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Preface 
 
This document is intended for all NMHA Officiating Program (NMHAOP) Timekeepers, 
but may be referenced by On-ice Officials. Its primary roll is to provide insight in the 
NHAOP registration and assignment procedures through OMS, as well as various 
guidelines and procedures for Timekeepers, both at the house league and competitive 
levels.  
 
Any omissions, errors or depreciated information contained herein should be duly 
directed to the NMHA Executive Committee. 
 
Further information, such as pay rates and contact numbers and e-mails can be obtained 
from the NMHAOP website, at www.nmharefs.com.  
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Off icials Management System (OMS) Procedures 
 
The OMS is an online application which provides a means for the assignor to assign 
registered officials and for all officials to view their schedule. All officials must register 
in the system in order to be able to be assigned to games and hence, then have access to 
and view and print their schedule. The OMS also provides and online phone listing for all 
officials, which is directly tied into the information provided at the time of registration. 
Each officialÕs rating, which indicates the highest level of which the official can be 
assigned, is decided upon by the NMHA officiating Program Executive Committee.  
 

Assignment of Games 
 
Every effort is made to assign games with lots of notice, to help the assignor, please make 
sure your personal schedule is up to date at all times. Keep in mind that if you book off 
on the personal schedule from 10am to 11am you can be assigned a game that starts at 
11am. To avoid this occurrence book the time off until you are available. (i.e. if you want 
from 10 to 11 off but have a 20 minute drive home book off until 11:20) 
 
After being assigned a game you have 72 hours to decline the game by using the decline 
button in OMS. It should be noted however that if you decline one game in a multiple 
game set, you could loose the whole set, i.e you decline the 6am game in a 6, 7,8am set, 
you may loose all three games. After 72 hours it is your responsibility to find a 
replacement that is rated to do the level of hockey. There is a trade feature with in OMS 
that will allow you to pool games, however until those games are picked up, you are still 
responsible for those games.  
 
If you return a game back to the assignor after 72 hours of having received the 
assignment, and you do not want to find your own replacement, a re-assign fee will be 
levied from your account. There are over 150 officials in our district and a readily 
available online phone list which makes calling the assignor at 10:00 PM on a Friday 
night saying Ò I can not take my game at 6:00AM tomorrowÓ unacceptable. Most people 
who would work an early game are likely in bed at that time, which makes it very hard to 
find a replacement on such short notice. 
 
So please, if you have a problem with a game on your schedule, try to trade with another 
timekeeper. Trading a game will allow you not to loose out on the number of games on 
your schedule. However, it may be necessary to give the game awayÉ remember itÕs 
better to give it away than no show and be levied a fine!  
 
It is highly recommended that you check your e-mails every 2nd day for any new 
assignments, re-scheduled assignments and/or cancellations, as you may not get a phone 
call. Phone calls are reserved for emergency situations, such as last minute cancellations 
or additions. Another good habit is to log in to OMS once or twice a week to print your 
weekly schedule or if you do not have a printer write it out. OMS is a web based system 
and there for can sometimes go down, it is always good to have a backup hard copy.  
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You are accountable for anything on your schedule within OMS. The excuse, ÒI didnÕt 
know I had a gameÓ or ÒI forgot I had a gameÓ or ÒI thought it was at another rink or 
another dayÓ will not be accepted and neither will ÒI didnÕt know the procedure.Ó A great 
deal of effort was put fourth to ensure that the schedules are as accessible as possible. 
  

Reminders 

 
In addition to the new assignment notifications, OMS sends out a one day advanced 
reminder automatic e-mail, to the e-mail address provided at the time of registration. To 
all officials who have upcoming games. The e-mail will remind the official of the 
scheduled game(s), time, and place of the game.  
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Day of Game Procedures 
 

What to Br ing 
- 2 or 3 blue or black pens NO OTHER COLOURS OR PENCILS PLEASE 
- scrap paper or notepad/notebook 
- clock instructions (as required) 
- TimekeeperÕs or Competitive TimekeeperÕs Manual 
- Watch/stopwatch (for use in running time or during clock malfunction) 
- Appendix ÒAÓ Penalty and Misconduct Codes  

 

Overview of TimekeeperÕs Responsibilities 
 
The timekeeper must arrive no later than 15 minutes before the scheduled start of the 
game (20 minutes for tournaments) and present themselves to the refereeÕs in the 
refereeÕs room so that they know you have arrived. Simply knock on the refereeÕs room 
door and wait for the door to be opened or for some one to call you in and then introduce 
yourself as the timekeeper for the next x # of games. You must be dressed neatly and 
appropriately, (warm clothing, gloves is highly recommended) with no team logos (minor 
hockey and NHL alike) for any level of hockey. (This is especially important for 
competitive hockey.) Clothing with the logo of the Nepean Minor Hockey Association 
Officiating Program (NMHAOP) is permitted. Timekeepers must bring all necessary 
equipment especially the Appendix ÒAÓ section of the manual as the old game sheets do 
not have the misconduct codes on them. 
 

