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The information in this handbook has been collected from the LEC Constitution, Bylaws and Sports Codes, and the NCAA Championships Handbook. The purpose of the handbook is to create a standard operating procedure for all conference championships.  Some of the protocols (*) have been copied from the NCAA in an attempt to prepare the conference teams for NCAA tournament competition.
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Congratulations in reaching the Little East Conference Women’s Basketball Championship!  We are pleased to serve as your host for the tournament.  Our best wishes go out to all of this year’s participants.  The participating teams are:

Participating Teams


[Insert name of institution]

[Insert name of institution]

[Insert name of institution]

[Insert name of institution]

[Insert name of institution]

[Insert name of institution]


About the Little East Conference

Little East Conference. The Little East Conference (LEC) is an NCAA Division III Intercollegiate Athletic Conference. The member institutions are located in the U.S. states of Connecticut, Maine, Massachusetts, New Hampshire, and Rhode Island.
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DIRECTORY OF TOURNAMENT PERSONNEL

Tournament Director
[Insert Name]
Mobile:  
Office:  

Tournament Sports Information Director/Dir. Media Relations
[Insert Name]
Mobile:  
Office:  

Tournament Athletic Training Director
[Insert Name]
Mobile:  
Office:  

Athletic Director
[Insert Name]
Mobile:  
Office:  

Tournament Committee
The tournament committee shall consist of the Commissioner, Athletic Directors Council Sport Liaison (remotely if needed), the Athletics Director of the host institution, and the lead official.

TEAM INFORMATION

Hotel Accommodations:

	Hotel Name/Location
	Hotel by seed
	Contact & Phone
	Rooms being held
	Room Rate

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




TICKET INFORMATION
Tournament Ticket Prices:  
Adults:  $
Kids:  $
Senior Citizens:  $
For tickets in advance call [insert phone number]
Official Party:
		

EVENTS TIMETABLE

Pre-Game Schedule:
The following schedule should be used for all games during the championships:
Single Game / First Game of a Doubleheader

Time to Tip-Off	Scoreboard
65:00 	60:00	Scoreboard clock starts. Floor available for warm-up.
20:00	15:00	Officials meet with captains.
5:00	:00	Horn to clear floor.
4:30	:00	National Anthem. 
3:00	:00	Player introductions.
:00	:00	Tip-off.

Second Game of a Doubleheader

Time to Tip-Off	Scoreboard
35:00 	30:00	Scoreboard clock starts. Floor available for warm-up.
20:00	15:00	Officials meet with captains.
5:00	:00	Horn to clear floor.
3:00	:00	Player introductions.
:00	:00	Tip-off.


Game Schedule

Tuesday, February 19, 2019 at Higher Seeds
No. 6 Seed at No. 3 Seed
No. 5 Seed at No. 4 Seed

Friday, February 22, 2019 at No. 1 Seed
No. 3/ No. 6 Winner vs. No. 2 Seed
No. 4/ No.  5 Winner vs. No. 1 Seed

Saturday, February 23, 2019 at No. 1 Seed
Conference Championship Game





MEDIA RELATIONS

Sports Information:  

Press Box Services:
		Location: 
		Internet login/password: 

Photography: 

Media Credentials: 

Official Scorer: 

Webcast/Live stats:  www.littleeast.tv [insert links]

Website:  	www.littleeast.com [insert Fall/Spring/Winter Championship Central link]


MEDICAL SERVICES

Emergency Medical Services:


Athletic Training Services:  


Teams traveling without a trainer are asked to contact:

ADDRESS TO AREA MEDICAL FACILITIES & PHARMACIES

 


GAMES/FIELD PROCEDURES

Restrictions:  
Field Facilities: 
Food Concession:  
Home Team:  Higher Seed
Each team should have two sets of uniform jerseys of contrasting colors (light vs. dark).
Bench Assignments:  
Team Film/Video:  
Cool down – Interview Area:  
Severe Weather Emergency Action Plan:  

