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Overtime Athletics Attendance Sheet 
   

First Last Parent Sign-Out 
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      



PDC Plan (first 4 classes):  

Programming Day Card - 1 

Warm Up (5-7min):  

Skill/Review (5-7min):  

Drill (5-7min):  

Games (30-45min): 

1. 

2.  

3.  

4.  

5.  

Things to Consider:  

Facility, Age Group, Enrollment, Skill Level, Equipment 

 

Programming Day Card - 3 

Warm Up (5-7min):  

Skill/Review (5-7min):  

Drill (5-7min):  

Games (30-45min): 

1. 

2.  

3.  

4.  

5.  

Things to Consider:  

Facility, Age Group, Enrollment, Skill Level, Equipment 

 

Programming Day Card - 2 

Warm Up (5-7min):  

Skill/Review (5-7min):  

Drill (5-7min):  

Games (30-45min): 

1. 

2.  

3.  

4.  

5.  

Things to Consider:  

Facility, Age Group, Enrollment, Skill Level, Equipment 

 

Programming Day Card - 4 

Warm Up (5-7min):  

Skill/Review (5-7min):  

Drill (5-7min):  

Games (30-45min): 

1. 

2.  

3.  

4.  

5.  

Things to Consider:  

Facility, Age Group, Enrollment, Skill Level, Equipment 

 

 

 



OTA Staff Log Ins – Instructor Resources and Materials 

• You will access staff resources via a link to our Instructor Webpage(s) 
• These links can be found at www.otathletics.com   
• Scroll down to the TABS at the bottom of the page 
• Click Tabs: The Office will provide you with the PASSWORDS 

o Employee Resource Section 
o Program Instructor Log In 
o Summer Camp Instructor Log In 
o Curriculum Resources 

 
Located In These Staff Sections: 

1. TRAINING MATERIALS 
o On-Boarding Documents  
o OTA Training Manuals/Handbooks/Presentations  
o Exercises and Videos 
o New Hire Forum 
o Cont. Training Sections 

 
2. OTA PROGRAM DOCUMENTS: 

o Equipment and Gear 
o Blank Attendance Sheet 
o Rules of the Game 
o Blank Programming Day Cards 
o Class Format and Procedure 
o Roster – Attendance – Dismissal  
o Head Counts and Water Breaks 
o Discipline Procedure  
o Concussion Protocol  
o Reporting Abuse Procedure 
o OTA Incident Report 

 
3. CURRICULUM RESOURCES (This is a MAJOR resource) 

o Each Program has its own CLICKABLE SECTIONS 
o Each Program has FOUR SECTIONS 

§ Program Outline and Description (Table of Contents) 
§ Skills and Drills 
§ Games 
§ First 4 PDC’s 

 



OTA GEAR: 

 

1. OTA Instructor Uniform 
2. Instructor Folder 

• Programming Day Card (pocket) 
• Blank Attendance Sheet (pocket) 
• Contact Information 
• OTA Instructor Website 
• OTA Equipment and Gear Sheet 
• Roster – Attendance – Dismissal 
• Rules of the Game  
• Head Counts and Breaks 
• OTA Discipline Procedure 
• Concussion Information 
• Employee Reporting Abuse Policy 
• First Day OTA Class Procedure 
• Emergency Programming Day Card / Universal Games 
• Tips and Trivia 
• Sample Programming Day Cards 
• Incident Reports (pocket) 

3. Instructor Bag: 
• Whistle 
• First Aid Kit 
• Ice Packs 
• Folder/Pen 
• Air Pump/Needle 
• Instructor Badge 
• OTA Welcome Paddle 

4. Instructor Equipment: 
• Sports Spectacular Bag: 

1. 5 Soccer Balls 
2. 4 Basketballs 
3. 8 Dodgeballs  
4. 3 Nerf Footballs 
5. 1 Game Footballs 
6. 1 Kickball Ball 
7. 20 Flags 
8. 2 Wiffle Ball Bats 
9. 6 Wiffle Balls 
10. 20 saucer cones 
11. 4 pyramid cones 

 

• Additional Bags issued based on instructor schedule of classes 
 



Roster and Attendance 

Overtime Athletics strives for professionalism and organization in every program we offer. 
Taking attendance at each program is an act of both.  Instructors are required to take 
attendance every class to ensure safety and accountability for the children present.  
Attendance allows for a safety system with regards to students whereabouts, as well as 
provides familiarity for Instructors and participants. 

