
Gym Supervisor Responsibilities 
The head coach, an adult designee, or team parent must be present during the time 
when their team has gym responsibilities, in addition to those volunteers scheduled for 
gym duty. The coach may not be the Gym Supervisor while their team is warming up 
and/or playing. This person will be called the Gym Supervisor and will wear a lanyard 
with a tag, which identifies them as the Gym Supervisor. 
 
1. The Gym Supervisor must act as the parish ambassador to all visitors, welcoming 
them; assisting with directions, explanations, and answering questions. 
 
2. In the event of an injury of a player or visitor, the following procedure must be 
followed. 

a) MINOR INJURY 
i) Treat with ice pack (located in freezer in concession area, or disposable 
packets found in athletic equipment room.) 
ii) Let parent know what happened. 
iii) Complete an incident/accident form. (found behind concession stand.) 

Place the incident report in the mail slot in the parish office door. 
b) MAJOR INJURY 

i) Call 911. 
ii) Contact parent or guardian. 
iii) Complete an incident/accident report form (found behind concession 
stand.) Place the incident report in the mail slot in the parish office door. 

 
3. In the event of a behavioral problem, the following procedure must be followed. 

a) Issue a warning. 
b) If problem persists: 

i) ADULTS: 
a) Ask him/her to leave and provide an escort to outside of 
building. 
b) Call police. 

ii) MINORS: 
a) Call parent to pick up child from the gym. Child will sit with 
two appointed adults until a parent arrives. 
b) In the event that the parent is unavailable, the child will sit with 
two appointed adults until an adult picks him/her up. Explain 
reason for expulsion. 

 
4. Manage the operations of the gym, including payment of scorer, timer and officials as 
needed. Record these transactions on a payment voucher and include this as part of 
the concessions receipts. Amounts to be paid are listed on the instruction sheets in the 
Concessions area. Assist other volunteers as needed. 
 
5. After payment of the scorers and officials as required, count all paper cash to be 
deposited and record the amount and your initials on the forms located with the cash 
bags. The concessions worker(s) and the admissions worker should be independently 



counting and signing off on these same sheets. Place all in the bank bag; place the 
bank bag into the safe inside the concessions stock closet. 
 
6. Ensure that all Athletics property (balls, etc) remains inside the gym, only athletes 
warming up should be on the court and using balls prior to the start of a game. No one 
is to be on the court during half time. No potentially disruptive play equipment (balls, 
etc) is allowed to be brought in and used in the hallways or gym. Children shall be 
attended by adults in the hallway unless they are in transit to the rest rooms. 
 
7. Ensure that all participants and spectators remain on the ground floor, in public 
areas.  Only authorized people are allowed in the stage, gym office, kitchen, and behind 
the concessions stands. No admittance is allowed on the stairs leading to or on the 
second floor of the gym building. 
 
8. Contact appropriate parish or committee members for problems with money, 
electricity, plumbing, and equipment. List of contacts is in concessions closet. 
 
9. Ensure that all exterior doors are secure after final game and building is vacated. 