Duties 
 

Pre Game:  

 
- Obtain game sheet 
- Ensure that the Location of Game, League Division and Date fields located at the 

upper left corner of the game sheet are properly filled out.  
- Ensure that both teamsÕ rosters are filled out properly. If labels are used ensure 

that all copies of the game sheet have a label. 
- Verify that there is a certified trainer listed for each team. The trainer must be 

listed and their trainer certification number must be beside the name as well. 
- Verify that there are no more than five (5) team officials listed and that all 

officials on the bench have signed. 
- Verify that both teams have signed in the Òverified byÓ block under their roster. 
- I f any of the above information is missing and there is sufficient time please 

go back to the dressing room and get this information filled in. 
- Present the game sheet to the referee so they may verify the information as well. 

Note that when players are suspended (listed at the bottom of the roster  in  
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- the suspended players section) then the referee must initial beside the 
suspension to indicate that he/she is aware of the suspension. Please notify 
the referee if he/she dose not notice the suspension. 

 

During the game: 

 
- Running the clock 
- Record all scoring and penalties accurately using the appropriate codes and neatly 

in the appropriate sections of the game sheet. 
- Keeping officials, players, fans informed by updating the time, scoring and 

penalties promptly and accurately. 
- Watch for 3 stick infraction and notify the referee upon the third stick infraction 

so they may take the appropriate measures. This rule applies if one player receives 
three (3) stick infractions in one game. The infractions are as follows Cross 
Checking (CC) Slashing (SL) High Sticking (HS) Butt-ending (BUTT) and 
Spearing (SP). If a player receives and combination of these 3 penalties notify the 
referee and they will take appropriate action. 

- Record the start time and end time of the game at the top of the sheet. 

Post Game: 

 
- Give the game sheet to the referee and linesmen so they may sign off and verify 

the information. 
- Sign the game sheet in the ÒOfficial ScorerÓ box located in the upper left corner 

(Do NOT include your phone number) 
- Give the game sheet copies as follows to the teams: 1st copy (white) and 2nd copy 

(yellow) to the home team, 3rd copy (pink) to the visiting team and the 4th copy 
(goldenrod) is a spare and may be destroyed. Note that when there is a game 
incident report required (the referee will let you know if one is required) the 
procedure for the distr ibution of the copies of the game sheet is as follows 

- 1st copy (white) goes to the home team. The referee will take the last readable 
copy of the game sheet and the remaining two copies shall be distr ibuted one 
to each team. (the home team should end up with 2 copies) 

 

What to expect dur ing the game:  
 
As a timekeeper you can expect varying levels of intensity depending on the level of 
hockey. You may find yourself one minute feeling extremely bored and the next minute 
you have a line-up to get into the penalty box and two goals have been scored. But relax, 
there is nothing to worry about, just follow the steps below and you will be just fine.  
 

1) Remain clam there is no need to panic 
2) Grab your notepad and pen and jot down the time that is shown on the scoreboard. 
3) As the referee gives you the information listen closely and write the information 

in as it is presented to you, short had is acceptable and recommended at this stage. 
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4) Set the penalty clocks or score display as necessary. 
5) After play has resumed begin to fill out the game sheet from the information on 

your jot notes. This will aid in the neatness and accuracy of the final game sheet. 
6) If at any point you are confused or unsure about the information given to you ask 

the referee to slow down or repeat themselves. If the referee has skated away from 
the timekeeperÕs area you can signal him/her to return by sounding the buzzer. 

 

Penalties:  
 
Looking at the game sheet it is divided into two distinct sections, home (the left side of 
the sheet) and Visitor (right side of the sheet). Each section is further divided into, roster, 
suspensions, penalties and scoring. As the roster section is already filled out by the teams 
we are going to focus on the penalty and scoring sections. The penalties section is located 
right next to the roster section. You will find that it is divided into 7 columns titled 
ÒPer.Ó, ÒNoÓ, ÒCode InfractionÓ, ÒOFFÓ, ÒStartÓ and ÒONÓ.  To properly fill this section 
out, ÒPerÓ is the period that the penalty occurred, ÒNoÓ is the number of the player 
receiving the penalty, ÒCode InfractionÓ is the penalty the player received(use appropriate 
code from Appendix A or the back of the sheet) ÒMinÓ is the number of minutes, ÒOffÓ is 
the time the player came off, Start is the time the penalty starts (usually the same as off 
time with a few exceptions see below) and ÒONÓ is the time that the player returns to the 
ice. Each penalty gets written on a separate line in order of occurrence. For timing 
purposes major penalties are always served first however are listed in order of 
occurrence. For double minor penalties they are to be listed on 2 lines, as two 2 minute 
penalties (see example below) 
 
Here is an example of a properly filled out row for a 2 minute minor, to number 15 
served by number 15 for Slashing at 4:12 of the second period. 
 
