
 

QUICK NOTES FOR  

“HOW TO COMPLETE A TIMESHEET” 
 

Steps Prior to the Start of the Game: 

1) Team name should read Association, Division, Team #, Team Name.  

For example, “Team Name”:     SRY     PW3     Vipers. 

2) Verify that all the players listed on the sheet are present on the floor. 

3) Coaches and bench staff must sign game sheet. 

4) Coaches are responsible for filling out the ‘GAME Information’ section on 

the top right hand corner of the sheet.  Game #’s are important.  If not 

filled out, please alert referee during half-time. 

5) Game sheets must be clearly handwritten and neat.  Please press hard 

when writing as there are three (3) carbon copies to be made. 

 

Recording a Goal: 

1) Record the time that the goal was scored. 

2) When the referee tells you who scored & assisted the goal, record it on 

the game sheet.  Ensure you write the period it was scored in and check 

the appropriate box if it was a power-play goal (PP), shorthanded goal 

(SH) or empty net goal (EN).  Please refer to the example on the 

reverse. 

 

Recording a Penalty: 

1) Record the time that the penalty was called at in the “Time Off” box. 

2) When the referee tells you what the offense was and for how long, write 

the information on the game sheet, ie. sweater#, min., period and 

offense.  Please refer to the penalty codes on the right-hand side of the 

game sheet for the offense code. 

3) Record time when the player goes back on the floor. 

 

Recording Shots on Net: 

1) Please record all shots on net for each period and mark down in 

appropriate box. 

2) A ‘shot on net’ is any shot towards the net that would have gone in had 

there not been a goalie. 

 

Time Outs: 

1) Each team is allotted one ‘time out’ per period. 

2) Please mark accordingly on the sheet. 

 

Finishing Game Sheet: 

1) At the end of the game, make sure that the goals are recorded in the 

appropriate period box and totalled on the sheet. 

2) Shots on net must also be recorded on the sheet in the appropriate box. 

3) Please tally final score. 

 

Lastly, please REVIEW the completed game sheet and compare it with the 

example that is provided on the reverse.  Any further questions, please ask a 

referee for assistance. 

  



 

 

 


