
   

WISCONSIN ATHLETIC DIRECTORS ASSOCIATION (WADA) 

Tournament Manager Manual 
Tournament Manager - Part 1, Authority of Contest Manager  

COACHES SHOULD COACH, ATHLETIC DIRECTORS, OR A 
DESIGNEE, SHOULD ORGANIZE AND DIRECT WIAA 
TOURNAMENT EVENTS  

Authority of Contest Manager 
(from WIAA Handbook)  

Guidelines  

It is necessary that a school designate a contest manager for every contest 
it hosts. This applies to all sports and all levels of competition. It is also 
important it be understood that the coach will automatically serve as the 
contest manager if no one else is so identified. The individual that will 
serve as contest manager should introduce himself/herself to the contest 
officials prior to the contest.  

These guidelines are limited to the authority of a contest manager as it 
relates to whether or not:  

A. The contest shall begin after all participants have arrived.  
B. A contest should continue after it has started.  

In both cases, the manager will be concerned only with playing conditions, 
i.e., weather, facilities, equipment, and/or crowd control.  

A. Unless otherwise indicated in the rule book of the sport involved, 
the contest manager's authority exists from the time participating 
teams arrive up to the actual start of the contest.  

B. The contest manager's authority is limited once the contest begins. 
He/she may, at an appropriate time, consult with game officials to 
indicate concern about safety of the participants as it relates to 
weather, facilities, equipment, and/or crowd control. The manager 
is not to interject concerns regarding such things as rough play, 
score differential, judgment calls, or quality of officiating. Only the 
contest officials have the authority to terminate a contest once it 
has begun.  

C. If because of conduct the contest is to be rescheduled on a different 
day, the WIAA office should be involved in that decision.  



Note: If the contest is to be resumed, proper note must be made of all 
pertinent details; for example, in a football game - yard line, down, yards-
to-go, time, unsportsmanlike penalties, etc. Documentation of these details 
should be made in the form of a signed agreement by representatives of all 
schools involved.  

When a Coach is Contest Manager  

All the above provisions apply. The coach, prior to the and following the 
contest, must act in a capacity of contest manager as well as coach. During 
the contest, he/she may, in addition to serving as coach, be called upon to 
take action as a contest manager as provided in B above.  

Reporting System  

When a contest is not allowed to start after the teams have arrived or is 
interrupted because of poor conduct on the part of spectators, contestants, 
and/or coaches, a letter of explanation must be sent to the WIAA, by the 
contest manager and the contest officials, providing:  

A. Details regarding the incident.  
B. Plans, if any, for rescheduling or resuming the contest.  

Note:  It is recognized that no single guideline or statement can be all 
inclusive. Contest managers are expected to take any action they feel 
necessary as they administer their duties.  
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Tournament Manager Manual 
Tournament Manager - Part 2, Assistance/Admissions  

ASK FOR HELP  

• Here are several sources that can assist you as you prepare to host 
an event.  

1. Wisconsin Athletic Directors Association Mentors (listing 
provided)  

2. Officials in your area that are knowledgeable in the event 
you are hosting  

3. Coaches Association Presidents  
4. WIAA  

• Contact the above individuals for assistance. You do not need to 
recreate the wheel ... there are many individuals anxious to assist you.  

ADMISSIONS MANAGEMENT  

• Determine if you will make tickets or ask the competing schools to 
sell their own tickets.  

• Distribute complimentary tickets as prescribed in the WIAA 
Season Regulations.  

• Provide a means by which a winning school can pre-sell tickets 
after a contest for future games.  

• For ticket presales, you may ask the competing schools to pay for 
the tickets up front to deter unethical ticket sales. Whenever 
possible, do a presale.  

• When teams arrive, only allow the allotted number of admissions. 
As teams progress through the tournament series, when variations 
to these policies occur, those who enforce the policies are 
criticized for following the rules.  

• Inform ticket takers on how to allow media access to your event. If 
a media person presents a WIAA Media Badge, they should be 
allowed free admission. If a media person presents a business card 
identifying their company, allow free admission.  

• Determine method of transferring funds for tickets.  
• Determine a method of how to handle press, i.e. separate pickup 

area, etc.  
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Tournament Manager Manual 
Tournament Manager - Part 3, Communicating Procedures  

COMMUNICATE WIAA TOURNAMENT PROCEDURES WITH 
COACHES, PLAYERS & PARENTS  

Distribute written procedures for:  

• Indicating event will not be a home event when hosting WIAA 
tournaments.  

• Bracketing – How it is determined and who plays who.  
• Admission policies  
• Senior citizen passes cannot be accepted.  
• Faculty/Student passes cannot be accepted.  
• Sportsmanship Expectations  
• Lines of Communication  
• Coach  
• Athletic Director  
• Principal  
• WIAA as last resort  
• No appeal process available during tournament series.  
• Logistical Information Regarding Travel to Another Site  
• Map  
• Do’s and Don’ts  
• Sportsmanship  
• Purchasing tickets for future games  

TOURNAMENT INFORMATION SHEET SENT TO 
PARTICIPATING SCHOOLS  

• Time spent preparing a tournament information sheet can be 
invaluable in providing a quality experience for coaches, players, 
officials, and fans.  

• Each facility and school in our membership has uniqueness unlike 
the school down the road. Use the information to the teams 
competing at your school.  

• Provide a map to competing schools to assist them in alerting their 
fans to where the contest will be conducted  

• Information sheets for WIAA sponsored sports follow to assist you 
as you develop your information sheet. Use them as a guide.  
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