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The information in this handbook has been collected from the AMCC Constitution, Bylaws/ 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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Determination of Competing Institutions

All full and affiliate members in good standing and who are full, active members of the NCAA are eligible for conference championships. The top six teams, as determined by regular season conference standings, shall compete for the conference championship. The tournament winner will be declared the conference champion and will receive the conference Automatic Qualification Bid (AQ) to the NCAA tournament.

In the case of a tie in the final conference standings the following tie breaker criteria shall be followed.

Tie Breaker Criteria (in descending order)



1. Head to Head Competition



2. Record vs. AMCC teams in descending order

3. Total run differential between tied teams in head to head competition, limited to 8 runs per contest.
4. Coin toss to be conducted by the Commissioner.

The Commissioner, in consultation with the Sport Chair, is responsible for applying and interpreting all tiebreaker criteria.
Hosting
The top seed will have the option of hosting the conference tournament.  A full infield tarp is mandatory in order to host.  If the institution does not have a tarp, the next highest seed willing and able to meet the tarp requirement will host.
Tournament Format

The tournament will be a six-team, double elimination format.  It will be conducted over three days,
unless weather or exam week conflicts force a shortened schedule.

The schedule will be as follows for a three day tournament: 
First Day (Friday)
 First game at 10am; subsequent games to follow 30 mins. after the conclusion of the previous game.

Game 1
- #3 vs. #6

Game 2 - #4 vs. #5
Game 3 - #2 vs. winner 3v6

Game 4 - #1 vs. winner 4v5

Second Day (Saturday)
First game at 9am; subsequent games to follow 30 mins. after the conclusion of the previous game.

Game 5 - Loser of Game 2 vs. Loser of Game 3

Game 6 – Loser of Game 1 vs. Loser of Game 4

Game 7 – Winner of Game 5 vs. Winner of Game 6

Game 8 – Winner of Game 3 vs. Winner of Game 4

Game 9 – Loser of Game 8 vs. Winner of Game 7

Third Day (Sunday)

First game at 10am; Game 11 to follow 30 mins. after the conclusion of Game 10 if needed.

Game 10 – Winner of Game 8 vs. Winner of Game 9

Game 11 – Same as Game 10 (if first loss for loser of Game 10)
The schedule will be as follows for a two day tournament:
First Day (Saturday)

First game at 8am; subsequent games to follow 30 mins. after the conclusion of the previous game.

Game 1
- #3 vs. #6

Game 2 - #4 vs. #5
Game 3 - #2 vs. winner 3v6

Game 4 - #1 vs. winner 4v5

Game 5 - Loser of Game 2 vs. Loser of Game 3

Game 6 - Loser of Game 1 vs. Loser of Game 4

Second Day (Sunday)

First game at 9am; subsequent games to follow 30 mins. after the conclusion of the previous game
Game 7 – Winner of Game 5 vs. Winner of Game 6

Game 8 – Winner of Game 3 vs. Winner of Game 4

Game 9 – Loser of Game 8 vs. Winner of Game 7

Game 10 – Winner of Game 8 vs. Winner of Game 9

Game 11 – Same as Game 10 (if first loss for loser of Game 10)
If this schedule would force any team to play three games on one day, then every attempt will be made to allow for a reasonable break before the third game, with the length of the break determined by the Tournament Committee.
If unforeseen and/or uncontrollable circumstances cause the tournament to be suspended with no chance to continue during the scheduled three days prior to the NCAA tournament selection call, then the following set of criteria shall determine the conference champion:

If the first round is unable to be completed and the tournament cannot be finished, the #1 seed shall be declared champion.

If the tournament is unable to be completed but the first or second rounds have been completed, the team with the fewest number of losses shall be declared champion (tiebreaker: higher seed).

This rule only applies to games which are fully completed. All decisions concerning the suspension of the tournament should be made by the tournament committee (see tournament staffing).


Tournament Staffing

Tournament Committee

The tournament committee shall consist of the Commissioner, Athletics Director’s Chair of sport committee, the Athletics Director of the host institution, and the umpire in chief.

Officials

The host institution is responsible for securing officials from the conference assigning body for the championship tournament. There shall be three officials on the field for each game of the tournament.

On-Site Administrator
The host institution is required to designate an on-site administrator.  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, jacket or name badge 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 between the locker room and contest site before and after the contest.

