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NATIONAL ASSOCIATION OF INTERCOLLEGIATE ATHLETICS CHAMPIONS OF CHARACTER

INTEGRITY •  RESPECT • RESPONSIBILITY • SPORTSMANSHIP • SERVANT LEADERSHIP

Champions of Character High School Awards Program

The Champions of Character High School Awards Program is designed to spread the Champions of Character message to area high schools, high school youth and parents and generate interest in your NAIA Championship.    Through this program high school student-athletes are recognized for displaying character both on and off the field or court.   

As a Championship host you are free to use any or all of the pieces of this program.  Additional Champions of Character resources can be found at  http://www.championsofcharacter.org/ViewArticle.dbml?DB_OEM_ID=27910&ATCLID=205367783
Goals: To spread the Champions of Character message and generate interest in Champions of Character and your NAIA Championship.  

Objectives

· Raise awareness of Champions of Character 

· Make meaningful connections with area high schools and high school youth and their parents  

· Reward participants for displaying character

· Increase attendance at your Championship

Templates
The following resources are included to help you plan and implement yourChampions of Character High School Awards Program.  
Best Practices 
2
Suggested Timeline
3

Preliminary Information 
6
Award Criteria 
7
Nomination Form 
8
Student-Athlete RSVP Form 
9

Nominator RSVP form
10
Additional ticket order form
11
Additional ticket order form (example)
12

Announcer Script
13
Award Certificate (example)
14
Tracking Tool 
15
Questions?

For questions on this toolkit or the Champions of Character High School Awards program please contact Champions of Character at championsofcharacter@naia.org
Champions of Character High School Awards Program Best Practices
PLANNING YOUR PROGRAM
· Seek input from your Tournament Committee.  

· When choosing a time/date for your program, consider your Championship schedule and high school schedules (vacations, testing).  

· If needed, seek sponsors.  

· Determine if tickets to the Championship will be included and how many (see Championship Tickets below) 

· Consider adding a reception.   Determine where and when this might be held.  
PROMOTING THE PROGRAM TO AREA HIGH SCHOOLS
· Contact list for high schools should include contact information for the Athletic Director and Principal. 

· Send preliminary information about your event early, if possible 5-6 months in advance.  

· Avoid sending information to schools immediately after vacations or at the beginning of the school year.  

· Send weekly email reminders about nominations.   Send a “FINAL REMINDER”. 

CHAMPIONSHIP TICKETS: 
· Consider providing tickets to the Championship for each award winner, their parents and the nominator. 

· Tickets can be distributed at event check in.

· Be prepared to leave tickets at Will Call.  

· Extra tickets may be needed. 
AWARDS CEREMONY
· If possible, hold the awards ceremony during your Championships.  
· Determine how the award winners will be announced and line-up after they are announced.  
· Consider including background music as the award winners are announced. 
· Determine who will be part of the awards ceremony.  Include any sponsors. 
· Provide the announcer with a script which includes the names and high schools for each award who is present.  
· Ask all award winners to line up 5 min before the ceremony. Ensure all are present and in the same order as the script.  If certificates will be distributed during the ceremony make sure they are in order.  
· As soon as possible, make sure the announcer gets any changes in the script (no shows, late comers etc).  
· Be prepared to handle award winners who show up for ceremony but are not on the list.  Have extra blank certificates and make last minute additions to the script.  If needed, put these winners at the end of the line-up. 
· End the ceremony with a group picture of award winners, sponsors and organizers. 
RECEPTION
· A reception can be held before or after the ceremony.    Monday-Friday events should not start before 5 pm. 
· A one hour reception allows time for a short program and ceremony instructions. 

· Consider offering several pick up food options which appeal to high school student-athletes.  
· Offer at least one healthy food option. 

· Offer water and one other beverage. 

· Necessary equipment might include a podium, microphone, screen, projector, laptop computer. 
· If game or reception tickets could be purchased have a small amount of cash on hand at check in.  

· Championship tickets can be distributed at check-in. 

· Certificates can be distributed at check in.  

· An awards power point can run before and during the reception.  Include slides for each award winner, with their picture, high school name and high school logo. 

· Begin the program with a welcome. Recognize any sponsors and introduce the speaker.  

