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Template Email to Medical Team
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Subject: Tournament Medical Staff Information
[SALUTATION],
Thank you for working [Tournament Name] at [Venue 1], [Venue 2], or [Venue 3]. We ask that you bring your own med kit and ice bags. Ice and water will be provided. Lunch will also be provided.
Upon your arrival, be sure to check in at the registration tent. At the registration tent, you will meet our Tournament Directors for the weekend. The tournament directors for [Tournament Name] are:
[Venue 1]:
[Tournament Director Name]: [Phone Number]
[Tournament Director Name]: [Phone Number]
[Venue 2]:
[Tournament Director Name]: [Phone Number]
[Tournament Director Name]: [Phone Number]
[Venue 3]:
[Tournament Director Name]: [Phone Number]
Upon your arrival, you will be given your [SUPPLY LIST]. Please be sure [DIRECTIONS ABOUT SUPPLIES].
In your binder, you will find the venue’s emergency action plan, blank injury report forms, blank SCAT5/Child SCAT5 forms, and post-concussion home instructions. Please review the emergency action plan upon your arrival.
In the event of a concussion, please complete two SCAT5 forms—give one to the patient’s parent or guardian and leave one in the binder. In addition, make sure you provide the athlete's parent or guardian with concussion home instructions.
If you need to activate the emergency action plan, please immediately inform the tournament staff that you are doing so. Please indicate if you have already called 911 or if you would like them to call for an ambulance and provide them with the necessary details to do so.
If you need an AED, there is one located in [AED LOCATION]. Please radio for the AED and an ambulance to your location and begin CPR.
The tournament staff on-site has [TOURNAMENT STAFF LEVEL OF TRAINING] handling emergency situations at tournaments. They are prepared to assist with [TOURNAMENT STAFF SKILLS]. Please also note that all of our tournament staff is CPR/AED trained.
If you have any questions, comments, or concerns, please contact either [Contact Name] ([Phone Number]) or [Contact Name] ([Phone Number]).
After the event, please return your AT manual, walkie-talkie, and red vest to the tournament staff before your departure. You will be paid for this weekend via Go4Ellis.
Shift times for the weekend are as follows:
Saturday ([Date])
[Venue 1]
[Name] - [Shift Time]
[Name] - [Shift Time]
[Venue 2]
[Name] - [Shift Time]
[Name] - [Shift Time]
[Venue 3]
[Name] - [Shift Time]
[Name] - [Shift Time]
Sunday ([Date])
[Venue 1]
[Name] - [Shift Time]
[Name] - [Shift Time]
[Venue 2]
[Name] - [Shift Time]
[Name] - [Shift Time]
[Venue 3]
[Name] - [Shift Time]
[Name] - [Shift Time]
The shift times will be updated on the app this weekend.
Attached, please find our emergency action plan for each of our venues. Please review your venue's EAP before your shift this weekend! If you have any questions, please let me know.
Thank you again for all that you do for [Tournament Organization]!
[YOUR NAME]






Example of Filled in Template Email

Good Afternoon,
 
Thank you for working The NXT Cup at United Sports, West Chester East High School, or Downingtown West. We ask that you bring your own med kit and ice bags. Ice and water will be provided. Lunch will also be provided. 
 
Upon your arrival, be sure to check-in at the registration tent. Please also be sure to check-in via the Go4Ellis app. There is a check-in menu on the left side menu of the dashboard. If you forget to check-in on the app, you will not be paid for your shift so please don't forget!  At the registration tent you will meet our Tournament Directors for the weekend. The tournament directors for The NXT Cup are:
· United Sports:
· Brett Smith: XXX-XXX-XXXX
· Michelle Childs: XXX-XXX-XXXX
· West Chester East High School:
· Joel Embiid: XXX-XXX-XXXX
· Conor Carson: XXX-XXX-XXXX
· Downingtown West:
· Tom Schmidt: XXX-XXX-XXXX
Upon your arrival, you will be given your walkie-talkie, your athletic training binder as well as your red medical team vest. Please be sure to wear your vest at all times as it shows our participants that you are a part of the medical staff.  
 
In your binder you will find the venue’s emergency action plan, blank injury report forms, blank SCAT5/Child SCAT 5 forms and post-concussion home instructions. Please review the emergency action plan upon your arrival. 
 
In the event of a concussion, please complete two SCAT 5 forms - give one to the patient's parent or guardian, and leave one in the binder. In addition, make sure you provide the athlete's parent or guardian with concussion home instructions. 
 
If you need to activate the emergency action plan, please immediately inform the tournament staff that you are doing so. Please indicate if you have already called 911 or if you would like them to call for an ambulance and provide them with the necessary details to do so.  
 
If you need an AED, there is one located in the main registration tent.  Please radio for the AED and an ambulance to your location and begin CPR.
 
The tournament staff on site has much experience with emergency situations at lacrosse tournaments. They are prepared to help you with crowd control, parent communication and facilitating ambulance logistics. Please also note that all of our staff has been CPR/AED trained as well.
 
If you have any questions, comments, or concerns, please contact either Ellis Mair (XXX-XXX-XXXX) or Jan Minnis (XXX-XXX-XXXX)
 
After the event, please return your AT manual, walkie-talkie, and red vest to the tournament staff prior to your departure. You will be paid for this weekend via Go4Ellis.

Shift times for the weekend are as follows:
· Saturday (7/7)
· United Sports
· Jan Ginnis - 7am-7pm
· George Lopez - 7am-7pm
· Carrie Jones - 7am-7pm
· Jeff Shoemaker - 7am-7pm
· Kristen Fire - 7am-7pm
· West Chester East High School
· Sarah Super - 7am-2pm
· Kevin Milford - 7am-7pm
· Susan Georg - 7am-7pm
· Jae Jackson - 7am-7pm
· Rachel Pheobe- 7am-1pm
· Downingtown West High School
· Aaron Spaulding - 7am-1pm
· Kristen Kobb - 7am-1pm
· Sunday (7/8)
· United Sports
· Jan Ginnis - 7am-3:30pm
· George Lopez - 7am-1pm
· Carrie Cherwony - 7am-1pm
· Kristen Fire - 7am-2pm
· Jae Jackson - 7am-12pm
· West Chester East High School
· Lindsay Gerald - 7am-2pm
· Mary Mare - 7am-3:30pm
· Kevin Kelly - 7am-2pm
· Rachel Ray - 7am-2pm
· Achiro Tak - 7am-11:30am 
***The shift times will be updated on the app this weekend.*** 

Attached please also find our emergency action plan for each of our venues. Please review your venue's EAP prior to you shift this weekend! If you have any questions, please let me know!
 
Thank you again for all that you do for NXTsports!

Ellis Mair
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