
 
Gameday Checklist 

 
o Water / Gatorade / Ice  

o Confirm Food / Team Meals 

o First Aid Kit 

o Equipment Bag 

o Travel with copy of paperwork, phone list, and copy of medical/insurance info. 

o Printed roster for you and one for the announcer  

o Reach out to your opponents to confirm 

o Refer to gameday plans sent via email for away games 

o Bus Field Trip Requests, submit it a week in advance: email it to Mrs. O’Donnell, cc: Coach Ennis, and 

Coach Crider. Complete all at once.  

o Bus Voucher, Pickup before 3:30pm or get with Mrs. O’Donnell prior. 

o Make sure it’s complete then place in Mrs. O’Donnell’s box within 24 hours 

o STA: (904) 723-4352 or (904) 496-6866          Randall: (904) 343-7362 or (904) 683-6024 

o Call 9:00 am in the morning or day prior to make sure they’re coming.  

o Email Scores/Stats: jbarney@wjct.com,and cfreeman@jacksonville.com  

o Enter Scores in MaxPreps App before 8am  

o Send a synopsis of the game to odonnells@duvalschools.org to get it announced at school. 

o If you send me a picture and synopsis, I’ll make sure it gets on social media. 

 
Hosting Football / Soccer / Flag / Lacrosse / Softball / Baseball 

o Put tables and chairs away 
o Take down American flag 
o Turn off scoreboard 
o Put away markers/bases and balls, drag or pick-up field 
o Put away score box and mic 
o Turn off sound system 
o Shut windows and lock door 
o Turn off stadium lights 
o Lock storage doors and storage containers 
o Put AED away 
o Shut and lock garage-type/serving door in concessions 
o Turn off restroom light 
o Lock concessions 
o Lock restrooms 
o Lock all gates along track and exits 

 
Hosting Volleyball / Basketball 

o Have some players sweep the floor 
o Put tables away 
o Put score table and sideline chairs away 
o Put the side basketball goals back down 
o Have students clean the bleachers 
o Bring in the bleachers 
o Bring in control box and turn off scoreboards 
o Put away the music/audio cord 
o Put towels in training room or laundry area 
o Clean up and leave gym cleaner than you found it 
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