FIRST LEGO League Regional Tournament 
Team Check-in Staff Notes
Although we published that team check-in begins at 9:00 a.m., teams will begin arriving as early as 8:00 a.m.
Get a building layout map and familiarize yourselves with the areas that FLL will use for the tournament.  Some of the rooms (Band, Tech Ed) have expensive and/or delicate equipment so all of us must be especially careful in those rooms.
FLL VOLUNTEERS, REFEREES, JUDGES - Direct all tournament staff to Community Room 1.

SPECTATORS - Direct spectators to the gym.
MAPS - Have a building layout map and town map posted at your station so you can point out things, as needed.

CHECK-IN TEAMS - As each coach arrives, check off their team # on the team check-in sheet.
REGISTRATION FEE $75.00

1. Coaches need to pay $75.00 per team.  If the coach is not prepared to pay, page the tournament director to come speak with the coach.  Teams who do not pay cannot participate until the coach has spoken to one of those folks.
2. Payment must be by cash, check or purchase orders (p.o.) made payable to Virginia/DC FIRST LEGO League.  No credit cards.
3. For p.o. or check, write the team number on the p.o. and in the lower left of the check.
4. Some coaches will bring a check for several teams.  Be sure that ALL the team numbers are written on the check/p.o.

5. For cash, write the team number on a post-it and clip it to the cash.
6. You should complete a line on the attached team check-in sheet as each team pays.
7. Put checks, po’s and cash in a folder.  At the end of check-in, hand the folder to tournament director, in person; don’t leave it sitting anywhere.
8. Write a receipt.  

-- SAMPLE RECEIPT FOR MULTIPLE FLL TEAMS -- Date:  Nov 6, ‘09
FROM: PUT-ALL-NATIONAL-FLL-TEAM-NUMS-HERE,   $150.00
You don’t need to write out the dollars line.

FOR: CH’BURG FLL TOURN
Please DO circle the CASH or CHECK item.

You don’t need to complete anything else except sign your initials legibly in the “BY” box


TEAM CONSENT/RELEASE FORMS
Collect copies of the Consent/Release Forms for each team member, mentor and coach.  Clip/staple each team’s together and ensure that the team number is on the first sheet in the stack.  We must have a copy for all team participants, else they cannot participate.  There are blank forms at your check-in desk.
TEAM INFORMATION PAGES
Teams are supposed to bring 4 copies (with a photograph on the back) of their Team Information Page.  There are blank forms at your check-in desk.  If photos are clipped to the Team Intro Pg, staple it with the photo facing OUT.  If a team doesn’t have photos, it’s okay.
· You collect 1 copy.  Put in TEAM NUMBER ORDER and take to the performance arena (Gym) manager or Emcee at the end of team check-in.

· Copy 2 is for the TEAM to take to the Robot Design and give to those judges.

· Copy 3 is for the TEAM to take to their Project Presentation and give to those judges.
· Copy 4 is for the TEAM to take to their Core Values Presentation and give to those judges.
If a team does not have 4 copies of the team introduction page, optionally, give the coach 4 blank sheets now and have the coach complete the text on the front side.  Don’t worry about a photograph at this point.  We do not have a copier available.

TEAM PACKET

Prior to arrival of the teams, look in a team packet to familiarize yourself with the contents.  As a team coach checks in, give the coach the team packet that has their team number on it.  
If we don’t have quite enough name badges for a team, you will have some blank ones to distribute.
MANDATORY COACHES’ MEETING

There will be a short mandatory coaches meeting before opening ceremonies.  Check the sign at your team check-in station for time and location.  Go look at that location so you can help direct the coaches.  Each team should send one (more is okay) adult team rep.  The purpose of the meeting is to make sure everyone knows the schedule for the day, review any last-minute changes, answer coaches’ questions.  A tournament director, the head judge and/or head ref will run this meeting.
NEXT STEP - After the coach has 
· registered the team 
· paid the registration fee and 
· picked up the team packet,
the coach should join his/her team at their pit table.
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