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NATIONAL SMALL COLLEGE RUGBY ORGANIZATION 
 

The Home of Small College Rugby in America 
www.nscro.org 

 

NSCRO 15s PLAYOFFS - REPRESENTATIVE CHECKLIST 

Rev. 6 – September 2018 

 

Thank you all for volunteering to be the NSCRO Representative at the upcoming NSCRO Playoff 

Event. Your involvement in this event will make the small college rugby experience a great one for 

all involved. Here is some information to help the weekend run smoothly. 
 

Duty - To do your best to insure the Playoff Event runs smoothly and that NSCRO Regulations and 

Policies are complied with. Work with the NSCRO Official overseeing the competition, such as 

Region Commissioner, Women’s Commissioner, or President and the Eligibility Director, to insure 

all preparations are made. 
 

 

Prior to the Event  

A. Welcome Packet / Emergency Action Plan - Verify that the Welcome Packet (by NSCRO) 

and an Emergency Action Plan (by the Host) have been created. Welcome Packets are used 

solely for 4-team playoff events. EAPs are required for all playoff events.  

 

B.  Match Officials (Refs, ARs and No. 4) - Make sure they are confirmed by the Host Club, 

including housing arrangements. Confirm who they are and who the appointed Head Official is. 

NSCRO "Referee" jerseys have been sent to the Event Director to give to the referee. ARs and 

the No. 4 (if a referee) to wear local Refs Society kit. If not provided by the Host, please 

purchase one case of water per day, bananas, pickles, bread, peanut butter and jelly, and other 

snacks. NSCRO will reimburse you for this expense. 

 

C.  Team Check-In - Coordinate ASAP prior to the event with participating teams the day, time and 

place for Team Check-In. Friday evening at the designated Event Hotel (if there is one) is 

recommended as first choice. Alternate is Saturday morning at the field. You should stay at the 

Event Hotel unless you live nearby.  

 

D. Player Eligibility –The NSCRO Eligibility Director shall review the Player Eligibility Verification 

(PEV) form and associated documentation (if required) prior to the Event in accordance with the 

NSCRO Player Eligibility Policy. The NSCRO Eligibility Director will advise each team and the 

NSCRO Rep regarding the outcome of the review, including any players who have been ruled 

ineligible. 
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E. Review this checklist in advance of the event and bring it to the event along with:  

• A copy of the NSCRO Regulations for Playoff Matches 

• Eligibility Handbook 

• Field Preparation and Sideline Policy 

• Emergency Action Plan for the event (at least one per team, as well as the Medical Team) 

• Player Movement Form (1 per match) 

• Running Score Form (1 per match) 

• Player substitution cards. (There are 4 per sheet, you’ll need 2 sheets per team per game or 
16 sheets) 

• Extra Playoff Match Roster forms, as the teams may forget. 

• Extra Player Participation Waivers 

• Extra Media Release Forms 
 

At the Event  

A.  Team Check-In.  All players listed on the “NSCRO approved” PEV Form must be present, 

unless not playing due to injury or did not travel with the team to the Event. (If due to different 

travel arrangements,  a couple of players are not with club at time of Team Check-In, it is 

acceptable to do them when they arrive.) 

• Have the team line up their players as they are listed on the PEV 

• Use last column on PEV Form to check off players who are eligible. If not, put an X in the box. 

• Players will need a picture student ID (OR drivers license, or passport) 

• Collect the team based Media Waiver forms, that have been completed ahead of time with 
each/every coach and player’s signature. After the final you will give the waiver forms back to 
the team that advances to the next round of the NSCRO Playoffs.  

• Collect the team based Participation Waiver forms, that have been completed ahead of time 
with each/every coach and player’s signature. After the final you will give the waiver forms 
back to the team that advances to the next round of the NSCRO Playoffs. 

• Verify that each team has an  Emergency Medical Information form for each player, whether 
on the NSCRO form or a school form. Teams need to keep the medical forms on hand 
throughout the weekend, in case of player injury. 

 
Talk to the Coach and Captain – Ask the #4 referee to join you 

• Give out copy of EAP 

• Explain the format of the tournament.  

