
Foothill-SLAM NJB 
Sunnyvale - Los Altos - Los Altos Hills - Mountain View 

 
 

Foothill Junior College Small Gym Set-up Instructions 
 

Check List 
 

1. Foothill JC’s Small Gym is normally only used for our in-house tournament or for Super 
Bowl Sunday.  The first scheduled Gym Monitor will be pick up the money and game 
day gym bag at the Egan Middle School Small Gym.  The pick-up time will be 45 
minutes before the first game start time. 

2. The Foothill Junior College Small Gym will be set up by the facility staff at Foothill JC.  
This document will be provided to Foothill JC the week before the games, so it can be 
used by the facility staff in setting up the gym properly. 

3. Be sure to get a parking permit.  You must get a parking permit everyday of the week at 
Foothill JC. 

4. The Small Gym is to be set up for one court.  The pictures in the detailed instructions and 
the gym lay-out drawing show how the gym is to be set up. 

5. The Foothill-SLAM equipment manager may need to get an extra gym bag back from 
one of the schools not being used for games.  The Chapter only has one extra game day 
gym bag. 

6. Be sure to take an extra extension cord in case the facility crew forgets to supply an 
extension cord to power the scoreboard. 

7. Set up the scorer’s table with scorebook, pencils, portable scoreboard, and scorer’s desk 
gym binder.  Scorer’s table should be as far back as comfortable for the score keepers 
making room in front of the scorer’s desk for players to check in. 

8. Plug in the scoreboard and wrap the excess cord around the leg of the table to keep it 
from getting accidently unplugged by a player kicking the cord. 

9. Take out the controller from the back compartment and turn it on.  The display will say 
Code, you then hit the CODE key followed by the numbers 2213 (model number of 
controller) and finally hit the ENTER key.  The controller should be operational at this 
point.  Enter the number of minutes to the start of the first game and turn on the clock, so 
the teams know when the game is expected to start. 

10. There are no bleachers in this gym.  The facilities team should have put out chairs for the 
spectators and teams. 

11. We need five folding chairs for the scorer’s desk and for the referees.  Two chairs for the 
scorekeepers, one for the gym monitor, and two for referees. 

12. Check the game schedule in the binder to determine if there are any D2 or D3 games in 
this gym on this day.  If so, please use the blue painter’s tape and the tape measure in the 
pencil bag to mark the gym floor for free throws.  Measure three (3) feet from the free 
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throw line toward the basket and put about one foot piece of tape on the floor for D2 
teams.  Measure five (5) feet from the free throw line toward the basket and put about one 
foot piece of tape on the floor for D3 games. 

13. Since we are using a portable scoreboard, do not put up the signs on the scorer’s desk.  
These signs are for gyms where the scoreboard is mounted on the wall. 

14. Welcome the referees and let them know the level of the first game (should be only 
Division 2 and Division 3 in this gym), so they can prepare themselves for the rules.  The 
game schedule is in the game day binder and in the gym monitor binder. 

15. Make sure you have a smooth transition to the next assigned gym monitor. 

16. If for some reason the next schedule gym monitor does not show up, take the gym monitor 
sign and put it on the chair.  Then please talk to the Foothill Coach of the team playing 
next and ask them to recruit a parent from their team to be the gym monitor for the next 
game. 

Thank you for helping our league by setting up the gym.  Attached you will find detailed gym 
set-up instructions with pictures if you need further help. 
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Foothill Junior College Small Gym Set-up Instructions 
 

Job Responsibilities 
The gym set-up includes: 
• Getting the gym ready for the games; most of the set is done by the Foothill JC facility staff 
• Notifying Martin Silver (415-706-6580) or Scott Pinkner (650-468-7500) of any problems 

with the preparation of the gym including missing equipment like game balls or chairs and 
equipment not working properly such as the scoreboard. 

 
 
Step by Step Instructions 
1. Arrive at Egan Large gym least 45 minutes prior to the first game start time to give yourself 

enough time to get the gym ready.  You will be picking up the extra game day gym bag, 
possibly one portable scoreboards, and the cash.  The gym should be set up when you arrive 
by the Foothill Junior College facility staff. 