· Supervise an appropriate number of event staff to be able to maintain crowd control before, during and after the contest.  This includes ensuring that spectators are kept a safe distance from the area of play and team bench areas and monitoring behavior  (verbal and physical), 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 on-site administrator will work with the tournament committee members to manage the tournament event and shall have no other responsibilities (e.g. sports information, coach, or athletic trainer). 
Security Personnel

The host site will 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 in attendance.


Event Staff

All members of the host institutions event staff including, students and game management staff (score board operators, public address announcers) should be easily identifiable by conference tournament badges.  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 on site and dedicated to the tournament event.  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

A public address system is required.  The host PA announcer is an unbiased tournament staff member.  All announcement and introductions should be done in a professional and courteous manner. Particular attention should be given to the AMCC Fan Sportsmanship announcement. It should be read at the beginning of each contest.

AMCC Fan Sportsmanship announcement:

The Presidents of the Allegheny Mountain Collegiate 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 shall be tolerated.

· Give players, coaches and officials their space by keeping away from the playing area and team bench areas.

· 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

All individuals associated with the Conference and/or its member institutions (e.g., administrators, coaches, student-athletes, sports information directors, 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

Facilities shall be in “contest-ready” set-up a minimum of 30 minutes prior to game time, and preferably 60 minutes prior.  Properly trained game support staff (e.g. score board operator) should be on site a minimum of 15 minutes prior to game time.
The infield must be dragged and lined between every game (watered as needed).
The home team in each game shall have the choice of dugouts.  The bench/seating area should be large enough to hold the entire squad and support staff.  Dugouts must be covered.  The home team student sections are not permitted behind visiting team bench areas.
Public restrooms or portajohns must be available within 100 yards of the playing field.

Officials must be provided with a private changing area (and transportation to the field, if necessary).

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

The official NCAA championship softball is the required conference ball, to be furnished by the host team.  A supply of 6 dozen game balls will be provided by the manufacturer at no charge.

The host institution is responsible for posting the most current illegal bat list in both dugouts throughout the tournament.

Uniforms

The home team in each game shall have the choice of jersey color (light or dark), to be determined as soon as a given game’s pairings are known.
Tickets

Conference tournament ticket prices for the general public shall be set by the host institution and consistent with what they charge during the regular season. Ticket prices for AMCC students shall not exceed $2.  Institutions are not required to provide complimentary tickets during the post-season; complimentary admission will be provided strictly at the discretion of the host institution. Visiting team sports information staff and media representatives will be admitted to all events free of charge provided the host institution is notified prior to the competitions. 
  Any revenue will go to the host institution.  


Signage

The AMCC Fan Sportsmanship sign shall be placed in a position in which it will be clearly seen by fans entering the competition site.

The AMCC Championship banners should be hung within the competition site or near the entrance to the host facility.

Game Schedule*

Seeding, not hosting, will determine “home” and “away” team designations.  The higher seeded team will be the home team in all games prior to the championship game.  The winner of the winner’s bracket will be the home team in the first championship game (Game 10) and a coin toss will determine the home team if Game 11 is necessary. The higher seed in each game shall have the choice of dugouts
The pre-game warm-up protocol for the tournament shall be as follows:  

Field preparation


First 10 minutes for infield practice by the home team.

Second 10 minutes for infield practice by the visiting team.


Last 5 minutes for explanation of ground rules and team introductions.
The host team field shall be made available for practice slots to any team wishing practice time the night before the first day of the tournament, weather permitting.  Practice must be complete by 6pm unless a later time is approved by the host team.
Game Conclusion

At the end of each contest, the Site Administrator should be on the field 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.  A member of the event management staff shall be assigned to accompany the visiting team and the officials to their locker rooms.
Player Introductions

The following procedures shall be used in all AMCC tournament games:

The public address announcer shall introduce the starting players by using the line-up card starting with the designated visiting team.
The first player introduced shall proceed to the foul line, from the bench area, of their designated side of the infield. Following the player introductions the two head coaches will be introduced, visiting coach first, and shall meet and shake hands at home plate. Immediately after the team introductions the public address announcer will introduce the game officials and read the sportsmanship announcement.


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 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 shall 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.
T-Shirts
The conference office shall make t-shirts available for purchase by all teams participating in the tournament.  An order form will be sent, from the conference office, to every head coach approximately 3 weeks prior to the start of the tournament.  There will not be additional t-shirts available for purchase
at the tournament site.


