

Appendix W

ONTARIO COLLEGE ATHLETIC ASSOCIATION

REPORTING PROCEDURES POSTER
SCORE/STAT/SUMMARY SHEETS

When completing a score, stat or summary sheet for any league or tournament sport, it is VERY IMPORTANT that the following information is complete and correct!!!
-
Ensure you have used the most current copy of the game, stat or summary sheet as found in the        2016-2017 Operations Manual or www.ocaa.com

-
Complete the top portion with the correct Date, Game #, Men or Women, and Division/Region.

-
Write final results (match and game scores) in the appropriate part of the score/stat/summary sheet.

-
Players must be listed in numerical order according to their uniform #.

-
Home Team and Visiting Team players' names must be written out in full.  Check with the Visiting Team to ensure roster on score sheet is correct.

-
Make sure that no more than the maximum number of players allowed are included on the score/stat/summary sheet.

-
Cross out or omit players that were not dressed for that game. Be consistent in how you eliminate those players! Players not dressed and who are left on the game sheet will be accredited with having participated in the game. Be sure to include all players who were dressed for that game regardless of playing time or stats obtained.

-
Make sure all your numbers are tallied correctly.

-
Write your name and a phone number where you can be reached in case of any discrepancies.

SENDING SCORE/STAT/SUMMARY SHEETS AND GAME FILES
-
Within one (1) working day after a game/tournament has been played, the score, stat or summary sheet and game files (ie: XML) must be emailed to the OCAA Central Office or a fine will be issued. When that day is a Monday, it must emailed in by 12 noon. 
-
When emailing the game sheets/stat sheets/summary sheets to the Central Office, Convenor and Visiting Team all emails and files must be labeled to include the following:
Game Number, Sport, Visiting Team, Home Team and Date.
-
Within one (1) working day after a game/tournament has been played, the score, stat or summary sheet(s) must be emailed to the Senior Convenor and the visiting team or a fine will be issued.

NOTE:  COLLEGES WILL BE FINED IF ANY OF THE ABOVE PROCEDURES ARE NOT FOLLOWED CORRECTLY.