2. Be sure to check the Foothill Junior College web site for the campus map to locate the gyms.  
The gyms are next to the pool.  The large gym is building 2500 on the campus map attached 
to these instructions.  You can drive to the top of the hill, there is parking lot 2-A near the 
gyms such that you don’t have to walk up the hill. 

3. After you enter the gym, you should find it set up properly by the Foothill Junior College 
facility staff.  The set-up should be one scorer’s desk on the opposite wall from the entry 
door.  Scorer’s desk should have three chairs.  In addition there should be two chairs for the 
referees.  On each side of the scorer’s desk there should be a bench for the players to sit on 
while the game is going on.  This is a total of five chairs, one table and two benches.  Each 
bench can be replaced with eight chairs.  The scorer’s desk should have a portable 
scoreboard. 

 

 
 

At least eight chairs for 
each team or a bench 
 
 
 
Two chairs for the referees 
 
 
 
One table for the scorer’s 
desk and three chairs 
 
 
All of this is set up on the 
south side of the gym 
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Spectator Side of the Court 

       
 

4. It is time to set up the scoreboard and turn it on.  
  

                             
 

5. You should determine how many minutes until the start of the first game and enter that 
number into the scoreboard clock and start the timer.  This information on the scoreboard 
will help keep everyone on schedule.  The instructions for enter the code and starting the 
scoreboard are shown below: 

 
Instructions for entering code for the 2213 Portable Scoreboard 

 
1. Plug in scoreboard 
2. Turn it on using the button on the controller 
3. Controller displays “CODE” 
4. Hit the “Code” button on the controller 
5. Type “2213” 
6. Hit the “Enter” button on the controller 
 
6. Don’t forget to set up the scorer’s desk with the contents of the gym bag.  Take out the 

scorebook and place on the table.  You will find pencils in the binder.  Leave the binder on 
the desk for reference because it has the rules that the referees may need during the game.  
Leave the game balls in the gym bag and place the gym bag behind the scorer’s desk on the 
floor. 

Plenty of chairs for 
up to forty parents 

Back panel has the 
controller and power cord.  
 
Plug in the scoreboard and 
put the controller on the 
table. 
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Closer Look At the Set-up of the Scorer’s Desk 

 
 
7. Check the game schedule in the binder to determine if there are any D2 or D3 games in this 

gym on this day.  If so, please use the blue painter’s tape and the tape measure in the pencil 
bag to mark the gym floor for free throws.  Measure three (3) feet from the free throw line 
toward the basket and put about one foot piece of tape on the floor for D2 teams.  Measure 
five (5) feet from the free throw line toward the basket and put about one foot piece of tape 
on the floor for D3 games.  This gym has primarily Division 3 games, so you may only need 
the D3 free throw line. 

 

 
 
8. In a gym where the scoreboard is on the the scorer’s desk the Home team sits on the right 

(looking at the basketball court).  The signs in the game day gym binder are for gyms where 
the scoreboard is mounted on the wall.  You should NOT use these signs in Foothill Junior 
College, since we don’t get to use the scoreboard on the wall. 

9. If you can find the gym dust mop to sweep the floor, please use it to get the floor clean for 
the games.  This gym’s floor can be dusty and it needs to be cleaned prior to the games. 

 
 

 
Thanks for helping!  Our volunteers make our league successful! 

D3 free throws are 
five feet in front of 
the normal free throw 
line 
 
 
 
 
D2 free throws are 
three fee in front of 
the normal free throw 
line 
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Foothill Junior College Small Gym Layout 
 
 
 
 

 
 

• Restrooms are located in the locker rooms that are between the gyms & pool and the 
parking lot. 

Scorer’s desk, players’ chairs and referee chairs on this side of the gym 

Entrance to Gym 

Pool toward this 
side of gym 

Spectators sit on this side of the court (need 40 chairs) 



Foothill-SLAM NJB 
Sunnyvale - Los Altos - Los Altos Hills - Mountain View 

 
 

Foothill Junior College Small Gym Clean-up Instructions 
 

Check List 
 
1. Be sure to talk to the Foothill Coaches and remind them that the coaches and players are to 

help clean up the gym after the last game. They don’t have to put the equipment away 
because the Foothill Junior College facility staff will be putting the chairs, tables, benches, 
and bleachers away. 