Important Facts about Rosters and Attendance 

Receiving Rosters: Instructors should be receiving rosters with their OTA Schedules OR Schools 
will be providing the roster (print-out) for instructors upon arrival.  If you do not receive a 
roster, check with your Program Director.   

Printed Rosters: Always have a HARD COPY of the roster. Instructors are to come to each class 
prepared with a copy of their roster; it shows we are prepared and professional. You CAN NOT 
check off kids with your phone using an electronic spreadsheet/roster unless you are 
specifically instructed to do so by the school or OTA Management.   Make sure this hard copy, 
is legible.  You should be able to read the student’s full first and last name and emergency 
contact information (phone numbers). 

Class Preparation: Having a roster, allows instructors to plan for their classes. The number of 
students in the class, what grades the program is for, and names of the students, contact 
information, and often location of the program can all be found on rosters. 

Taking Attendance: When students arrive, book bags and jackets should be neatly lined up 
against the wall.  Attendance helps instructors learn student’s names.  Instructors can learn a 
lot about the student’s through attendance, such as nicknames, favorite sports, and favorite 
colors.  

Student Accountability: Having a roster and taking attendance allows instructors to account for 
all of the kids in the program on any given day.   Some schools require you to let the 
coordinator know if at the start of the class anyone is absent.  If a child is absent (did not show 
up), double check everyone who is at the program before giving this name to the coordinator. 

Structure and Organization: Attendance sets the tone early about following the rules, structure, 
and organization. Having proper control and organization while taking attendance gives the PTA 
coordinator confidence in the instructor(s) ability to run a great program.  

Medical Concerns: Rosters can provide important information on medical concerns regarding 
the student along with other important/confidential information the parent feels is valuable for 
the instructor to know like emergency contact information or behavioral and dismissal notes. 

 

 



DISMISSAL 

*The dismissal portion of the program is the most IMPORTANT part of the class.  It is the 
process of making sure that the children in our care are properly accounted for and released to 
the appropriate parent or guardian.  Dismissal should be organized, accurate, and perfectly 
executed EVERY time. 

Every school has a different policy for dismissal – some schools will have specific instructions 
when signing out kids.  When a school has an existing policy for dismissal in place, it is your 
responsibility to become familiar with it and implement it properly every time.  If the school 
does not have a policy in place, OTA requires that you follow our procedures. 

THE OTA DISMISSAL SYSTEM 

1. At the conclusion of the program gather the students to the center of the programming 
space 

• Either toes on the line 
• Or sitting in a group 

 
2. One instructor should be stationed at the door with the Roster/Attendance Sheet 
3. One instructor should be stationed with the students 

 
4. Instructor will call out children one at a time 

• Child may retrieve their book bag and jacket 
• Parent will SIGN OUT child on roster/attendance sheet 
• Instructor approves signature, confirms “handoff” of child to guardian  

 
5. Repeat process until all students have been dismissed 

 
NOTE: After Care Students: 

• Children who go to aftercare should be walked to aftercare by an OTA Instructor. 
• The Instructor must make contact with a staff member from Aftercare letting them 

know who they are dropping off. 
• Sign out is required by aftercare staff. 

 
NOTE: Late Pick-Ups: 

• Only 1 OTA Instructor is to stay with the student(s) 
• 15 minutes after class has been dismissed you can call a late parent 
• If you do not have contact information for the parents and the child does not know 

their contact information call your PD 
• You must wait with student until they have been picked up 
• Once the late pickup has occurred, notify your PD of the School Name, Child’s Name, 

and what time you left the school 



Overtime Athletics Rules of the Game! 