DIRECTIONS TO [insert institution] SPORTS FACILITIES



ADDRESS TO AREA MEDICAL FACILITIES & PHARMACIES



Lodging, Dining and Fast Food
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HOSTING
The top seed will have the option of hosting the conference semifinal and championship round of the tournament. If the top-seeded institution is unwilling or unable to host as per stated criteria, the next highest seed willing and able will host. First round games will be hosted by the higher seeded team.
Tournament Format
· The automatic qualifier into the NCAA WoWomen’s Tennis Championship will be awarded to the conference champion of the Little East Conference tournament.
· The current NCAA rules shall govern the conduct and administration of the championship, except where LEC rules supersede. 
· Six programs qualify for the LEC Championship Tournaments with 10 or fewer sponsoring institutions, and eight programs qualify for the LEC Championship Tournament with more than 10 sponsoring institutions in team sports – defined as baseball, basketball, field hockey, lacrosse, soccer, softball, tennis and volleyball – effective 2018-19. In a six-team tournament (with the exception of baseball and softball, which remain double elimination tournaments), the top-two teams receive a first round bye.
· The Conference Office will determine the final regular season standings, applying tie-breaking procedure if necessary. The Assistant Commissioner will inform coaches, sports information directors and administrative staffs of the final standings and any other appropriate information. 
· The LEC office will notify the LEC central assignor of the tournament structure, dates, and times once the tournament has been set.
· The host institution will incur the costs of officiating for the entire tournament.

Six LEC teams will qualify for the LEC Women’s Basketball Championship Tournament, with the No. 1 and No. 2 seeds receiving a first round bye. First round games will be scheduled on the Tuesday following the completion of the regular season at 7 p.m. The semifinal and championship matches will be hosted in a “Final Four” format at the No. 1 Seed. The host institution and match start times can be amended by mutual agreement and approval from the conference office.
Tuesday, February 19, 2019 at Higher Seeds
No. 6 Seed at No. 3 Seed
No. 5 Seed at No. 4 Seed

Friday, February 22, 2019 at No. 1 Seed
No. 3/ No. 6 Winner vs. No. 2 Seed
No. 4/ No. 5 Winner vs. No. 1 Seed

Saturday, February 23, 2019 at No. 1 Seed
Conference Championship Game

The highest remaining seed has the option to play either semifinal game one or two. There will be a minimum of 30 minutes between games. The second semifinal will not start before its scheduled time. 

The Assistant Commissioner and host sports information director will report the results of all LEC contests to local, regional and national news outlets. Due to the potential impact of the conference tournament on the NCAA tournament selection, the NCAA should be notified of the games results immediately following the championship contests.


Format if Both Basketball Genders’ Highest Remaining Seeds Represent Same Institution

Friday, February 22, 2019
Men’s Semifinal 1: #1 Seed vs. #4/#5 Winner – 5:00 p.m.
Men’s Semifinal 2: #2 Seed vs. #3/#6 Winner – 7:30 p.m.

Saturday, February 23, 2019
Men’s Conference Championship Game – 2:00 p.m.
Women’s Semifinal 1: #1 Seed vs. #4/#5 Winner – 5 p.m.
Women’s Semifinal 2: #2 Seed vs. #3/#6 Winner – 7:30 p.m.

Sunday, February 24, 2019
Women’s Conference Championship Game – 2 p.m.

Mandated Media Timeouts

The Little East Conference mandates the use of media timeouts during all Little East Conference basketball championship tournament games. Each media timeout will be 75 seconds in duration, and will occur at the 16, 12, 8 and 4 minute marks of each half. 

Video Exchange

The host institution shall follow the LEC film exchange policy (see Sport Code Section 10) for all of the Championship Tournament games

ROLE OF THE TOURNAMENT DIRECTOR

The LEC Tournament Director shall be the Executive Committee member/designee from the host institution and will work with the Games Committee and/or Women’s Basketball Liaison and commissioner as appropriate. The LEC Tournament Director will ensure the conduct of the LEC Tournament mirrors that of the NCAA Tournament, unless applicable LEC rules override. Specifically, the LEC Tournament Director shall be responsible for the following:

1. Providing balls for each team.
2. Bench assignments (higher seeded team has choice of bench).
3. Higher seeded team wearing white or lighter color.
4. National Anthem is played before all games unless hosting multiple games on the same day. If hosting multiple games the national anthem will be played prior to the first game of the day only. 
5. Arrange for laundering of uniforms when necessary.
6. Provide accommodation contacts and prices to visiting institutions, conference office staff and officials.

Championship Officials

[bookmark: _GoBack]The host institution is responsible for securing and paying officials in the postseason. Officials will be assigned by the LEC's central assignor. The LEC office will notify the LEC central assignor of the tournament structure, dates and times once the tournament has been set. Only those officials who consent to, and pass, the NCAA background check are eligible to officiate LEC tournament contests. (Approved by ADC October 2018)



Championship Budget Policies

Host institutions are responsible for all expenses related to hosting LEC tournament games.

Championship Tickets

Charging for admission to an LEC championship is not required. However, if circumstances are such that it is likely a significant amount of income can be generated from the charging of admission; the institution has the authority to require the charging of an entrance fee.