2. There should be no signs to take down. 

3. At the end of the game, unplug and turn off the scoreboard controller.  Be very careful with 
this scoreboard.  It cost over $1,000 and we need it for future games.  Please put the 
extension cord in the game day gym bag.  Please check to make sure it is a Foothill-SLAM 
NJB scoreboard.  It should have a label on it if it belongs to us. 

4. Put all of the scorebooks, scorer’s desk binder, gym monitor binders, pencils and basketballs 
in the game day gym bag.  Please keep this neat. You can toss all of the rosters given to you 
by the coaches. 

5. Fold up all the chairs on the players’ side of the gym and leave them next to the scorer’s desk 
table.  Fold up all of the chairs on the spectator’s side of the gym and leave next to the 
entrance door just inside the gym. 

6. Clean up any trash or bottles in the bleachers and around the player benches. 

7. Pull up any blue tape on gym floor for the free throw distances for Division 2 and Division 3. 

8. Turn off the lights and pull the doors shut. 

9. Make sure the Gym Monitor Binder also gets put into the gym bag. 

10. Take the gym bag and portable scoreboard to Martin Silver’s home located at 2692 Yorkton 
Drive in Mountain View. 

 

Thank you for helping our league by cleaning up the gym.  Attached you will find detailed gym 
set-up instructions with pictures if you need further help. 
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Foothill Junior College Small Gym Clean-up Instructions 
 

Job Responsibilities 
The Gym Clean-up includes: 
• Folding up the chairs; 
• Getting the scorer’s desk materials back in the game day gym bag; 
• Tidying up and cleaning the gym so it is ready for the next user; 
• Taking the game day gym bag and scoreboard to Martin Silver’s home; 
• Notifying Martin Silver (Cell: 415-706-6580) or Scott Pinkner (650-468-7500) of any 

problems with the equipment or with the gym, so they can take action to get repairs 
completed or notify Foothill Junior College. 

 
 
Step by Step Instructions 
1. The last Foothill team playing in Foothill Junior College is supposed to help the gym monitor 

with clean-up.  Be sure to notify the parents in advance that the entire team including players 
are responsible for clean-up.  Have them pick up all the bottles and trash to be put in the trash 
cans. 

2. First you will need to put the scoreboard away.  Unplug it and put the controller and power 
cord into the small compartment on the back of the scoreboard.  Put the extension cord in the 
game day gym bag. 

 

                             
 

3. Put all of the scorer’s desk supplies, game day binder, gym monitor binder, basketballs, 
possession arrow, etc. back into the game day gym bag. 

4. Take all of the folding chairs and put them next to the scorer’s desk. 
5. Pull up any blue tape left on the gym floor and dispose in the trash. 
6. After the lights are off, you can exit the gym and make sure all doors are locked behind you. 
7. Please take the game day gym bag and the Foothill-SLAM NJB portable scoreboard(s) to 

Martin Silver’s home at 2692 Yorkton Drive in Mountain View.  The map is on the next 
page. 

 
Thanks for helping!  Our volunteers make our league successful! 

Back panel has the 
controller and power cord.  
 
Unplug the scoreboard and 
put the controller back in 
its compartment on the 
back of the scoreboard. 
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Map From Foothill Junior College to Martin Silver’s Home 
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Foothill Junior College Small Gym Layout 
 
 
 
 

 
 

• Restrooms are located in the locker rooms that are between the gyms & pool and the 
parking lot. 