· Give sponsors a chance to address the audience.
· Include a speaker who can speak about Champions of Character and the importance of displaying character.  

· Set up a check-in table close to the reception.  Have a list of attendees and guests available.  

PHOTOGRAPHY
· Some schools or organizations require photo releases.  Check with schools and organizations before publishing pictures of your event.
· Send the group photo to all award winners, nominators and sponsors.

· Include a photo disclaimer on information sent to schools.  A customizable photo disclaimer example is shown below. 
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Champions of Character High School Awards Program Suggested Timeline

	DATE
	TASK 

	6  Months 

Prior 
	 FORMCHECKBOX 
 Begin planning your event. Determine date, time, location, and if tickets and a reception are included.
 FORMCHECKBOX 
 Create a promotional flyer or letter to send to high school contacts with preliminary information. 
 FORMCHECKBOX 
 Build contact lists for area high schools (Athletic Directors and Principals)

 FORMCHECKBOX 
 When available, send preliminary information or a promotional flyer to High school contacts.   
 FORMCHECKBOX 
 If needed, seek sponsors.  

 FORMCHECKBOX 
 Discuss and plan for set up needs. (Equipment , AV, tables).  
 FORMCHECKBOX 
 Determine how extra tickets or reception reservations will be purchased (cash, check, charge)  
 FORMCHECKBOX 
 Create nomination materials (forms and letters). Nomination due date should be 6 weeks prior to event. 
 FORMCHECKBOX 
 If needed, determine how rsvp’s will be handled, the due date and the cost for extra reservations. 

 FORMCHECKBOX 
 Create an rsvp form. 
 FORMCHECKBOX 
 Determine volunteer needs.  

	

	3 Months 

Prior
	 FORMCHECKBOX 
 Send (preferably email) nomination materials to high school contacts.  
 FORMCHECKBOX 
 Build list of nominees, nominators as nominations are received.

 FORMCHECKBOX 
 Begin sending weekly reminders with nomination materials to high school contacts. 
 FORMCHECKBOX 
 Determine the menu for the reception.  Determine the cost for extra reception reservations. 
 FORMCHECKBOX 
 Request any set up needs (equipment, AV, table set up etc)  
 FORMCHECKBOX 
 Begin recruiting volunteers. 

 FORMCHECKBOX 
 Determine, request or make signage (check-in, directional signage to the reception etc.)

 FORMCHECKBOX 
 Keep sponsors up to date on your events and how they can be included.

	

	2 Months 

Prior
	 FORMCHECKBOX 
 Send a FINAL REMINDER for nominations to high school contacts.   

 FORMCHECKBOX 
 Send reception rsvp information to all nominees and nominators.  
 FORMCHECKBOX 
 If you are doing a power point, request a picture of the nominee and school logo.
 FORMCHECKBOX 
 Add reception rsvps as they are received.   Track and collect any extra guest or ticket fees.  

 FORMCHECKBOX 
 Secure a speaker for the reception.  

	

	1 Month 

Prior
	 FORMCHECKBOX 
 Add reception rsvp’s as they are received.  Track and collect any extra guest or ticket fees.  

 FORMCHECKBOX 
 Write a script for the ceremony.
 FORMCHECKBOX 
 Begin creating a power point.  Add pictures and school names and logos as you receive them. 

 FORMCHECKBOX 
 Determine the reception and ceremony program.  Send information to the speaker and any sponsors.  

	

	Two Weeks Prior 
	 FORMCHECKBOX 
 Deadline for receipt of reception rsvps, pictures and school logos.  

 FORMCHECKBOX 
 Finalize list of award winners, nominators, reception rsvp’s and guests. 
 FORMCHECKBOX 
 Confirm the reception menu and set up (tables, serving table, drink stations, closing). Finalize at 1 week. 
 FORMCHECKBOX 
 Confirm equipment requests. 

 FORMCHECKBOX 
 Order tickets for your Championship event. 

 FORMCHECKBOX 
 Work out details on any background music during the ceremony.

 FORMCHECKBOX 
 Send instructions to volunteers. 