• Explain the Technical Zone - let coaches know that if they constantly ignore the guidelines 
they will be forced to watch the game from the supporter side of the field.  

• Explain the use of the substitution cards 

• Explain the policy for color clashes with jerseys. 

• Explain the guidelines for a game tied at the end of regulation.  

• Explain the code of conduct guidelines 

• Explain the Heart and Soul Award 
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Maintain all eligibility documents during the event.  Following the Championship match, 

return these forms to any team(s) that is advancing, for their use at the next NSCRO 

Playoff event they qualified for.  Mail the forms ASAP (Player Movement, Running Score, 

Media and Participation Waivers, Match Rosters and PEV) for the other clubs to: 

NSCRO 

116 N. Lakeside Dr. E. 

Medford, NJ 08055-8472 

Or scan forms and email a pdf to President@nscro.org 
 

B.  Field Set Up - Insure it is in compliance with NSCRO Field Preparation and Sideline Policy, 

including spectator barrier goal to goal, both sides of field. Check that the field is set up with 

technical zones. (If this is not a lined area you can create an area but using cones to mark the 

area between the 10m and 22m on each side of the halfway line.) 
 

 Make sure all of the referees have arrived. Update referee on kick off time, ball runners 

(yes/no), national anthem instructions, and any other programming that may impact match 

timing.  
 

C.  Medical Staff  

1. Be sure a covered medical area is provided with table and chairs, also a cooler with ice if 
medical personnel do not provide it. Confirm pre-wrap and taping location and let the teams 
know where they can get taped. Also let the teams know if they need to supply their own 
tape/pre-wrap. 

2. Meet the medical staff and give them copy of EAP.  
3. Reinforce the importance of having at least one of them keeping an “eye on the field” at all 

times during play. 
 

D.  Matches  

1.  Collect 2 copies of the roster, each day, for each match. Be sure the actual jersey numbers 

worn by the player are shown. Sometimes they do not match the standard 1 to 23 

numbering system. Keep one copy and provide the other to the No. 4 Official. For events 

that are live streamed, provide an additional copy to the Match Commentator. 

2.  Stay on the players side of the field. Insure only those persons allowed by NSCRO Playoff 

Regulations are inside spectator barrier. This should normally be controlled by the No. 4 

Official. 

3.  Replacement Players. Be sure that a protocol has been arranged with teams and match 

officials regarding how replacement players may enter a match, such as reporting to a No. 4 

Official that the NSCRO Player Movement Form is used.  

4.  Match Balls. Sent by Rhino Rugby to Host Coordinator in advance. Use black marker to 

write NSCRO on it unless the NSCRO logo is on the ball. Be sure Host club has properly 

inflated the balls. Balls are typically only provided for 4-team events. After the event, ensure 

that balls are returned or disbursed as instructed by NSCRO. 

5.  Match Results. Send ASAP after match an email, text or call the NSCRO Official overseeing 

the competition. NSCRO staff members covering the events are the only persons authorized 

for posting anything on NSCRO social media. 

6.  Yellow and Red Cards. Remind referee to submit report as required by his Society. For red 

cards, get the referee,s name and contact info, player's name, USAR member number, and 

team and basic reason for send off and email info to both NSCRO Region Commissioner 

and Disciplinarian ASAP. USA Rugby's Disciplinary Rules are in effect.  

 

 

mailto:President@nscro.org
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E.  Matches that are tied at the end of regulation 
In the event of a tie score after a full match of two forty-minute halves, the tie-breaker procedure 
shall be as follows: 

1. Referee will flip a coin just as they would to start a match to determine who will kickoff. 

2. This will be followed by an overtime period of two (2) ten-minute halves. Teams will switch 

ends at the half. 

3. If teams are still tied at the end of the overtime period, they will play sudden death in  

ten-minute periods with the first team to score a try, penalty, or drop goal declared the 

winner. Teams will switch ends at the end of each period. Each new ten-minute period will 

begin with a kick-off at mid-field, alternating teams for the kickoff, until there is a winner. 
 