Instructor Guidelines: 

** Must be wearing Overtime Athletics T-shirt! 

** Must arrive to school 15 minutes before class starts 

**Must notify if running behind schedule 

**Sign in at front office 

Beginning of Class: 

- Bring Instructor Folder and Instructor Bag to every class 
- Take attendance every day and mark students absent if necessary 
- Keep attendance sheet in Instructor Folder  

 
During Class: 

- Be aware of everything that is going on around class 
- Conduct a head count every 15 minutes  
- Give HIGH FIVES! 

 
End of Class: 

- Overtime Athletics Instructors may not leave until every student is accounted for 
- Instructors may leave if there is a PTA monitor in charge of the student’s 

dismissal 
- Consolidate students and follow Overtime Athletics dismissal procedure 
- Inventory equipment and make sure the programming space is how you found it 

or better 
 

Rules: 

- There is no talking when a coach is talking 
- There is no touching any other person 
- There is no touching any equipment without a coach’s permission 
- There is no leaving the area without a coach’s permission 
- Be Nice, Be Kind, OR BE GONE (No Bullying or Teasing) 

 



HEAD COUNTS 

• Following attendance, establish your HEAD COUNT 
• Make sure you conduct HEAD COUNTS every 15 minutes (or after each 

segment) 
• Share the number with co-workers to make sure everyone is on the same 

page 
 

 

BATHROOM AND WATER BREAKS 

(INSIDE AND OUTSIDE PROCEDURES) 

• When first working at a school or facility, establish the appropriate water 
fountain and bathroom for the programming area 

• Make sure in announcements to the kids at the start of the class, you 
identify the ONLY water fountain or bathroom students can use 

• When applicable (if there are enough instructors) walk students to 
bathroom or water fountain 

• Make every effort to limit bathroom and water breaks to a specific time 
during the class for the entire group at once 
 

*If class is inside, and you are not doing a group bathroom/water break, 
students must go in the buddy system (if there are not enough instructors to 
walk students) 

*If class is outside, you must walk students inside to bathroom or water 
fountain.  No exceptions. 

• You must provide students with a time limit on water breaks and bathroom 
breaks 

• As soon as the time limit has expired, you must go retrieve the students  
 

 

 

 

 



OTA Discipline Procedure 

• In our classes discipline helps keep class safe and fun for all students 
• It is about teaching kids right from wrong 
• Emphasize RESPECT (coaches, other kids, equipment) 

First Five Minutes 

• Set a tone for class 
• Go over rules 
• Enforce rules if they are being broken 
• Consistency and follow through are essential  

Tone 

• Normally, an OTA coach should have a lighthearted, fun and silly tone 
• If enforcing a rule, your tone should be serious, but not yelling 
• Stay calm, don’t lose your temper 

Be Clear 

• Clearly state what rule was broken or what the child did wrong 

3 STRIKES SYSTEM 

• There should be a 3 strike process when disciplining kids 
• Strike 1 – (WARNING) Remind child of what rule they broke 
• Strike 2 – (PENALTY BOX) Sit child out for a few minutes 
• Strike 3 – (DONE) They cannot participate for the rest of class, coach must address issue 

with parent or PTA Coordinator at conclusion of class 

The Penalty Box 

• If a child breaks a rule, have them sit out on the sideline for a short amount of time (1-2min) 
• Use the term ‘penalty box’ rather than timeout. 

Consequences  

• Can be effective motivators for good behavior 
• Example: “You can’t play in the game if you keep breaking the rules” 

No Physical Punishments 

• We are not drill sergeants 
• Do not punish a child by making them do pushups, sit ups or any other physical activity 
• No physical contact with the students AT ALL 

 



Be Consistent 

• If you sit one child out for breaking a rule, you must also sit out any other child that breaks 
the rule 

Follow Through 

• When the child’s timeout is over, ask them if they are ready to follow the rules and rejoin 
class 

Persistent Behavior Issues 

• If there is a behavior issue that arises each class, notify your PD. The PD will bring the issue 
to the attention of the PTA and parents. 