 

Scorer’s desk, players’ chairs and referee chairs on this side of the gym 

Entrance to Gym 

Pool toward this 
side of gym 

Spectators sit on this side of the court (need 40 chairs) 



In
te

rs
ta

te
 2

80

El
 M

on
te

 R
oa

d
M

oo
dy

 R
oa

d
(f

ro
m

 In
te

rs
ta

te
 2

80
)

M
oo

dy
 R

oa
d

M
oo

dy
 R

oa
d 

En
tra

nc
e

On
e 

W
ay M
ai

n 
En

tra
nc

e

St
ad

iu
m

Lo
w

er
  C

am
pu

s  
Co

m
pl

ex

Ca
m

pu
s 

Ce
nt

er

12
34

5 
El

 M
on

te
 R

oa
d

Lo
s A

lto
s H

ill
s, 

CA
 9

40
22

-4
59

9
w

w
w

.fo
ot

hi
ll.

ed
u

(6
50

) 9
49

-7
77

7

Di
sa

bi
lit

y A
cc

es
s I

nf
or

m
at

io
n

(6
50

) 9
49

-7
01

7,
 vo

ice
;

(6
50

) 9
48

-6
02

5,
 TD

D

D
= 

 D
es

ig
na

te
d 

Sm
ok

in
g 

Ar
ea

= 
 A

cc
es

sib
le 

Ra
m

p

= 
 A

cc
es

sib
le 

Pa
rk

in
g

= 
 A

cc
es

sib
le 

Bu
s S

to
p

= 
 A

ut
om

at
ed

 Te
lle

r M
ac

hi
ne

A
TM

= 
 R

es
tro

om

= 
 Em

er
ge

nc
y P

ho
ne

911

= 
 El

ev
at

or

= 
 P

ay
 P

ho
ne

= 
 St

ep
s

= 
 C

on
str

uc
tio

n 
Zo

ne

= 
 60

-M
in

ut
e V

isi
to

r P
ar

kin
g

V

V

= 
 A

ut
om

at
ed

 Ex
te

rn
al 

De
fib

ril
lat

or
 (A

ED
)

= 
 Pe

de
str

ian
 Pa

th

= 
 B

icy
cle

 P
ar

kin
g

B

= 
 M

ot
or

cy
cle

 P
ar

kin
g

M

= 
 M

ap
M

= 
 Fo

od
 Se

rv
ice

s

= 
 H

ea
lth

 Se
rv

ice
s

= 
 P

ol
ice

Po
lic

e

Fi
re

 St
at

io
n

D1
80

D1
70

D1
60

D1
40 D1

20

D1
30

D1
00

So
ftb

al
l/S

oc
ce

r 
Fi

el
d

D260
D210

D220
D230

D250

D240

Ad
m

is
si

on
s

84
00

80
00

Lo
hm

an
 T

he
at

re

LO
T 8

Ca
m

pu
s 

En
tra

nc
e 8

85
00

– 
87

00
81

00
– 

83
00

74
00

73
00

72
00

71
00

70
00

LO
T 7Ca

m
pu

s 
En

tra
nc

e 7

67
00

66
00

65
00

64
00

63
0062

00

61
00

60
00

Ja
pa

ne
se

 

Cu
ltu

ra
l C

en
te

r

Az
um

ay
a

LO
T 6

Ca
m

pu
s 

En
tra

nc
e 6

5999 5998

59925991

59825981

5971 5972

5960595059425941

5931–5134

592259215912 5911

57
10

Te
m

po
ra

ry
 V

ill
ag

e 
  5

91
0–

59
99

58
0057

00
56

00

55
00

54
00

53
00

52
00

51
00

50
00

LO
T 5

LO
T 5

-A

Ca
m

pu
s 

En
tra

nc
e 5

43
00

42
0041
00

40
00

40
50

Ob
se

rv
at

or
y

LO
T 4

LO
T 

4-
A

LO
T 

4-
B

Ca
m

pu
s 

En
tra

nc
e 4

Kr
au

se
 C

en
te

r f
or

 

In
no

va
tio

n

36
00

35
00

Li
br

ar
y

Li
b

ra
ry

Q
u

ad

34
00

33
00

32
00

31
00

30
00

Ca
m

pu
s 

En
tra

nc
e 3

LO
T 3

LO
T 

3-
A

LO
T  

2-
A

PE
 2

00

PE
 2

40

28
00

26
00

25
00

23
00

22
00

–
21

00
20

00
–

Po
ol

Go
lf

Co
m

pl
ex

Ca
m

pu
s 

En
tra

nc
e 2

Bo
ok

st
or

e

AT
M

29
00

D1
50

27
00

 