Sports Information
Host Sports Information Director
The host sports information director will be responsible for providing all game statistics for the semi and final games.  Standard AMCC game statistic protocols should be followed.  

The host SID will provide result and news releases to media outlets for all teams involved in the semi-final and championship games.  

The host SID will make provisions for seating at the scorers 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.

Game Statistics Staff

The host institution is responsible for providing accurate and timely game statistics, maintaining the official scorebook, and operating the game clocks.

If the visiting team provides staff to assist the home team with stats/scorebook, 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 six qualifying teams have been announced the sports information directors at those institutions shall email an updated Word and Stat Crew roster and a media contact list to the host SID.  Following the first round games the remaining teams shall forward updated statistics to the host SID for programs and tournament previews.


Tournament Programs

Programs for all rounds of the AMCC tournament must be approved in advance by the conference office.  They shall be in a neutral format (i.e., should not resemble a regular season home team format).  If logos or photos are used, all participating teams must be included.  Content must include:
· Team rosters in AMCC format 




Below the team roster, the following information shall be listed:
Names of the President / Chancellor and Athletic Director




Institution’s athletic website address

· AMCC Fan Sportsmanship code of conduct

· Listing of past AMCC champions

· Listing of the season’s players of the week

· Information regarding the announcement of the All-Conference teams with the conference web-site address

· Listing of all the tournament pairings and results (bracket format is preferable)
Awards Ceremony

Following the end of the championship game the tournament committee members (excluding head official) will present the championship awards, assisted by the on site administrator and the host SID.
The host institution’s athletic director should coordinate with the conference commissioner as to the timing of awards delivery.

For the ceremony the awards should be laid out on a table with an appropriate table covering and be positioned near home plate for the presentation.

The awards should be acknowledged in the following order:

AMCC Regular Season Champion

Tournament Team Runner up

Tournament Team Championship

Championship Team Individual Awards

Once all awards are presented, the championship team should group together for a team photo, coordinated by the host SID, that will be forwarded to the conference office.

Allegheny Mountain Collegiate Conference

Softball Championship Award Ceremony
PLEASE UPDATE TEXT AS NEEDED
Near the end of the game at an appropriate stoppage in play:

“Ladies and gentlemen, your attention please:  The championship awards ceremony will take place immediately following the conclusion of the game.  We invite you to join us for this presentation.”
At the end of the game:

“The final score (announce the winning team first - team and score and runner-up team and score). The championship award ceremony will take place momentarily.”
After the teams have shaken hands and the coaches have had a moment to speak to their teams, the ceremony may begin.
Ceremony

“Ladies and gentlemen thank you for attending the (year) Allegheny Mountain Collegiate Conference Softball Championship Tournament.  The AMCC is very proud of these two fine teams and congratulate them on great seasons.”
“Presenting the awards today/tonight are the AMCC Commissioner and the Softball Tournament committee members; (Introduce all committee members assisting in the presentation of the awards – name and title)”

“We would first like to present the AMCC Regular Season Championship to (team) who finished the season with a conference record of (wins/losses).”

Student-athletes (seniors or captains, not coaches) from the team should proceed to the awards table to accept the plaque and shake hands with the committee members.

“Please give a round of applause for the (year) AMCC runners-up the (team).”

Student-athletes from team should proceed to the awards table to accept the plaque and shake hands with the committee members.

 “We now present the (year) Softball championship plaque and the conference automatic bid to the NCAA tournament to the (mascot) of (institution).”

Seniors and/or captains of the championship team will proceed to the award table to accept the plaque and the congratulation from the tournament committee members.

“Ladies and Gentlemen, we would like to now individually recognize the members of the championship team.”
Introduce all members of the team by name. The team should be introduced in the following order: players, assistant coaches, head coach. Each team member should, after being introduced, proceed to the awards table to accept their individual award and shake hands with the committee members.

“As a reminder, the (year) all-conference team selections will be announced and posted on the AMCC website on Tuesday, (date). (confirm with the conference commissioner) Please visit www.amcconf.org for the complete list of conference award winners.”

“On behalf of the Presidents, Athletic Directors and Commissioner of the Allegheny Mountain Collegiate Conference we would like to thank you for attending this year’s championship tournament, and we wish the best of luck to all teams entering post-season competition.”
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