	

	One Week Prior
	 FORMCHECKBOX 
 Final head count for reception menu and set up.   
 FORMCHECKBOX 
 If needed, run any charges for extra tickets or reception reservations. 

 FORMCHECKBOX 
 Create award certificates. Merge names and schools from the list of nominations. 
 FORMCHECKBOX 
 Print certificates and put them in envelopes with card board. Label with name.  

 FORMCHECKBOX 
 Finish the power point. Save it on a flash drive. 
 FORMCHECKBOX 
 Print two award recipient lists for check in. Include high school name and the total number of guests.   

 FORMCHECKBOX 
 Create and print one nominator list for check-in. Name and school and any guests only. 

 FORMCHECKBOX 
 If needed, secure a small amount of cash for change at check-in.

 FORMCHECKBOX 
 Write any remarks or instructions for on the ceremony to be given at the reception.

	

	Day Of
	 FORMCHECKBOX 
 Bring to event:

· Check in lists (2 for attendees (one is for the announcer), 1 list of nominators)

· Labeled envelopes with certificates

· Tickets

· Cash 

· Laptop (or flash drive with the power point )
 FORMCHECKBOX 
 Be at event site at least 1 hour early.  

· Check set up, equipment, check-in.

· Set up signage (volunteers can help with this). 
· Test AV and power point. Start power point. 
· Give volunteers instructions. 
 FORMCHECKBOX 
 Start Power Point ½ hr before reception begins.  

	
	

	Awards Reception/

Ceremony
	 FORMCHECKBOX 
 Check in and greet attendees. Check and write down pronunciation of names.  If desired, distribute Championship tickets and certificates.  
 FORMCHECKBOX 
 Once all have checked in get the script and winner’s list (only names of those present) to the announcer.  

 FORMCHECKBOX 
 Stop power point before the program begins. 

 FORMCHECKBOX 
 Give ceremony instructions at the end of the program. 

 FORMCHECKBOX 
 5 minutes prior to ceremony:  

· Line up award recipients in alpha order. Ensure they are in order with the script and certificates. 
· If additional attendees are present add them to the list and get their information to the announcer as soon as possible.  If needed, give them a blank certificate during the ceremony. 

 FORMCHECKBOX 
 Help with the ceremony.

 FORMCHECKBOX 
 Ensure everyone can be seen in the group picture. 

	
	

	Follow Up
	 FORMCHECKBOX 
 Turn in any payments received the day of the event.  
 FORMCHECKBOX 
 Publicize your award recipients. 

 FORMCHECKBOX 
 Send certificates to all those who could not attend (Dave)

 FORMCHECKBOX 
 Send thank you letters to volunteers. 


Champions of Character High School Awards Program Introductory Information 
Create your own introductory letter or insert your awards program information and send this letter to high school contacts. 
Dear Athletic Director and Principal:
 

The [Championship Host Name] and the National Association of Intercollegiate Athletics is pleased to sponsor the [Championship City] Champions of Character High School Awards.   This award is presented to [Championship City] area high school student-athletes who exhibit exemplify the Champions of Character values both on and off the field or court.  

The Champions of Character High School Awards will be presented on [day,date] during the NAIA [Sport Here] Championships to be held at [Championship Location].   

You will have the opportunity to nominate two deserving student-athletes, one male and one female for this award. Nominees may be selected from any sport sponsored by your high school. Nomination forms will be distributed in [Month].  

Your nominees will receive a certificate and four complimentary tickets to attend the [Date] games as well as the reception which will be held prior to the awards ceremony. 

We hope you will choose to honor two of your student-athletes with a nomination for this award.  Thank you in advance and please let me know if you have any questions or if I can be of assistance. 

Sincerely,

Champions of Character HIGH SCHOOL AWARDS PROGRAM AWARD CRITERIA

Feel free to cut and paste the criteria below into your own nomination form. 

CHAMPIONS OF CHARACTER HIGH SCHOOL AWARD

AWARD CRITERIA 

The NAIA Champions of Character High School Award nominee should be a student-athlete who embodies the NAIA’s five core values, Integrity, Respect, Responsibility, Sportsmanship and Servant Leadership.  These values go well beyond the playing field and help guide the individual in making good daily decisions and choices in all aspects of his or her life.  
Your award nominee should consistently showcase these five core values and reflect the true spirit of competition.