Per. No. Code Infraction Min. Off Start On 
2 15 SL 2 4:12 4:12 2:12 

 
Here is a Double Minor to number 15 served by number 15 for spearing at 6:12 of the 
first period. 
 

 
 
 
 

Here is number 15 serving a minor and a10 minute misconduct for checking to the head 
at 6:13 of the first period (the periods are 10 minutes long) The penalty will be served by 
number 7. Number 7 returns to the ice at 4:13 of the first period and number 15 returns at 
4:13 of the second period after serving both penalties. (12 mins. total) 
 

Per. No. Code Infraction Min Off Start On 
1 15 SP 2 6:12 6:12 2:12 
1 15 SP 2 6:12 4:12 2:12 

Per. No. Code Infraction Min Off Start On 
1 15 CTH 2 6:13 6:13 4:13 
1 15 M 10 6:13 4:13 4:13 



   
  NMHAOP 

TimekeeperÕs Manual   
 

9 

Note that the M is misconduct and must be noted in the other(s) section of the game 
sheet. In cases with misconducts or when a player other than the one assessed the penalty 
is serving a penalty you should note on a scrap piece of paper who is serving the initial 2 
minute penalty (see tips and tricks section) to avoid confusion. 
 

Exceptions to the start time 
 
The start time will differ from the off time when a player receives a) multiple penalties or 
b) a double minor (the second start time will differ, see above examples), OR when the 
number of players serving time penalties exceeds the number of available spaces on the 
penalty time clocks.  The penalties are served in the order they were awarded by the 
referee (another reason to write down the penalties on a scrap of paper before filling in 
the game sheet) and the penalties will commence when space becomes available. If a goal 
is scored on the short handed team, the START and STOP times will change so hold off 
writing them on the game sheet until the penalty actually starts. 
 

Goals and Assists 
 
Writing Goals and assists are straight forward. The headers in this section are as follows 
ÒPERÓ, ÒTimeÓ, ÒGÓ and two columns headed ÒAÓ  
ÒPERÓ is the period in which the goal was scored. 
 ÒTimeÓ is the time shown on the scoreboard when the goal was scored.  
ÒGÓ is the number of the player who scored the goal 
ÒAÓ is the number of the player(s) assisting on the goal. 
 
In the example below, number 5 scored a goal at 5:15 of the 1st period and was assisted 
by number 17 and number 27. 
 
Per TIME G A A 
1 5:15 5 17 27 
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Tips and Tr icks 
 
This section will help you get started; it gives handy little pieces of advice that have 
learned over years of timekeeping. 
 
Shorthand 
Shorthand is the best way to record things on your notepad so it can be easily transferred 
to the game sheet. 
 
The following is a shorthand example of a single minor penalty. 
 
N 12:13 45 TR 2 
 
ÒNÓ is the team designator this may be the first letter of the city the represent or the first 
letter of their jersey colour or any other one/two letter designator you assign a team. 
Ò12:13Ó is the time that the penalty occurred; this is taken directly from the clock. 
Ò45Ó is the player number 
ÒTRÓ is the shorthand code for a tripping penalty 
Ò2Ó indicates the number of minutes for the penalty. 
 
The following is a shorthand example of a major penalty with misconduct: 
 
N 12:13 45(15) CTH 5 
N 12:13 45 GM  
 
In the first row ÒNÓ is the team designator, Ò12:13Ó is the time 45 is the player who 
committed the infraction, the number in brackets, 15 in this instance is the player who is 
serving the penalty, ÒCTHÓ (Checking to the Head) is the infraction and 5 is the number 
of minutes. The second row is the same as a single penalty however it is recoded 
differently on the game sheet, and we will come to that in a moment. As you do more and 
more games you will find your own way of recording it on your notepad. 
 
To help you out the penalty codes are located in appendix A. These are also to be used on 
the game sheet. 
 
 
Penalty Tips: If you are dealing with a penalty situation watch the linesmen to see which 
team is being brought over and at that point you may begin to enter information into the 
scoreboard if the infraction is only to one team. In multiple penalty situations enter the 
information on the clock as necessary.  
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Appendix A- Penalty Codes 
 
