222). 

 

_____c. Confirm personnel for hospitality room and banquet, if applicable. 

 

9. Awards. 

 

_____a. Check awards for quantity, correct championship name and correct color. 

 

_____b. Prepare to showcase the awards at the banquet and competition. 

 

_____c. Ensure awards are ready to present to teams immediately following elimination. 

 

_____d. Make arrangements to have skirted tables available for the awards presentation.  

The committee will present the awards. 

 

_____e. If possible, arrange for a photographer to take participating team and all-

tournament team pictures after the awards ceremony. 

 

10. Miscellaneous. 

 

_____a. Have officials and NCAA representative(s) complete expense reimbursement 

forms.  If possible, have checks available before officials and NCAA 

representatives leave the site. 

 

_____b. Provide a certificate of insurance to the NCAA staff liaison at the NCAA 

national office, P.O. Box 6222, Indianapolis, Indiana, 46206-6222 or fax to 

317/917-6210. 

 

_____c. Confirm merchandising arrangements with Event 1, Inc. 888/800-2467. 

 

_____d. Arrange ground transportation of officials to and from site during tournament. 

 

_____e. Team bands shall alternate play [See handbook.]. 
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MATCH PERSONNEL CHECKLIST  

 

MATCH:   vs.  

DATE:  TIME:  

 

 

Ticket Sellers 1.  3.  

 2.  4.  

Ticket Takers 1.  3.  

 2.  4.  

Ushers 1.  3.  

 2.  4.  

Scoreboard Operator     

P.A. Announcer     

Concession Workers 1.  3.  

 2.  4.  

Three-Ball Rotation Crew 1.  3.  

 2.  4.  

Event 1 Sellers 1.    

 2.    

Program Sellers 1.    

 2.    

Scorer     

Libero Tracker     

Statistics Crew 1.  4.  

 2.  5.  

 3.  6.  

Awards Coordinator     
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TOURNAMENT DIRECTORôS TIMELINE 
 

 

Monday, October 29 Deadline for submitting proposed budget and other forms to NCAA 

national office. 

 

Friday, November 9 Complete advance planning checklist. 

 

Sunday, November 18 Determination of finals teams; participating teams will be notified 

Sunday evening or Monday. 

 

 NCAA representative who calls also will notify the tournament di-

rector of the officials assigned to the site (with phone numbers and 

addresses). 

 

Monday, November 19 A conference call will be held for the tournament director, NCAA 

staff liaison, NCAA committee chair, the head coach and one 

administrator from each participating team. 

 

 Tournament director should make contact with officials coming to 

his or her institution.  In addition, he or she should confirm that the 

insurance certificate has been sent to NCAA staff liaison at the 

NCAA national office. 

 

 Sports information director should contact media about tournament. 

 

 Tournament director will receive calls from: 

 

1. Event 1, Inc. (merchandising), Whitney Claycamp, 888/800-

2467; 

2. American Volleyball Coaches Association (AVCA) 

representative, 719/576-7777; and 

3. NCAA drug-testing representative, if applicable. 

 

 Tournament director will receive overnight delivery from NCAA 

office containing the following: 

 

1. Program materials; and 

2. Brackets. 

 

 Tournament director should receive the following no later than 

Monday, November 27: 

 

1. Officialsô patches; 
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2. Molten balls; 

3. NCAA banners, seals logos and corporate sponsor poster; 

4. NCAA awards; and 

5. AVCA All -American awards. 

  

Tuesday, November 27 Committee arrives. 

 

 Games committee meeting. 

 

Wednesday, November 28 Team practices. 

 

 Coaches meetings. 

 

 Media event. 

 

 Officials meeting. 

 

 Banquet. 

 

 If drug testing is being conducted at site, the tournament director will 

receive drug-testing supplies from the NCAA. 

 

Thursday, November 29 Competition begins.  Quarterfinals. 

 

Friday, November 30 Semifinals. 

 

Saturday, December 1 Finals. 
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TOURNAMENT DIRECTORS INFORMATION  

 

 

1. ACCOMMODATIONS . 

 

a. Teams. 

 

(1) Hotel reservations for the official traveling parties (20) for the competing teams 

shall be made by the tournament manager.  Teams will be assigned to properties 

according to random draw.  Additional hotel accommodations may be reserved 

upon the request of the participating teams.  Participating teams are required 

to stay at the designated headquarters hotel. 