Championship Programs

The host sports information director is responsible for producing the game program, which should be neutral in nature and devote an equal amount of space to each team. The program should include participating team roster (with name, uniform number, position, class/year/ hometown, etc.), respective win-loss record, tournament bracket, and the NCAA/LEC sportsmanship statement. Visiting teams should forward appropriate material to the host SID as soon as possible, but no later than the day prior to the scheduled round of competition.

The host institution is responsible for the cost of producing the program. It is permissible to sell programs and the income from such sales may be used to defray/cover the cost of producing the program.

Advertising in championship programs is permissible. However, advertisements that include the following content are prohibited: alcoholic beverages, cigarettes and other tobacco products and organizations promoting sports gambling.

Tournament Director
The host institution is required to designate an on-site Tournament Director.  This administrator is responsible to work with the tournament committee on all site related issues including but not limited to the following responsibilities:
· Make sure someone is available to greet the visiting team and officials and show them to their locker rooms.
· Introduce themselves to officials and visiting coaches as the on-site supervisor.  It is strongly recommended that event staff wear a shirt or jacket that quickly and easily identifies them as such.
· Notify officials, visiting coaches, and security personnel where they can be found during the contest should problems arise.
· Assure safe passage of officials and the visiting team before, during and after the contest.
· Maintain crowd control before, during and after the contest.  This includes ensuring that spectators are kept a safe distance from the field of play and team bench areas and monitoring verbal comments, taking action (or seeking assistance) when necessary.
· Uphold all conference rules of conduct, including those defined in the conference fan sportsmanship initiative.
· Report any problems to the respective athletic director (host or visiting) and, as appropriate to the level of severity, the conference office.
· Be trained to know institutional procedures for contacting emergency personnel or campus security.
· The site administrator will work with the tournament committee members to manage the tournament event and should have no other responsibilities (e.g sports information, coach, or trainer).
· Host institution must provide a 6 or 8 foot table for the ceremony (LEC will provide the table skirt) by the start of the game for set up.  Helpers to move this table for the ceremony is greatly appreciated.
Security Personal
The host site may provide a uniformed officer at all tournament games for safety and security.  This officer should be aware of all tournament committee members and site administrators.
Event Staff
All members of the host institutions event staff including, students and game management staff (scoreboard operators, public address announcers) should be easily identifiable.  Student staff should always defer issues to the on-site administrator.
Athletic Trainer and Sports Medicine Staff
The host institution is required to provide a certified athletic trainer.  All athletic training protocols as defined in the Conference Bylaws are in effect during the championship tournaments.  Special needs should be directed to the host training staff.
Public Address Announcer
The host public address announcer is a non-bias tournament staff member.  All announcements and introductions should be done in professional and courteous manner. Particular attention should be given to the LEC Sportsmanship announcement. It should be read at the beginning of each contest.
LEC Fan Sportsmanship Announcement:
The Presidents of the Little East Conference thank you for your support of all the student-athletes at today’s contest.  In the spirit of good sportsmanship, they ask you to respect the following conference rules:
· Cheer for your team, not against the visitors.
· Don’t get personal in your comments about players, coaches or officials.
· No profanity, vulgarity, racist or sexist comments will be tolerated.
· Give players, coaches and officials their space by keeping away from the playing area and team bench areas. Unauthorized individuals who enter the area of competition shall be immediately removed from the facility.
· A “no tolerance” policy for alcohol use is in effect at all contests.
Be loud, be proud, but be positive.  Thank you for your cooperation.

