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Western Washington

Intramural Sports

ALL IMA STAFF MEETING
www.wwu.edu/campusrec

(360) 650-4191

(360) 650-3766

Introductions

�Kendra Jackson: 

Coordinator, Intramural Sports/Sports Club   

� Intramural Sports Supervisors

Welcome to Intramurals?

�What We Do

�The ultimate goal of Intramural Sports is for our 

participants to enjoy themselves.

�Team Motto: Play Hard, Play Fair, and Have Fun!!!

�Your Importance

�Staff are the face of the program.  You are what 

teams, players, and spectators remember.

What We Expect From You

�Act Professionally

�Show up on time and ready

�Know your rules, roles, and responsibilities

�Treat Participants, Coaches, and 

Spectators with Respect

�Work Well With Other Officials

�Act Appropriately When Playing

�Have Fun!!!

What You Can Expect From Us?

� To Work—If you fulfill the requirements for work, 
get selected to become an official, and continue 

to work hard you will get games.

� Training—We will prepare you to be successful 

on the field.

� Support—If you handle yourself in a proper and 

professional matter, you will have support from 
supervisors and Campus Recreation. If you have 
a question, ASK! We are here to help!

What You Need To Do To Work

�Attend all of the required trainings
� Monday September 28th- Football Official Training- 8-10pm

� Tuesday September 29th- Soccer Official Training- 8-10pm

� Wednesday September 30th-

� -Volleyball Official Training 8-10pm

� -Football Training Scrimmage and Scorekeepers training 7-9pm

� Thursday October 1st- Soccer Training Scrimmage 7-9pm

�Pass Written Test

�Must score at least a 80%

�Complete Employment Packet

�Including showing Driver’s License and Social 

Security Card
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Pay

� Link on our Web Site www.wwu.edu/campusrec

� Filling Out Your Time Sheet

� Times must be submitted on the 15th and last 
day of the month.

� Paid on the 10th and 25th of each month.

�Pick up checks at Cashiers Office (Old Main, rm. 245)

Scheduling

�Before you can be scheduled, you must 

have all of your employment paper work 
in.

�Official’s Data Sheet

Scheduling
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Scheduling

� If you need to make changes to your 

availability they must be made by 
Wednesday at noon of each week.

�Schedules will be out on Thursday at 5pm

�Schedules will be emailed out

� If you need to get off of a game, you need 

to let Kendra know ASAP.

�DO NOT FIND YOUR OWN SUBSTITUTE!!!

Scheduling

Trevor Paul

Blake Conley

Trevor Paul

Blake Conley

Alt: RJ Lincoln

Trevor Paul

Blake Conley

SRC

Court A

6:00

5:00

4:00

Carver Gym

B-2

Carver Gym

B-1

Andy Vanderpool

Cale McCulloch

Danny Bowen

Craig Hocking

Andy Vanderpool

Cale McCulloch

Danny Bowen

Craig Hocking

Andy Vanderpool

Cale McCulloch

Alt: Corina Jones

Danny Bowen

Craig Hocking

Uniform

�Official’s Shirt

�We will provide you with one (if you want more 

than one you can purchase them)

�Dark Pair of Athletic Shorts or Pants
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Arriving At Work

� All scheduled officials must arrive at the field at 
least 15 minutes before game time.

� Alternate official arrives 30 minutes before the 
game.

�Alternate Official: Helps the supervisor get the playing 
area ready.  

�If all officials show up, gets paid for an hour of work 
and goes home.  

�If someone doesn’t show, fills in.  Gets paid for 

games worked and half-hour of work.

Pre-Game Preparation

�Set-up the Court
�Look For Safety Hazards (if found report them 

to the supervisor immediately)

�Make sure all equipment is present and in 
working order

�Remember that you are accountable for all the 
equipment on your field.

�Captain’s Meeting
�Do at least 5 minutes before game.

�Earlier if possible

Forfeits

�Game time is forfeit time, but…..

One of the major goals of our program is 
to get as many of the scheduled games 

played as possible.

--If we can avoid a forfeit, we want to.