 

(a) Visiting teams will arrive one day before the competition.  Availability of 

hotels in the area should be confirmed beginning with that date.  Some 

teams may check out early, but the host school should check availability 

through the last day of competition.  No participating teams will be 

required to move during the duration of the tournament. 

 

(b) Hotel accommodations are expected to be clean, safe, well-maintained, 

non-smoking rooms and have adequate parking.  The proximity of the 

team hotel to the arena must facilitate travel back and forth in a reasonable 

time or distance.  It is recommended that the accommodations be no more 

than 30 miles from the competition site. 

 

(c) Hotel information including the contact person, rates, approximate 

distance to the arena and the telephone numbers should be given to the 

participating teams. 

 

(d) The host institution should prepare hotel information for the general public 

(visiting team spectators) and have it available upon request. 

 

(2) Team Rates.  In the past, team rates have ranged from $50 to $80. 

 

(3) Block 120 non-smoking rooms.  The traveling party for the seven visiting teams 

in the finals is 20 persons.  Each team will need 13 double rooms and two 

singles, with check-in Tuesday evening, November 27, and checkout Sunday, 

December 2.  NCAA officials will need 4 rooms at a separate hotel and the 

NCAA committee will need 9 rooms. 

 

When working with the hotel, try to block one teamôs rooms in the same vicinity 

and at least on the same floor.  If possible, house the seven teams (and eight, if 

your institution plans to stay at the hotel) in different areas (i.e., use different 

wings). 
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b. Committee accommodations. 

 

The volleyball committee chair and NCAA staff liaison will arrive Monday, 

November 26.  The rest of the committee will arrive Tuesday, November 27.  Please 

reserve nine single rooms at the tournament headquarters hotel and arrange to have 

the charges (at team rate and excluding incidentals) for eight of the rooms direct 

billed to your institution; the NCAA staff liaison will pay for his/her own room.  

Checkout will be Sunday, December 2. 

 

[Note:  If any committee members are affiliated with a participating team, do not 

arrange hotel accommodations for them.] 

 

c. Officials. 

 

Secure hotel accommodations (non-smoking rooms) for the four officials.  Check-in 

will be Wednesday, November 28, and check-out Sunday, December 2.  Rooms 

should be direct-billed to the institution. 

 

Officials should not be housed in the same hotel as the participating teams unless 

there are no other accommodations available. 

 

 

2. ALL -TOURNAMENT TEAMS . 

 

A championship all-tournament team consisting of 12 players will be selected.  A most 

outstanding player will not be named. 

 

Selection Panel.  The selection panel will consist of the national volleyball committee, 

media representatives and select individuals. 

 

 

3. ANNOUNCER.  The public-address announcer represents an important role in the 

administration and conduct of the championship.  The announcer is responsible to the 

Division II Womenôs Volleyball Committee. 

 

a. No special announcements shall be made without the committee approval.  These 

announcements primarily will be limited to the reporting of scores from other NCAA 

championships. 

 

b. The announcer shall not be a ñcheerleaderò for any team.  If the competition is played 

at the traditional home site of a participant, the announcer shall adhere to NCAA 

procedures rather than those that may have been in effect during the regular season. 

 

c. Prior to the start of competition, the public-address announcer shall read the following 

statement:  ñThe NCAA encourages and promotes good sportsmanship by student-
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athletes, coaches and spectators.  We request your cooperation by supporting the 

participants and officials in a positive manner.ò 

 

d. The announcer shall do the following: 

 

1. Identify the score and all substitutes. 

 

2. Announce the team taking a time-out. 

 

e. The announcer shall meet with the committee representative prior to the match to 

review time schedules, coordination of the national anthem, starting lineup and the 

start of the match. 

 

f. The announcer also should review crowd control procedures with the committee 

representative and the tournament director (these may include notes regarding exits, 

seating, safety measures and first-aid station). 

 

g. An announcer shall not recognize corporate contributors or tournament sponsors. 

 

h. The tournament committee representative at the site must approve all emergency calls 

and announcements. 

 

i. Language for anthem:  ñAnd now to honor America, please stand, remove your hats 

and join us in singing the national anthem.ò 

 

See APPENDIXES M, N, O, P and Q for announcer scripts. 

 

Music is allowed during time-outs and between games.  NCAA representative and 

committee will monitor to ensure adherence to championship policies. 