Emergency Behavior Issue 

• If there is an emergency behavior issue (a child is acting in a way that is putting the safety of 
another child at risk) then find a PTA rep, teacher or administrator to help regain control of 
the class 

• If there is a violent incident (fighting) the child should be immediately removed from the 
program 

The 2 Minute Rule 

• Do not take more than 2 minutes to deal with a discipline situation 
• Address the issue and then MOVE ON  
• Don’t dwell or fixate on the problem 
• Don’t negotiate with children.  You are the adult, what you say goes. 
• Learn to ignore “unworthy” issues regarding misbehaving participants 

o Often these students are simply looking for attention 

Remember 

• These discipline suggestions are for extreme or persistent cases 
• Our classes are silly and fun, always keep things upbeat and lighthearted 

 

**Kids are going to test.  You will be “reminding” kids to follow directions, stop talking, pay attention, 
stand in the proper place, put down equipment, keep their hands to themselves, hurry up, slow down, be 
nice, wait your turn, watch your language, don’t cheat, be a good sport, don’t be a sore loser, play fair, 
stay in a straight line, raise your hand, don’t call out, etc.  This is NOT part of the discipline plan.  This is 
simply the process of being an adult in charge of a group of children.  Be sure to recognize the 
difference. 

 



 

 



 

 



 

 



 

 



CHILD PROTECTION 
 
Employee Reporting Abuse Policy: 
 
Counselors, Coaches, Instructors, and Directors will report child abuse or neglect in the following 
manner: 

If you suspect abuse or neglect you have a social responsibility to report it.  Employee shall immediately 
report suspected child abuse or neglect to the local department of social services, or report the 
suspected incident to a local law enforcement agency.  Your CONFIDENTIAL call (report) will not only 
make sure the child is safe, but also help provide the child’s family the services they need to provide a 
safe, loving and nurturing home. 

What are Child Abuse and Neglect? 

Child abuse is the mistreatment of a child under the age of 18 by: 

• A parent or their romantic partner 
• An immediate relative or someone living in their home 
• A caretaker such as babysitter or daycare worker 
• Any person responsible for the child’s welfare, such as health care provide, educator, 

coach, or youth program volunteer 
 

The mistreatment can either result in injury or put the child at serious risk or injury.  Child abuse can be 
physical (i.e. bruises or broken bones), sexual (i.e. fondling or incest), or mental (emotional injury or 
psychological illness) 

Neglect is the failure of a parent or caretaker to meet “minimal parenting” standards for providing 
adequate supervision, food, clothing, medical care, shelter or other basic needs  

Staff member reporting the incident should be able to provide the following information: 

a. The name and home address of the child and the parent or other individual 
responsible for the care of the child; 

b. The present location of the child; 
c. The age of the child; 
d. The names and ages of the other children in the home; 
e. The nature and extent of injuries or sexual abuse or neglect of the child, including 

any information known to the individual making the report of previous possible 
physical or sexual abuse or neglect; 

f. The information available to the individual reporting: 
i. Which might aid in establishing the cause of the injury or neglect; 
ii. About the identity of the individual or individuals responsible for abuse 

or neglect; and 
g. If reporting abuse or neglect of a child involving mental injury, a description of the 

substantial impairment of the child’s mental or psychological ability to function that 
was observed and identified, and why it is believed to be attributable to an act of 
maltreatment or omission of proper care and attention. 