Forfeit Procedures

� If one team is ready at game time and the other is not:
1.  The team ready to play can choose to win the 

game by forfeit; or
2.  The team can choose to grant their opponents a 

10-minute grace period.  If the required 
minimum number of players arrives within the
10-minutes, the game will be played and 
recorded as an official game.  NO 
EXCEPTIONS ARE PERMITTED TO THE 

10- MINUTE GRACE PERIOD.  The length of the 
first period will be shortened according to the
lateness of the new start time. 

� If neither team has enough players to legally start a 
contest, a double forfeit will be called. 

Protests

� Protests must be based on rule 
interpretations and player eligibility only.
� Never tell a team that they can’t protest a call.

� Protests are part of the game, and are a 
teams right to use.
� Don’t take a protest request personal by a 

team.

Protests

� If a call is protested:

�Get together with your crew and make a ruling on the 

protest.

� If a mistake was made, fix it.

� If captain is still not happy with a call:

�Call a supervisor over to help make a ruling on the call.

� If still not satisfied:

�Captain must file an official protest.

�If done record all important information.

�The time left on the clock, the score, who has the ball and 

where, how many time outs remaining, etc.
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Player Injuries

�No player may play with an open cut or 
bleeding

�Do not just ignore an injury

�Report injuries immediately to a 
Supervisor

�Assist the Supervisor as 
needed/requested in all first aid or 
emergency situations.

Sportsmanship Rating System

�One of the major goals of our program is 

to promote good sportsmanship.

�Each game you and the rest of your crew 

will rate each team on their sportsmanship 
in that game.

Individual Sportsmanship

�It is the responsibility of the team and players to 
make sure the game atmosphere is friendly and 
fun to both staff and fellow participants.

� A yellow/red card will be displayed during 
contests to warn and/or eject individuals, teams 
or spectators. 

�A yellow card is not required before a red card 
is displayed; and a red card is not required for a 
suspension to occur. 

Individual Sportsmanship 

� YELLOW card infractions include, but are not 
limited to:
- Verbal and non-verbal dissent towards officials
- Taunting opponents or staff
- Actions detrimental to the spirit of the game
- Unnecessary contact with opponent

� The player receiving the yellow card must leave 
the game for one play, or until the next dead 
ball.  If no substitute is available the team must 
play one player down.

Individual Sportsmanship

� RED card infractions include, but are not limited to:
- Excessive verbal and non-verbal dissent towards officials
- Threats towards staff or opponents
- Fighting
- Second yellow offense on same player

� GET A SUPERVISOR INVOLVED IMMEDIATELY

� The player receiving the red card is ejected from the game 

�Player may be substituted for if the team has subs 

�Player must leave the playing area immediately and without 
incident 

�If they do not their team will forfeit the game 

�All players who are ejected from any intramural contest are 
suspended from all intramural play until they have met with the 
intramural coordinator and served any penalty they administer.

Team Sportsmanship Rating
�Teams can receive three scores:

�Outstanding

�Acceptable

�Unacceptable

�The rating system is designed to rate teams, not 
individual conduct 

�A team is responsible for the actions of the 
individual team members and spectators related to 
their team 

�The designated game captain is responsible to 
calm difficult situations and to restrain troubled 
teammates
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Ratings

�Outstanding

�Teams act like “angels”

�No yellow or red cards

�Acceptable

�A Normal Game

�No red cards issued

�Team does not receive three (3) yellow cards

Ratings

� Unacceptable
�Team/multiple players are out of control

�Blatant Rule Breaking (i.e. playing under an assumed name).

�Red Card or Multiple Yellow Cards Issued

� MAKE SURE A TEAM EARNS IT

� GET A SUPERVISOR INVOLVED IMMEDIATELY

� Consequences of an Unacceptable Rating
�Team is suspended from play until the have met with the 

Intramural Coordinator

�Two (2) unacceptable ratings during the season drops you from 
the league.

�In playoffs, team is dropped from tournament upon review of 
the Intramural Coordinator.

Ending A Game

�Two (2) red cards or three (3) carded 
infractions on different players
�3 separate yellows

�1 red and 2 separate yellows

�Attempt to get game back under control 
before this becomes a possibility
�Let teams know when they are on the verge

�Sometimes impossible to avoid!!