 

 

4. AWARDS. 

 

a. Shipment.  The NCAA has ordered 20 individual awards and a team trophy for each 

of the second-through eighth-place teams.  Watches (20) and a team trophy will be 

given to the champion.  The awards should arrive no later than Monday, November 

26.  If they have not arrived by 4 p.m. Monday, contact the NCAA staff liaison 

(317/917-6929) at the NCAA national office.  

 

Please make sure the correct quantities are delivered.  In addition, you should 

examine each award, opening the awards box to check for the following:  (1) correct 

championship and (2) correct color of metal (gold - first, silver - second, and bronze ï 

third through eighth). 
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b. Awards Ceremony.  The awards ceremony will be held immediately following the 

championship match.  Please have a long table and the awards (trophies out of boxes 

and prepared to be presented) ready to be taken onto the court immediately following 

the conclusion of the championship match.  Members of the Division II Women's 

Volleyball Committee will organize the awards table and make the presentations, in 

conjunction with a representative from the host institution.  See APPENDIX E for 

the awards ceremony procedures; these procedures should be included in the coachesô 

packets.  The original awards boxes should be kept to give to the teams after the 

ceremony. 

 

c. Photographer.  If possible, arrange for a photographer to take participating teams and 

all-tournament team pictures after the awards ceremony. 

 

d. Showcasing Awards.  You may want to have the eight team trophies and one of each 

of the individual trophies available for viewing at the banquet and during both nights 

of the championship.  If so, please take security measures. 

 

 

5. BALLS . 

 

a. Forty-eight balls will be shipped and should arrive by 4 p.m. Monday, November 26.  

Contact the NCAA staff liaison (317/917-6929) if you experience any problems. 

 

b. Practice Balls. All balls of good quality and proper inflation should be set out for each 

team before each practice session and each game.  All of the tournament balls should 

be worked into practice sessions. 

 

c. Match balls will be selected by the committee prior to the first match.  

 

d. When a team is eliminated, it should be awarded two tournament balls.  The winning 

team should be awarded two tournament balls, with the host institution keeping the 

remaining ball(s). 

   

 

6. BANQUET .  Arrangements should be made for a banquet to be held Wednesday night, 

November 28, for the official traveling parties (maximum of 20 persons) of each of the 

eight participating teams.  The banquet facility must accommodate a minimum of 350 

people.  Other people that should be on the guest list include members of the NCAA 

Division II Womenôs Volleyball Committee, NCAA representative, additional host 

institution personnel (i.e., president, faculty athletics representative and workers greatly 

involved in the conduct of the championship), community dignitaries and media. 

 

a. Additional Guests.  If there is room and arrangements can be made easily, you are 

urged to make banquet tickets available for sale to other interested parties (i.e., 
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parents, friends and other additional workers).  The cost of the ticket should be based 

on the cost per plate.  You should have that information available when you talk to 

the visiting teams Monday, November 26, so they can inform you later in the week of 

additional people who would like to purchase tickets.  Some hosts have sold tickets at 

the door Wednesday night, but that would be up to you and whether the facility can 

handle latecomers on such short notice. 

 

As explained in more detail later in this section, the American Volleyball Coaches 

Association (AVCA) all-American awards are presented at the banquet by an AVCA 

representative.  Besides making presentations to all-Americans on participating teams 

in attendance at the banquet, the AVCA would like to invite other honorees who may 

live in the local area.  The AVCA will purchase the tickets for those student-athletes. 

 

b. Seating.  It is recommended that team tables be designated by using school colors, the 

team name and/or team mascot.  The chair of the NCAA Division II Womenôs 

Volleyball Committee and the NCAA liaison should sit at the head table with you 

(tournament director), and any dignitaries that you would like there.  The other seven 

members of the NCAA volleyball committee should have designated seats at a table 

near the front of the room, possibly sitting with other key university or community 

people.  If one of the committee members is affiliated with a participating team, he or 

she will sit with the team.  AVCA all-American selection (recipients only) not 

affiliated with a participating team should be provided reserved seating near the front. 

 

c. Format.  The agenda calls for short welcome statements by representatives of the host 

institution, community and the NCAA staff liaison and/or committee chair.  A player 

from each of the participating teams will be asked to speak briefly.  The agenda also 

includes presentation of the all-American awards (the presenter is designated by 

AVCA).  Banquet program must be approved by the committee. 