 



FIRST DAY – OTA - CLASS PROCEDURE 

Step 1 – Arrive to School on Time  

• Wearing Uniform 
• In Possession of OTA Equipment/Instructor Bag/Instructor Folder 
• Completed Programming Day Card 

 
Step 2 – Check in at School Office 15 Minutes Prior to Class Beginning 
Step 3 – Discuss Programming Day Card w/ Teammate 
Step 4 – Make Sure Space is Safe 
Step 5 – Set up Games, Drills, Stations, Equipment 
Step 6 – Welcome Students / Line up Book Bags 
 
Step 7 – Line-Up/Huddle-Up INTRO’s 

• Introduce Instructors 
• Introduce Program 
• Introduce Kids (Take Attendance)  
• Head COUNT 

 
Step 8 – OTA RULES 

Trivia Option 
Step 9 – Warm-Up              *Don’t Forget HIGH FIVES 

Trivia Option 
Step 10 – Skill               *Don’t Forget Water Breaks 

Trivia Option 
Step 11 – Drill                    *Don’t Forget HIGH FIVES Moment 

• Head COUNT 
Trivia Option 

Step 12 – Games/Scrimmages             *Don’t Forget Sportsmanship 
Trivia Option 

Step 13 – Close Out 

• Line-Up/Huddle Up 
• Head COUNT 
• Themes Talk – Sportsmanship, Fair Play, Health/Nutrition, Give 100%, etc 
• Announcements 
• Handouts 

 
Step 14 – Dismissal  
Step 15 – Clean Up Space 
Step 16 – Equipment Inventory 
Step 17 – Make Note of What Worked or Didn’t Work 
Step 18 – If there was a Problem or Injury, Notify OTA Office 
Step 19 – Don’t Forget to Take Home OTA GEAR (OTA Folder, Instructor Bag)  
Step 20 – OUT  

FIRST DAY OTA CLASS PROCEDURE = Everyday OTA CLASS PROCEDURE 



 

Universal Games 
 

 
 

Listed below are Universal games that can 
be played in any program either as a Warm-

Up or Game. Please review the rules to 
these games to ensure a solid foundation of 

learning and understanding the  
Overtime Athletics Curriculum.  

 
 

1. Cool Corner 
2. Numbers Game 
3. Freeze Tag 
4. Capture the Flag 
5. Safe Base (Tiger Tag) 
6. Clean Up Your Backyard (Battle Balls) 
7. Speed Ball 
8. Bump & Bite 
9. Line Busters 
10. Jingle Jangle 
11. Points Game 
12. Soda Fountain 
13. Zig Zag  
14. Relay Races 
15. Handball 
16. Harry Potter 
17. Space Invaders 
18. Monkey in The Middle 
19. 5-4-3-2-1 
20. Steal the Bacon 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Emergency Programming 
Day Card 

(RAINY DAY OPTIONS) 

These are games you can play in a classroom or an 
alternative space if you are forced out of a gym or off 
of a playing field.  Many of these options can also be 
used if you are stuck without equipment. 

Games 

1. Cool Corner 
2. Heads Up 7 Up 
3. Remote Control 
4. Trivia Tic Tac Toe 
5. Rock Paper Scissors Tournament 
6. Grid Master 
7. 20 Questions 
8. Speed Ball 

 
Sample Rainy Day Programming Day Card 

Warm-up - Cool Corner 

Skill - Memory – discuss how you are going to 
practice them using their brain and memory ability 

• Show them that you can go around the room 
and repeat their names  

• Have them each try to do it  
• After going through names, have them say 

their favorite candy, and see if you can go 
through the line and repeat what they said  

• Have them each try to do it  
• You can split this up into smaller groups 

with each instructor 
 
Drill: Spit Back – recalling series of things that you 
give them 

• Write on paper/whiteboard a series of 
number or letters  

• For Example – 1 5 3 8 d 3 r g k o 9  
• Cover it up, see if they can recall it verbally 

or write it down (Repeat, change sequence) 
• For Example – Apple, Grape, Pear, etc. 
• Repeat with other topics and to test their 

memory recall 
 
Games: 20 Questions / Limbo Contest / Detective / 
Koosh Ball / Hide the Button / Quaker Meeting / 
What Time is it Mr. Fox? / Color Walk / Marco Polo 
/ Hot Potato  