Note on Tournament Staff Behavior
Individuals seated in the press box/press table shall remain neutral during the event.  All individuals associated with the Conference and/or its member institutions (e.g., administrators, coaches, student-athletes, Sports Information Directors and event staff) are to refrain from making public comments of a negative or derogatory nature about other institutions, coaches, enrolled or prospective student-athletes, officials/ umpires, or the conference office.  Individuals found to have violated this provision are subject to disciplinary action by the Review Board.
Tournament Event Management
Facilities should be in “contest-ready” set-up a minimum of 60 minutes prior to game time.  Properly trained game support staff (e.g. clock operators) should be on site a minimum of 30 minutes prior to game time.
The bench/seating area should be large enough to hold the entire squad and support staff. The Home team student sections are not permitted behind visiting team bench areas.
The Americans with Disabilities Act (ADA) requires that public establishments offer equal access and services to people who are physically and mentally disabled.  The host site should convey site contact information for anyone attending the event with special needs.
Equipment
Uniforms- The higher seed is the home team and will wear white or light color jerseys unless both teams agree otherwise.
Game Conclusion
At the end of each contest, the Site Administrator should be at mid-court near the teams when shaking hands.  Event staff should make sure that there is a clear path for each team and the game officials to their respective locker rooms.
Cheerleaders, Mascots, Bands and Banners*
Visiting institutions athletic departments should coordinate with the host institutions athletics department if any cheerleaders or bands are planning on attending the tournament.
Cheerleaders and or spirit squads plus a mascot and coach/advisor shall be admitted free of charge if in uniform.  Competing team’s athletic director should provide the host institution with a complete listing of all squad members prior to the competition.
Band members that are in uniform and performing at the competition site will be admitted without charge.  The competing team’s athletic director shall provide the host institution with a complete list of the band members and advisors to be admitted. Bands are allowed to play during timeouts, between games and before and after games.  Bands should be seated at the ends of the court if possible, and closest to their team’s bench.
The display of banners is subject to the approval of the tournament committee.  Banners of questionable content should be removed from the competition site.
Tobacco/Tobacco Products Ban*
Smoking or chewing tobacco or tobacco products by any members of the institution’s official travel party are expressly prohibited en route to, from or at the practice or competition site.  Per NCAA Bylaws 11.1.7 and 17.1.2, any student-athlete, team or game personnel using tobacco during practice or competition shall be disqualified for the remainder of that practice or competition.
Artificial Noisemakers*
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.
SPORTS INFORMATION
Role of the Host Sports Information Director
The host sports information director will be responsible for providing all game statistics for the quarterfinals, semifinals and championship games.  Standard LEC game statistic protocols should be followed.
The host SID will provide result and news releases to media outlets for all teams involved in the quarterfinal, semifinal and championship games.
Host SID will make provisions for seating at the scorer’s table for any visiting Sports Information staff.  Any SID that will be traveling to the tournament site should make arrangements with the host SID as early as possible.
“Most Outstanding Player” award decision maker needs to be informed in advance of this responsibility and to get the information quickly to the Public Address announcer.
Game Statistics Staff
The host institution is responsible for providing accurate and timely game statistics, maintaining the official scorebook, and operating the game clocks (unless specific sport rules dictate a paid, certified official to perform these duties).
If the visiting team provides staff to assist the home team with stats, those individuals must be seated side-by-side at the scorer’s table to ensure congruity of results.
Scorer’s table staff is to remain neutral throughout the contest, i.e., no cheering for either team
Sports Information Directors at Participating Institutions
Once the eight qualifying teams and tournament pairings have been announced the sports information directors at those institutions should forward an updated Word and Stat Crew roster and a media contact list to the host SID.  This will allow the host to start preparing as soon as possible for the programs for the championship rounds of the tournament. Following the quarterfinal and semifinal games the remaining teams should forward cumulative statistics to the host SID for programs and tournament previews.

Awards Ceremony
The LEC office shall ensure the awards are delivered to the tournament site prior to the start of the contest.
Institutional dignitaries of the winning team may join the LEC staff member for the awards ceremony if present (and desired). The Public Address Announcer will be provided the information as soon as it is available.
Following the end of the championship game, the host Public Address announcer shall announce the championship awards.
Once all awards are presented, the championship team should group together for a team photo that will be forwarded to the conference office.  Official photo must include championship sign for sport and year identification. For Awards Script, please see page 17.

Little East Conference – 2019 Women’s Basketball Championship Script
Order: 
1. Recognition of Runner Up
2. Individual Recognition of Championship Team
3. Tournament MOP
4. Team Trophy Presentation

The Little East Conference would like to thank ______________________________ and its staff for hosting									(host institution name)
this year’s Little East Conference Women’s Basketball Final Four and championship. 

The Little East Conference would like to congratulate this year’s runner-up _____________________________   for a tremendous year and post-season run.
Congratulations to the 2019 Little East Conference Women’s Basketball Champions, _____________________!
Please join us in welcoming __________________________________________________________________ 
								(LEC and Institutional Staff)
as we take a moment and acknowledge the individual members of the 2019 LEC Women’s Basketball Champion
 _______________________________________.
			(institution nickname)
· Read roster in Numerical Order, number and name only

Congratulations to all the players and staff on a job well done. 
The Tournament Most Outstanding Player is awarded to the player that has the biggest impact on its team’s games throughout the 2019 LEC Women’s Basketball Tournament. 
(If we have total statistics available of the winner, please read some of the Tournament statistics)
At this time, we would like to present the 2019 Little East Conference Tournament Most Outstanding Player to:     
___________________________________________
Accepting the 2018 Little East Conference Championship Trophy are the captains/seniors from 

__________________________________ , _____________________________________________________
(institution name)					(player names)
_________________________________________________________________________________________
**Photo taken with captains and trophy**
**Team gathers for team picture with trophy and sign**
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