 

The host institution should provide an experienced master of ceremonies (preferably 

with a background in public relations, broadcasting or related field).  The master of 

ceremonies must be a neutral personality and must be approved by the committee.  If 

the institution is unable to procure such a person, a member of the volleyball 

committee will be assigned as master of ceremonies. 

 

d. AVCA.  Since AVCA all-American awards will be presented at the banquet, a 

member of AVCA staff will call you Monday, November 26, to review the details.  

Tentatively, AVCA plans to ship the all-American plaques Monday, for arrival 

Tuesday, November 27.  An AVCA designee will check the plaques for accuracy 

prior to the banquet.  AVCA will designate the presenter and notify you Monday, 

November 13, of the personôs name.  If that person is not already an invited guest to 

the banquet, a ticket should be reserved.  If you encounter any problems concerning 

the AVCA portion of the program, contact Kathy DeBoer, AVCA executive director, 

(phone:  859-226-4315; e-mail:  kdeboer@avca.org). 
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e. No Alcohol.  Alcohol must not be available for consumption in connection with any 

NCAA championship. 

 

7. CORPORATE INVOLVEMENT/LICENSEES .  Please go to the NCAA Web site at 

www.ncaa.org under Branding, Broadcasting, Promotion and Awards for information and 

guidelines on corporate partners and licensees. 

 

 

8. CROWD CONTROL/SECURITY .  At least one uniformed security guard should be at 

the facility during competition.  Security measures also should be established for officials' 

and teamsô locker rooms, press areas, postcompetition interviews and any other area for 

which a credential is required. 

 

The responsibility for crowd control rests with the director of athletics or designated 

representative of the host institution.  The directors of athletics of the competing 

institutions are expected to communicate with their students and other fans to encourage 

enthusiastic support within the confines of good sportsmanship.  The championship 

announcer should read the statement in APPENDIX N at least once during each 

championship session. 

 

Artificial noisemakers, air horns and electronic amplifiers shall not be permitted, and such 

instruments shall be removed from the playing and spectator areas.  Bands, or any 

component thereof, shall not play while the game is in progress, only during time-outs and 

between games.  Visible electronic scoreboards, announcerôs messages and the public 

address system should be used to promote both teams equally.  Please remember you are 

hosting an NCAA championship, not a home game.  The tournament director is 

responsible for enforcing these provisions. 

 

a. Banners.  Signs or banners promoting the participating teams are permissible under 

the following circumstances: 

 

(1) They are hung only in areas designated by the host institution; 

(2) The games committee approves them in regards to appearance and content; and 

(3) They include no commercial identification. 

 

b. Practices. Practice sessions are closed the day prior to the finals and throughout the 

tournament.  Measures should be taken to secure these sessions for all teams. 

 

For more information on crowd control, refer to the championships handbook. 

 

 

9. DRUG-TESTING .  NCAA championships committees, following a recommendation from 

the NCAA drug-testing subcommittee, have discontinued the practice of announcing at the 

coaches meeting whether drug-testing will be conducted at NCAA championship events. 
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Although knowing prior to competition whether NCAA drug-testing was to occur had value 

for reasons of convenience, it left open the possibility that student-athletes might be 

tempted to use banned substances if they knew that NCAA testing was not being conducted 

at the site of competition. 

 

Therefore, all coaches and student-athletes should presume that post-event NCAA drug-

testing will occur at this championship event.  Please note that no student-athlete will be 

notified of or escorted to NCAA drug-testing without the knowledge of an official, 

credentialed representative from that student-athleteôs institution. 

 

The championship host will be notified Monday, November 26, if drug-testing will occur 

there.  Please follow the guidelines included in the drug-testing manual which is available 

online at www.ncaa.org/library/sports_sciences/drug-testing_manual.pdf.  Drug-testing 

materials will be shipped to the site coordinator on the Monday before competition and 

should arrive by Thursday. 

 

You and/or the site coordinator will be responsible for securing five couriers (preferably 

women, since they should be the same sex as the student-athletes) to assist in the drug-

testing procedures. 

 

 

10. FACILITY .  The facilities used in the NCAA Division II Womenôs Volleyball 

Championship must meet the following requirements: 

 

Å Regulation-size court; 

Å Visible electronic scoring/timing device off the floor; 

Å Adequate locker rooms (four); 

Å Adequate spectator seating; 

Å Training area; 

Å Adequate security; 

Å One additional warm-up or practice area is preferred; 

Å Flags will be used by lines judges; and 

Å Courtside, computerized game-by-game statistics. 