Instructor Programming Tips 

• Always start classes on time (Even if other instructor has not arrived yet.) 
• Let kids say funny things during attendance 
• Use ‘1 Clap, 2 Claps’ 
• No “free play” during any program 
• Circle up after each segment of class to review rules/skills 
• Lead Instructor explains rules while Support Instructor sets up games 
• At the start and end of each class review skills, rules and sportsmanship themes 
• Instructions should always be short and clear 
• Always demonstrate how to perform a skill, drill and game 
• Let students demonstrate skills if possible 
• Limit allowing students to pick games 
• Never allow students to pick their own teams 
• Let students pick team names 
• Use line leaders 
• Use substitutions during scrimmage 
• Substitutes should be encouraged to cheer for their team 
• Give points to teams for cheering 
• Require multiple passes between players before taking a shot 
• Try to create tie games  
• Give High Fives  
• Instructors should be a free pass during games 
• Use trivia questions 
• Always end classes with your best game 
• Station an instructor at the exit for dismissal 
• Share tips with other instructors 
• Find ways to use all the equipment you are issued 
• Bring all issued equipment to every program 
• Split up large classes and utilize stations 
• Review the curriculum regularly 
• Greet parents and let them know how well their child has done 
• Always notify a parent if their child is hurt in a program  
• Use penalty shots/kicks to get nonparticipating students involved 
• When instructing drills, mention that the pros practice the same way to improve 
• Use going to the water fountain as the first step for a crying child  
• Make fun wagers with students 

o Ex. Coach Chris will do 100 push ups if Tommy can make a half court shot 
 

 

 



OTA TRIVIA 

1. What is the tallest mountain in the world? 
2. What color do you get when you mix blue and green? 
3. Who discovered electricity? 
4. Who is on the one dollar bill?  
5. Who is on the five dollar bill?  
6. Who is on a penny? 
7. Which city is nicknamed the "big apple"? 
8. What countries are North and South of the United States? 
9. What is the largest ocean in the world? 
10. What city is nicknamed the "windy city"?  
11. Who is Sponge bob’s best friend? 
12. Who is Dora the explorer's best friend? 
13. Who is the quarterback for the Ravens? 
14. What state do we live in? (for young classes of course) 
15. Who is Winnie the Pooh's best friend? 
16. Who is Spiderman’s enemy? 
17. What is the name of the chubby mouse with a yellow shirt in Cinderella?  
18. In what Disney movie are Wendy, Smee, and Captain Hook characters?  
19. What day is December 25?  
20. What is in a root beer float?  
21. What kind of animal is Bambi?  
22. Who is Aladdin's best friend? 
23. Name 2 Pokemon characters. 
24. Where does Sponge Bob live? 
25. Who is the evil character in Harry Potter? 
26. Name the "Paw Patrol”. 
27. What does Bug's Bunny say? 
28. Where do the "Wild Thornberries" live? 
29. Who is the coyote trying to catch in the Looney Tunes cartoons? 
30. What is the fastest land animal?  
31. Who is Pinocchio’s Dad?  
32. What does Cinderella lose?  
33. What is Dumbo's special talent?  
34. What is Harry Potter's middle name? 
35. The password for the Gryffindor House common room? 
36. How many seconds are in 1 hour? 
37. Who was the 16th president of the United States? 
38. What is the Biggest US state? 
39. Who are the main characters of the Wizard of Oz? 
40. What is Shrek’s wife’s name? What is the Donkey’s name? 

 

 

 

 



 



 



 

 



 



 

 



 



 



 

 



 

 



 



 



 



 

 



 



 



 



 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



Overtime Athletics Incident Report 
 

Instructor Submitting Report: _________________________ 

School/Location: ________________________________ 

Program: ______________________________ 

Date: __________________________________ 

Instructors Working: ____________________ 

Name of Child: __________________________ 

Time of Incident: ________________________ 

 

Description: 

__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________ 

 

Instructor Response: 

__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________ 
 

Has Parent or Guardian been notified?      YES  NO 

Has Partner/Coordinator Contact been notified? YES  NO  

Has Overtime Athletics Management Been Notified? YES  NO 
 

 

 