INTEGRITY
Positive internal traits that guide behavior.

RESPECT
Treating others the way you want to be treated.

RESPONSIBILITY
The social force that binds the individual to the good of the team.

SPORTSMANSHIP
Following the rules, spirit and etiquette of athletic competition.

SERVANT LEADERSHIP
Serving the greater good while focusing on the team’s mission and purpose.

Each school may nominate two deserving student-athletes, one male and one female. The student-athlete may participate in any sport sponsored at the high school they attend. Please fill out the attached form for each student-athlete who is being nominated.           

Champions of Character High School Awards Program Nomination Form
Feel free to cut and Paste the information below into your own form.  
CHAMPIONS OF CHARACTER HIGH SCHOOL AWARD 

NOMINATION FORM


NOMINEE’S INFORMATION:

	Student-athlete’s name as they want it on the certificate
	     

	

	School
	     

	

	Student athlete’s or Parent’s Email address
	     

	

	How does this student-athlete demonstrate the Champions of Character core values? 

	     


NOMINATOR’S INFORMATION:

	Person Nominating student-athlete
	     

	

	Position
	     
	School 
	     

	

	EMail 
	     
	Phone
	     

	


Please note we will be sending all communications about this award via E-mail to the E-mail addresses on this form so it is important that the E-mail addresses above are accurate.  Note the NAIA does not share contact information with other parties.   We will contact the nominator by phone in the event of any communication difficulties.  THE DEADLINE FOR NOMINATIONS IS [Date]. 
Please fax or email this nomination form to: 

[Name]
[Email] 

[Fax] 
[Phone]
Champions of Character High School Award Student-Athlete RSVP Form

Feel free to fill in the fields and cut and paste all or part of this form into your own document.  

Champions of Character High School Award

RSVP Form

You will receive [#] complimentary passes to both the reception and game, [#] for you and [#] guests.  Your nominator will also receive one pass to each event.   If needed game only tickets for you and your two guests can be picked up at Will Call.  

If you would like to buy passes for the reception and game for additional guests please list their names below and complete the second page of this form.  Extra game only tickets for additional guests can be purchased at the box office for [$] each. 

*Please fill out this form completely and return to [Contact name] by [Date].

	Student-Athlete Name
	     

	

	Reception and Game  FORMCHECKBOX 

	Game Only  FORMCHECKBOX 
  Please pick up your ticket at Will Call

	Guest #1 Name 
	     

	
	

	Reception and Game  FORMCHECKBOX 

	Game Only  FORMCHECKBOX 
  Please pick up your ticket at Will Call

	Guest #2 Name 
	     

	
	

	Reception and Game  FORMCHECKBOX 

	Game Only  FORMCHECKBOX 
 Please pick up your ticket at Will Call

	Additional Guest Name 
	     

	
	

	Reception and Game  FORMCHECKBOX 

	Game only tickets can be purchased at the box office 

	Additional Guest Name 
	     

	
	

	Reception and Game  FORMCHECKBOX 

	Game only tickets can be purchased at the box office


 FORMCHECKBOX 
 We are sorry we will be unable to attend.
Make sure to return this form along with a current picture of you (digital copy please).

Please return this form to:  [Name]
Fax: [Fax #]
Email: [Email]
Champions of Character High School Awards Nominator RSVP Form

Feel free to fill in the fields and cut and paste all or part of this form into your own document. 

Champions of Character High School Award

RSVP Form

A complimentary pass to the Awards reception and the game will be provided. Please complete the form below and indicate if you will attend this event.  

If you are unable to attend the reception but would like to attend the game and the awards presentation we will reserve a ticket for you at Will Call. 

If you would like to buy more passes they are available, just fill out the order form on the second page.  Game only tickets for additional guests can be purchased for [$] at the Box Office. 

	Student-Athlete Name
	     

	

	School 
	     

	Nominator’s Name 
	     

	
	

	Reception and Game  FORMCHECKBOX 

	Game Only  FORMCHECKBOX 
  Please pick up your ticket at Will Call

	Additional Guest Name 
	     

	
	

	Reception and Game  FORMCHECKBOX 

	Game only tickets can be purchased at the box office 

	Additional Guest Name 
	     

	
	

	Reception and Game  FORMCHECKBOX 

	Game only tickets can be purchased at the box office


 FORMCHECKBOX 
 I will not be attending. 