 

It is required that the facility have four locker rooms; a hospitality area; an officialsô 

dressing room, and media seating at a table and press room.  If possible, at least 15 feet of 

unobstructed area should be available behind both end lines. 

 

a. Team Benches.  12 chairs should be set up on either side of the scorerôs table. 

 

b. Hospitality Room.  A tournament hospitality room should be available on site for the 

committeeôs use.  Participating teamsô officials (president, athletics administrators, 

coaches, sports information personnel and trainers), host institution VIPs, media and 

NCAA volleyball committee representatives usually are the invited guests.  A 

../2006-07/www.ncaa.org/library/sports_sciences/drug-testing_manual.pdf
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separate hospitality room should be provided for game officials, including lines 

judges, scorer and clock operator. 

 

You may be able to get the refreshments donated, however, sponsorsô banners are not 

allowed in the hospitality room without prior approval from the national office. 

 

Alcohol must not be available for consumption in connection with an NCAA 

championship. 

 

c. Officialsô Lounge.  A lounge area must be provided for the officials to relax in before, 

between and after matches.  Since the officials should not be permitted in the 

hospitality room, refreshments should be provided. 

 

d. Scorerôs Table.  There should be enough seats at the scorerôs table for the following 

individuals: scorer, alternate official, public-address announcer, scoreboard operator, 

libero tracker and one NCAA representative (five seats should be available for four 

committee members and staff liaison).  See APPENDIX D for court set-up. 

 

e. Stats/Media Table.  An additional area, opposite the scorerôs table, should be 

designated for the stats crew and remainder of the committee. 

 

f. Training Room.  Facilities equipped with heat, electric stem, hydroculator, taping 

tables, etc. 

 

g. Towels.  Unless state regulations dictate otherwise, towels must be available for each 

competing team and officials in their locker rooms.  In addition, towels should be 

available for floor use.  Plastic bags should be available for team practice shirts. 

 

h. Artificial Noisemakers, Etc.  Artificial noisemakers, air horns and electronic 

amplifiers shall not be permitted, and such instruments shall be removed from the 

playing and spectator areas.  Bands, or any component thereof, shall not play while 

the game is in progress, only during time-outs and between games.  Visible electronic 

scoreboards, announcerôs messages and the public address system should be used to 

promote both teams equally.  Please remember you are hosting an NCAA 

championship, not a home game.  The tournament director is responsible for 

enforcing these provisions. 

 

i. Video Equipment.  Parents and/or friends may videotape matches without signing a 

release form or obtaining prior approval from the NCAA.  Camcorders must be hand 

held; no tripods allowed. 

 

j. Video Taping Requirements.  The camcorder(s) must be a minimum of 15 feet from 

the end line and placed in the center of the court.  This platform is to be used by both 

institutions.  The video camera must be placed at a height of at least 12 feet and the 
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camera should be focused primarily on the near side of the court and most of the far 

side of the court 

 

 k. Flash Photography.  Flash photography is not permitted once the match begins. 

 

 

11. GAMES COMMITTEE MEMBERS . 

 

a. The Division II Womenôs Volleyball Committee members and the host institutionôs 

athletics director (or designated representative) will comprise the games committee at 

the finals site.  If a committee member is associated with an involved team, he or she 

will not serve as a games committee member.  The chair of the volleyball committee 

will chair the games committee, and the NCAA staff liaison will work with the 

committee in an advisory capacity. 

 

b. Games Committee Duties.  The games committee at each site will actively supervise 

the conduct of each championship session.  This includes ensuring adherence to 

NCAA policies with regard to misconduct, games management (e.g., what to do in 

case of electrical failure, broken equipment), corporate signage, etc.  It is important 

that games committee members remain in the gym throughout the competition to 

promptly address any situations that may occur. 

 

c. Expenses.  The Division II Womenôs Volleyball Committee (excluding those 

affiliated with a team) at the championship site should be reimbursed for expenses.  If 

possible, each person should receive a check before leaving the site; if this is not 

possible, please send a check within the following week.  

 

(1) Travel.  Ground travel expenses should be paid by your institution at the rate of 

43 cents per mile, but not including local transportation.  Volleyball committee 

members in most cases will fly and must make reservations through Shortôs 

Travel service, which will direct bill the NCAA national office; therefore, you 

will not be responsible for reimbursing them for transportation costs unless they 

drive. 