Te
nn

is 
Co

ur
ts

Pr
ac

tic
e 

Fi
el

d

Ad
di

tio
na

l 

Pa
rk

in
g

LO
T 2

19
00

18
00

17
00

16
00

15
00

14
00

12
00

11
00

10
00

Sm
it

hw
ic

k 
Th

ea
tr

e

Fo
un

ta
in

Ad
m

in
is

tr
at

io
n

Ca
m

pu
s 

En
tra

nc
e 1

LO
T 1

LO
T 

1-
H

LO
T 1

-A
LO

T 
1-

B

LO
T 

1-
C

LO
T 

1-
D

LO
T 

1-
E

LO
T 

1-
G

D

D D

D
D

D

D

D

B

B

B

M

M

M

M

M

M

M

M

M

M

M

M

M

M

M

M

M

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

91
1

Po
lic

e

D1
00

–1
80

 
Ch

an
ce

llo
r’s

 O
�

ce
 (D

12
0)

 &
 D

ist
ric

t C
en

tra
l S

er
vic

es
10

00
 

Sm
ith

wi
ck

 Th
ea

tre
11

00
–1

80
0 

Fin
e A

rts
 &

 Co
m

m
un

ica
tio

n
15

00
  

Ap
pr

ec
iat

ion
 H

all
19

00
  

Pr
es

ide
nt

’s O
�

ce
20

00
 

St
ud

en
t A

cti
vit

ies
 O

�
ce

 &
 AS

FC
 Sm

ar
t S

ho
p

21
00

 
In

tra
m

ur
als

, M
idd

le 
Co

lle
ge

, H
ea

lth
 Se

rv
ice

s &
 Po

lic
e

22
00

 
Fo

od
 Se

rv
ice

s
23

00
 

Bo
ok

sto
re,

 H
ea

rth
sid

e L
ou

ng
e

25
00

–2
80

0 
Ph

ys
ica

l E
du

ca
tio

n &
 At

hl
et

ics
30

00
–3

40
0 

Bu
sin

es
s &

 So
cia

l S
cie

nc
es

35
00

–3
60

0 
Lib

ra
ry,

 M
ed

ia 
Ce

nt
er

 &
 Tu

to
ria

l C
en

te
r

40
00

 
Kr

au
se

 Ce
nt

er
 fo

r I
nn

ov
at

ion
 &

 Pr
int

 Sh
op

41
00

–4
30

0 
Co

m
pu

te
rs,

 Te
ch

no
log

y &
 In

fo
rm

at
ion

 Sy
ste

m
s

51
00

–5
30

0 
Bi

olo
gic

al 
& 

He
alt

h S
cie

nc
es

53
12

 
De

nt
al 

Cli
nic

54
00

–5
70

0 
Ph

ys
ica

l S
cie

nc
es

, M
at

he
m

at
ics

 &
 En

gin
ee

rin
g

58
00

 
Ad

ap
tiv

e L
ea

rn
ing

 &
 D

isa
bil

ity
 Se

rv
ice

s
59

00
 

Te
m

po
ra

ry
 Vi

lla
ge

60
00

–6
50

0 
La

ng
ua

ge
 Ar

ts
66

00
 

Ja
pa

ne
se

 Cu
ltu

ra
l C

en
te

r

67
00

 
Bi

olo
gic

al 
& 

He
alt

h S
cie

nc
es

70
00

–7
30

0 
En

vir
on

m
en

ta
l H

or
tic

ult
ur

e &
 D

es
ign

 &
 Ve

te
rin

ar
y T

ec
hn

olo
gy

80
00

 
Lo

hm
an

 Th
ea

tre
81

00
 

Ad
m

iss
ion

s
82

00
 

EO
PS

, F
ina

nc
ial

 Ai
d, 

Te
sti

ng
83

00
 

Co
un

se
lin

g, 
Tra

ns
fer

 Ce
nt

er
85

00
-8

70
0 

Bi
olo

gic
al 

& 
He

alt
h S

cie
nc

es

Bu
ild

in
g 

& 
Pr

og
ra

m
/D

iv
isi

on


