
Procedures for Covid-19 Team Manager (CTM)
 
Covid Team Managers (CTM) are required to perform team check-in for all 
practices and weekday games.

All persons who desire to enter the gym must be processed through the 
check-in desk by the CTM. This includes BOD, Facility attendants, Parents, 
Players, PRCS persons, Referees and Scorekeepers.
 
Let me state that the process is EXACTLY the same for a practice and a 
game. You may have more people to deal with for a game.
 
All participant forms must be completed, prior to the event, using the online 
form. No paper copies of the form will be accepted.
 
Please be sure to print or type the information on the Daily Team Report 
(DTR).  Please be sure to use black ink when preparing the DTR.
 
As the CTM your responsibility is to make sure that everyone who enters the 
gym during your practice or game has completed a participant form.  No one 
should be allowed into practice or games unless they have completed an 
accurate form that is dated today. You should check the form to make sure 
it is the right type of form. (player, coach, or parent form)
 
A player or coach should check player or coach, enter the player or coach 
name, (Full names not nicknames) and select the appropriate team. (for 
players and coaches the team can be found in column “Q”) All forms should 
be dated with the current date.
Make sure they choose the correct setting on whether they are attending the 
game or not attending. Under NO CIRCUMSTANCES should a person select 
they are attending if they are not attending.
 
Procedure when not attending:
Select   PLAYER -- COACH 
Enter your name as appropriate
Select  “you are not attending the event”
Next, select a question that applies. 
If none of the questions apply then select  “OTHER”
Next, Select a reason why you are not attending
If none of the reasons apply then select  “OTHER”
 
Under no circumstances should they answer "yes they attended" when in 
fact they did not
 



 
All players and coaches must complete a form whether they attend 
the practice/game or not. Players and/or coaches who fail to 
complete an online form will be suspended from the next team event 
whether that is a practice or game.
 
A parent should select parent, enter the parents' name, (full name not 
nicknames) and select the appropriate team. (for Parents the team can be 
found in column “Z”) The form should be dated with the current date. 
      
Everyone’s name should be added to the DTR. Those attending as well as 
those not attending. Please print or type the name on the DTR. Please use 
black ink.
 
Everyone who desires to enter a gym must have their temperature taken 
and it must be below 100o. You may not enter the gym without having your 
temperature taken. 
Everyone who desires to enter a gym must use hand sanitizer. You may not 
enter the gym without using hand sanitizer. 
      
A person is only allowed into the gym when they have completed all three 
(3) things: 
 
        Completed an appropriate and accurate participant form dated today, 

had their temperature taken and it is under 100o, 
and used hand sanitizer.
 

 
There should be no need for anyone to complete a form after a practice or 
game. 
NO ONE SHOULD BE ADMITTED UNLESS THEY HAVE COMPLETED A ONLINE 
FORM.
 
Persons who do not complete a participant form before a practice/game will 
be suspended from participation. 
(This applies to players, coaches, and parents)
 
A Team (meaning the CTM) that allows anyone into the gym who has not 
completed the three things above will be penalized as follows:
 
        First offense  =  loss of practice
        A second offense or more = forfeiture of the teams next game
 
Please be sure to adhere to this written procedure.



Please let me know if you have any questions.
 