 

(2) Per Diem.  NCAA representatives must be paid a $75 per diem allowance for 

meals and incidentals for each day of the championship, beginning with the day 

of arrival and ending with the day of departure (i.e., if an NCAA representative 

arrives Thursday at a regional site and leaves after the competition Saturday, he 

or she will receive three days of per diem or $225; if the representative spends 

the night and leaves Sunday, he or she will receive four days per diem or $300). 

 

The representatives should be asked to complete a committee expense form [see 

APPENDIX I ].  Your institution must claim these expenses on the financial 

report form that you complete within 60 days of the championship; attach the 
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expense forms to the report and include any committee lodging charges that 

were direct billed to your institution [see Accommodations.]. 

 

 

12. INSURANCE.  Host institutions must have in place primary comprehensive general public 

liability insurance coverage with combined single limits of at least $1 million per 

occurrence for bodily injury and property damage, and must submit an appropriate 

certificate of insurance to the NCAA national office along with bid proposals. 

 

Self-insurance programs meet these requirements as long as they meet specifications (i.e. 

primary comprehensive general public liability coverage with combined single limits of at 

least $1 million per occurrence for bodily and property damage).  The NCAA no longer 

requires that it be listed as an additional insured. 

 

Please submit a certificate of insurance with your proposed budget(s). 

 

 

13. MATCH SCHEDULE . 

 

a. Match times should be as follows: 

 

Thursday -- noon, 2:30, 5 and 7:30 p.m. 

Friday ï 5 p.m. and 7:30 p.m. 

Saturday ï 7 p.m. 

 

 The order of matches will be determined by the sports committee Sunday, November 

25. 

 

Tournament directors should be prepared to notify participating institutions of match 

times the Monday preceding the competition. 

 

If sufficient time is not available after the first matches for the 60-minute protocol, a 

40-minute warm-up is guaranteed. 

 

b. Court Readiness ð The court should be set up for competition at least 60 minutes 

prior to match time.  Prematch protocol clock will start at 60 minutes. Participating 

teams will not be allowed on the court until 60 minutes before the start time of the 

match [see APPENDIX C for schedule]. 

 

 

14. MEDICAL PROCEDURES .  Each practice and actual competition session requires the 

following: 

 

a. The presence of a trainer or other person qualified and delegated to render emergency 

care to a stricken student-athlete; 
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b. Planned access to a physician by telephone or nearby presence; 

 

c. Planned access to a medical facility, including a plan for communication and 

transportation between the competition site and the medical facility for prompt 

medical services if warranted; and 

 

d. A thorough understanding by all affected parties, including the leadership of the 

visiting teams, of the personnel and procedures involved.   

 

[Note: See championships handbook for more information.] 

 

 

15. MEETINGS .  Three meetings are necessary at each championship site, designated as 

games committee, coaches and officials meetings. 

 

a. Games committee meeting [see sample agenda in APPENDIX H]. 

 

This meeting is held Wednesday and is conducted by the Division II Womenôs 

Volleyball Committee chair. 

 

The purpose of this meeting is to review tournament preparations and games 

committee membersô assignments, and to finalize the coaches meeting agenda. 

 

b. Coaches meeting [see sample agenda in APPENDIX L ]. 

 

A mandatory coaches meeting shall be conducted Wednesday, November 28, after the 

banquet and will be chaired by the Division II Womenôs Volleyball Committee chair. 

 

The purpose of the meeting is to review policies and procedures governing the 

conduct of the championship and to introduce the games committee.  The head coach 

is required to attend the meeting.  The director of athletics, senior woman 

administrator, or designated assistant or associate athletics director is required 

to attend the pre-tournament meeting and all competition in which the team 

participates.  This person cannot be an individual member of the coaching staff, 

sports information director, or athletic training staff.  The sports information 

director may attend the meeting but cannot be the designated administrator.  

Institutions will be fined $300 for failing to comply with this attendance 

requirement.  Subsequent changes will be subject to cancellation of all or a portion 

of per diem/travel expenses.  Each administrator shall submit a typewritten list of 

players and other members of the official party and a gate list of cheerleaders, mascots 

and band members. 

 

c. Officials meeting [see sample agenda in APPENDIX J]. 

 