F.  Conduct of Players, Coaches and Spectators 

All players and coaches must abide by the following Code of Conduct: 

Collegiate rugby players and coaches represent their colleges and are ambassadors of 

collegiate rugby in the United States. As such, players and coaches are expected to behave 

with dignity both on and off the field. NSCRO will not tolerate rude or anti-social behavior of any 

sort which would reflect negatively on the image of NSCRO, USA Rugby, the student athlete’s 

college/university, or the image of collegiate rugby as a serious and disciplined athletic 

endeavor. Any breach of this Code of Conduct will be forwarded to the appropriate disciplinary 

committee for action.  
 

Players, coaches and spectators are not to use foul language or make threatening remarks 

before, during or after the match. Such behavior whether directed at a teammates, opponents, 

match officials, spectator or even part of a pre-match or post match  "chant" or play call (such as 

for a line out) is unacceptable. Doing so will be considered a violation of the Code of Conduct 

and disciplinary action will be taken as appropriate by the appropriate Organization. 
 

G.  NSCRO Awards Ceremony – Only for 4-team events or 2-team Region Championship*. Not for 

a 2-team Qualifier event. For a 2-team Championship event, trophies only provided for 1st place 

and the MVP.) 

*Please handle this if neither the NSCRO President nor the NSCRO Commissioner is present. 

Trophies are sent to Event Coordinator in advance. The ceremony should be held on the field 

about 15 minutes after final with all teams and fans present.  
 

Appreciation 

Thank various persons by name for making event a success, etc., including the host club, referees, 

medical staff, etc.  
 

Order of Presentation  

1.  NSCRO "Heart & Soul" award. This is given to all participating teams. Give an NSCRO 

match ball to a player, selected by team’s head coach*. This is generally a senior who has 

inspired his or her teammates to better themselves both on and/or off the pitch. Let them 

know that the ball should be signed by his or her teammates. Capture the awardee with ball 

in hand surrounded by his teammates if possible. 

* Ask head coach for their nomination, shortly after their final match.  

* If the 3rd or 4th place team is unable to stay through final and attend the Awards 

Ceremony, you should make the time to have a small award ceremony for them. Their 

trophy (if provided by NSCRO)and the Heart and Soul award will be presented at this 

time. Remember to thank them for their participation.  
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2. NSCRO MVP Trophy. Awarded to best player during the event on the 1st place team. Get 

input from selectors you choose at start of weekend, such as rugby pals or if not, then the 

team coaches. Otherwise you make the call by yourself.  
 

3. Team Trophies. Award the Champion’s trophy last. 

Things to mention at the awards ceremony.  
Thank the host school, club and/or facility 
Thank the referees and the medical staff 
Thank the NSCRO sponsors – the Penn Mutual Life Insurance Company and Rhino Rugby 
 

H.  NSCRO Social Media – Please take as many photographs as possible. Often the host club can 

assigned a “student” to support you in this regard. You can also ask teams if they have one 

parent per team who will be your official photographer.  

      It would be great if you can find someone to video the games. Provide any videos directly, 

facilitate interface on match results, etc. with the NSCRO Marketing 

Directormarketing@nscro.org) or NSCRO Events Coordinator as requested.  

      Make sure that you have photographs of all teams with their awards. Heart and Soul winners 

should hold the ball in such a way that the NSCRO logo is facing forward. Take team photos 

under the posts opposite the sun and send to marketing@nscro.org. 

      Remember: NSCRO staff covering the events, are the only persons authorized for posting 

anything on NSCRO social media. 

 

I. Event Expenses for NSCRO Rep, Host Club and Refs Society  

Reimbursement requires paid receipts. Remind the host club as needed. 

Payment requires invoice.  

All due within 10 days of the event via email or snail mail to NSCRO Women’s Commissioner or 

Men’s Region Commissioner as applicable.  

 

J.  Post-Event  

Safe drive home.  

By Monday, please email both the NSCRO Region Commissioner and President a summary 

report including match result(s), quality of event organization and any significant issues. 

 

 =======================================================================  

 

Please contact NSCRO Director of Events (events@nscro.org) with 

comments, suggestions, etc. to improve this Checklist and better any 

aspect of the Event.  
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