Please make sure to return this form along with a digital copy of your school logo.

Please return this form to:  [Name]
Fax: [Fax #]
Email: [Email]
Champions of Character High School Award Ticket Order Form

Use this form to order extra tickets.  Fill in the fields and cut and paste all or part of this form into your own document. 

	Please fill out this form completely and return to [Name] by [Date].

	

	Student Name
	     

	

	School Name
	     

	

	Ticket Purchaser
	     

	

	Address
	     
	City
	     
	State
	     
	Zip
	     

	

	Email Address
	     

	

	Home Phone
	     
	Cell Phone
	     

	

	

	Type of Ticket
	Price
	Quantity
	Amount

	Adult (ticket and Reception)
	     
	     
	     

	

	Student (ticket and Reception)
	     
	     
	     

	

	Totals
	     
	     
	     

	

	

	Payment Type 
	 FORMCHECKBOX 
 Check ( Make Checks payable to [Name] )
	 FORMCHECKBOX 
 Visa  

	 FORMCHECKBOX 
 MasterCard
	 FORMCHECKBOX 
 Money Order  

	

	Card Number
	     
	Expiration Date 
	     

	

	Print Name 
	

	

	Signature
	

	

	

	Please return by [Date] to:
	[Name]

	

	Email 
	[Email]
	Fax
	[Fax]


Champions of Character High School Award Ticket Order Form (example)
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Champions of Character High School Award Script
Feel free to create your own script of fill in the fields below and use all or part of this script for your Champions of Character High School Awards ceremony. 

The National Association of Intercollegiate Athletics is pleased to sponsor the [# of years] Annual NAIA [City] Champions of Character High School Award. This award is presented to [City] area high school student-athletes who exhibit and exemplify the Champions of Character values both on and off the field or court.  

Integrity, respect, responsibility, sportsmanship, and servant leadership are the criteria these student-athletes demonstrate.  They do their best to represent their school, teammates and themselves while striving to have the Integrity to stand by their word; Respect their opponents, the officials, teammates, coaches, themselves and the game; take Responsibility for their actions in all areas of life; exemplify Sportsmanship by holding themselves to the highest of standards of play and provide Servant Leadership where they serve others while striving to be a team leader. These [# of winners] high school student-athletes were nominated by their coaches and Activity Directors.  
To present tonight’s awards the NAIA would like to welcome [Name, title] and [Name, title] to the [Court, Field,Track]
Please hold your applause till all names have been called.  

Read names and schools for award winners. 

Congratulations to all award winners!

Champions of Character High School Awards Program Certificate (example)
Below is an example of an awards certificate which could be presented to your award winners. 

Champions of Character High School Award Program Tracking Tool

Use this tracking tool (spreadsheet) to record student-athlete nominations and nominator information, RSVPs, payments and photo and logo receipt.  Click on the link below to access the spreadsheet.  
http://www.championsofcharacter.org/fls/27910/1NAIA/doc/NAIAChampionsofCharacter_HSAwardsSpreadsheet.xls? DB_OEM_ID=27900
This tool includes separate worksheets for:

Contact Information (Nominees, Nominators, Schools, Contact info etc). 

Nominee RSVP’s

Nominator RSVP’s

Photo/Logo (receipt)

Nominee Roster (for check in)

Nominator Roster (for check in)

Nominee Announcer List (confirm at check in) 
Feel free to delete or add information and worksheets.   
NAME OF HOST frequently videotapes and photographs participants enjoying our programs and special events.  These images are used by NAME OF HOST in publications, on the web, for television/cable promotions, or to use as is seen fit. The images are used at the program’s discretion and become its sole property.  Individuals will not be identified unless permission to do so is granted. 








Directions:  Please note there are two ways to complete and return this form.  


1) Print this form, fill in the blanks in written form and fax it back to the fax number shown.   


2) Save this form, fill in the fields below electronically, save it again and return it as attachment by email to the email address at the bottom of the page.  
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