Evaluations

�Evaluations are done to make you a better 

official.

�We will attempt to do as many evaluations 
as possible.

�Supervisors will be doing the evaluations 
and will go over them with you after your 

game or shift.

� If you have a problem with what the 
supervisor has said, come and talk to me.

Evaluations

Supervisor Evaluations

� If you have a positive/problem with a 

supervisor that you want to inform me 
about, fill out a supervisor evaluation or 

come in and talk to me or Travis.

�These forms can be picked up in my 

office.

�Be specific.
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Disciplinary Procedures

�While one of our major goals is to have 
fun, this is a job and needs to be treated 

as such.

� If disciplinary action needs to be taken, a 
warning form will be filled out.

�A first or second warning does not have to be 

issued before a final warning can be given.

�The supervisors can start the warning form 

process on all officials.

Warning Form

Date: 
__________________

___Supervisor Signature

Date: 
__________________

___Employee Signature (acknowledging receipt)

Action Taken by Supervisor

Description of Incident

Date: 
__________________

___
STATEMENT OF INFRACTION

It is your responsibility to schedule a meeting with your supervisor.  If you do have not done so in a timely manner, additional
warnings and strikes may be incurred.

By signing below you acknowledge that you have been notified of this infraction of WKSRC Policies/Procedures.

Area:Employee Name:

EMPLOYEE INFRACTION FORM

Warning Form

Leaving Area Unattended

Missed Meeting

Missed Shift

ACTIONS RESULTING IN STRIKE(S)

Lack of Professionalism

Failure to abide by work policies*

Failure to Enforce WKSRC Policies*

Excessive Socializing among employees and friends while on duty

Poor Customer Service: rudeness or inattentiveness to patrons

Incompetence/Poor Performance

Excessive Breaks*

Reading/Studying outside of specified times

Inappropriate use of phone: including work phones and cell phones (texting, messaging, personal calls)

Inappropriate use of computer: including but not limited to personal internet use and games

Appearance: work shirt, nametag, footwear, hats, etc.

Tardiness (1 warning is assigned after 5 minutes of tardiness; each successive 10 minutes of tardiness results in additional warnings; maximum of 3 warnings per shift resulting in 1 strike) 

ACTIONS RESULTING IN WARNING(S)

The value assessed to each infraction is subject to change at the discretion of your supervisor and the list of infractions is not to be considered 
comprehensive.  Certain infractions, such as substance abuse, harassment, theft, etc. may result in automatic termination of employment.

You will be notified upon receipt of a warning or strike and it is your responsibility to schedule a meeting with your supervisor.  If you have not done so in 
a timely manner, additional warnings and strikes may be incurred.

The Wade King Student Recreation Center uses a progressive disciplinary system as a method of employee management.  There are two categories of 
disciplinary action depending on the severity of the infraction: warnings and strikes.  A warning is the result of a minor infraction and three such 
warnings result in a strike.  An employee is automatically dismissed from employment upon accrual of their third strike.

Area:Employee Name:

PROGRESSIVE EMPLOYEE FEEDBACK FORM Employee Handbook

�As an employee of Intramural Sports, you 

are also an employee of Campus 
Recreation Services.

�A full copy of Campus Recreation Service 
Employee Handbook can be found at: 

www.wwu.edu/campusrec

Employment Packet

�Student Employee Information Form

�If you have worked for Intramurals in the past, 

this is the only form you need to fill out.

�Employment Eligibility Verification

�W-4

�This can be changed online through your  

Web4U after it has been turned in.

April 4, 2009

Intramural Official
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10-4-2009

Kendra Jackson Intramural Coordinator

10-4-2009WWU Campus Recreation, 516 High Street

Need one form from list A on 

back (usually a passport)

Or

One form from BOTH list B and C on back.

List B: Driver’s License, Western Card

List C: Social Security Card or Birth Certificate

If your parents claim you on their 

taxes, put 0.  

If you claim yourself (do your 

own taxes) put 1.

Total number of categories above

Fill out completely.  Make sure 

you sign.

On #5, put the same number you 

put in H above.

Questions???


