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GUIDELINES TO COMPLETING A TEAM SHEET

Team sheets are required to be filled out and completed for all games that are conducted by the Football Federation SA (FFSA). These completed Team Sheets when submitted into the FFSA are used to ensure that the correct details of the game are recorded and for the result of the game to become official. It is also essential that Team Sheets are completed correctly to ensure that players and team officials are covered by FFSA insurance


Requirements
It is the responsibility of both teams (home & away) to ensure that they complete a Team Sheet and that all areas of the Team Sheet are completed in accordance with this fact sheet. When completing the team sheet, all teams must ensure that the following standards are implemented

· Team Sheets must be completed in Blue or Black ink.
· Team Sheets must be completed in CAPITAL LETTERS.
· If players are crossed out and players added, their details must be clearly legible, if not, a new team sheet must be completed.
· Liquid Paper or White Out is not accepted on match cards


Information to be Completed Prior to the Commencement of the Game
Each team must complete a team sheet prior to the commencement of each game. The team sheet must be provided to the match official at least 30 minutes prior to the start of the game, where practical. It must be noted that match officials have been instructed not to commence a game without the team sheet from each team.

Areas of the Team Sheet to be Completed Prior to the Commencement of the Game:

1. Grade/Division		Team must note the Grade/Division of the competition
Example 	Men - Seniors/Reserves/Under 18s 
		Women – Premier/Reserve/Division 1 etc
		Juniors – U17A, U15B, U12N etc

2. Competition 		Tick the relevant box that relates to the game.

3. Players of		This is the name of the home team for the game and it relates to the team 
that is completing the team sheet.	

4. Round No:		It is essential that the team inputs the correct round of the game. This will 
ensure that it accurately relates to the league or cup fixture that is being 
played. Does not need to be completed if a trial game.


5. Versus			The name of the away team or opposing team must be included in this 
space. Every effort must be made to ensure that the correct team is named, again this is to ensure that the fixtures correspond to the team sheet.

6. Date:			The date that the game is actually played. Do not put the date that the 
game should have been played if the fixture date is changed.

7. Venue:			The name of the ground that the game is played.

8. KO. Time:		The time that the game is played

Players Details
It is essential that the players correct name is printed on the team sheet. Teams must not abbreviate names, the players name according to their player registration card must be used.

9. Registration Number	The player’s FFA Registration Number. This is the number that appears on 
the Players Registration Card.

10. Shirt No		The shirt number that the player will wear for the game must be included in 
this space.	

11. Surname		The player’s surname as it appears on their Player’s Registration Card and 
in the MyFootballClub Registration System must be included. Clubs must not abbreviate names.	

12. Initial			The player’s initial of their first name as stipulated on their Player’s 
Registration Card and in the MyFootballClub Registration System.	


Team Officials Details
All team officials that are outlined on the team sheet must be registered in the MyFootballClub Registration System. 
	
13. Coaches Name		Insert the Coaches full name as it appears on the MyFootballClub 
			Registration System.

14. A/Coaches Name	Insert the Assistant Coaches full name as it appears on the MyFootballClub 
			Registration System.

15. Manager		Insert the Managers full name as it appears on the MyFootballClub 
			Registration System.

Stewards
All teams are required to provide ground stewards for all games in accordance with the Competition Operating Guidelines requirements. The name/s of the ground stewards must be specified on the team sheet prior to the commencement of the game.





Tasks to be Completed at the Conclusion of the Game:
At the conclusion of the game, the team manager/club official of each team is to approach the match official and undertake the following tasks in relation to the team sheets.

1. Check that the final score outlined on the team sheet is correct.
2. Check that the goal scorers outlined on the team sheet is correct.
3. Check that the allocated cautions/send offs are allocated correctly.
4. Stipulate on the team sheet injuries that may have been sustained by players. The nature of the injury must be included – e.g. left ankle, left knee, head injury.
5. *If all of the information is correct the team manager/club official must sign the team sheet. 

*If any of the information on the team sheet is incorrect, the team manager/club official must highlight this to the match official. If there is still a discrepancy with the information on the team sheet the team manager/club official should not sign the team sheet and notify the FFSA in writing within 48 hours of the game being played.
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