Minor and Major Penalties 
 
Aggressor AG 
Body Checking BC 
Boarding BDG 
Bench Minor BM 
Broken Stick BRS 
Butt Ending BUTT 
Cross Checking CC 
Checking from behind CFB 
Charging CHG 
Checking to the Head CTH 
Dangerous/ Illegal Equipment DE/IE 
Delay of Game DG 
Elbowing ELB 
Fighting FT 
Face Masking FMSK 
Falling on Puck FOP 
Goalie Leaving Crease GLC 
Hooking HK 
Holding HO 
Handling Puck HP 
High Sticking HS 
Instigator INS 
Interference INT 
Interference/Protection of Goaltender INTGT 
Kneeing KNE 
Leaving Players Bench LPB 
Penalty Shot PS 
Roughing After the Whistle RAW 
Roughing RO 
Slashing  SL 
Spearing SP 
Too Many Players TMM 
Tripping TR 
Throwing Stick TS 
Unsportsmanlike Conduct USC 
Game Ejection GE 
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Misconducts &  Match Penalties 
Note if a code does not exist you must use the Non Coded and explain in the ÒOtherÓ 
sectionÓ 
 
Misconducts (10 mins) 
Non Coded Misconduct M 
Harassment of Official M20 
Not Proceeding to Bench M21 
Inciting M22 
RefereeÕs Crease M23 
Protective Equipment M24 
Failure to go to Players Bench M25 
Failure to go to Penalty Bench M26 
Misconducts for checking to the Head should be coded as M and explained in ÒothersÓ 

 
Game Misconducts      Match Penalties 
 
Non Coded Game Misconduct GM 
Major Penalty GM30 
Harassment of Official GM31 
Discrimination/Taunting GM32 
2nd Misconduct of Game GM33 
3rd Man into a fight (must have a FT) GM34 
Failure to go to Players Bench GM35 
2nd Fight same stoppage GM36 
Leaving Players Bench (LPB) GM37 
Refusing to Start Play GM38 
End of Game GM39 
Checking from Behind GM40 
Checking to the Head GM41 
Fighting GM42 
 
Gross Misconduct Penalties 
Non Coded Gross Misconduct GRM 
Travesty of Game GRM50 
Removing Helmet GRM51 
Taunts, Racial Comments GRM52 
Fighting with Team Official GRM53 
Team Official Headbutt, Butt end or Spear GRM54 

 

Non Coded Match  MP 
Attempt to Injure MP60 
Butt Ending MP61 
Checking From Behind MP62 
Checking to the Head MP63 
Grabbing Hair, Face Mask, ect MP64 
Headbutting MP65 
Kicking MP66 
Touching Holding Pushing MP67 
Strikes, trips, Body Checks MP68 
Threatens, Attempts to Strike MP69 
Spearing MP70 
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Appendix B Clock Instructions 
 

Walter  Baker  A &  B, Nepean Sportsplex 1 (Yzerman), 2, 3 &  Bell 
Arena 

 
Startup:  

1) Turn on the machine by pressing the switch located on the lower right hand 
side of the grey box.  
 
2) It will ask, ÒDo you want to start where you left off?Ó  Press NO.  
 
3) It will then greet you saying something along the lines of ÒI am your Nevco 
scoreboard interfaceÉP lease enter your model code.Ó  The model code is found 
on the front of the machine under the screen it is usually 0083261. 
 
4) It will ask you Òdo you want to use shot clockÓ, press NO, then ÒDo you want 
to use penalty time out?Ó press YES for competitive B hockey, NO for house 
league. 

 
Starting a new Per iod:  
  

1) Press SET, TIME, enter desired period length, press YES, and then enter 
period number. 

 
2) To edit score or reset score press SET, HOME OR GUEST SCORE and edit 

as needed. 
 
Score: 
 

1) To enter initial score (0-0) press HOME SCORE then press 0 followed by 
pushing GUEST SCORE, and then press 0. 

 
2) To ADD score press HOME OR GUEST SCORE and then press 1. (note 

that the scoreboard keeps a running total) 
 
Penalties: 
  

1) To insert a new penalty, press SET, HOME OR GUEST PNLTY. You then 
enter the desired penalty length followed by the player number.  
(Note that at Walter Baker B you must enter the home player number 
backwards in order for it to appear properly on the scoreboard.) 
 

2) To clear a penalty press HOME OR GUEST PNLTY as many times as 
necessary for it to show the correct penalty (identified by time and player 
number) and once it is showing on the screen press PNLTY CLEAR. 



   
  NMHAOP 

TimekeeperÕs Manual   
 

14 

3) To edit a penalty press HOME OR GUEST PNLTY as required so that it is 
displaying the correct penalty and then press PNLTY EDIT. (Note that the 
only thing that can be edited is the time, not the player number.) 

 
To start time press the time switch located on the upper left corner  of the machine, 
unless the remote that plugs into the side is present (usually only at Bell and 
Sportsplex). The buzzer  sounds automatically for 5 seconds at the end of the per iod, 
at the end of the per iod put the time switch into the stop or off position to stop the 
buzzer . 
 
 

Mer ivale Arena 
 
To start a new game:  
 

1) Press NEW GAME then press CLEAR.  
2) The clock will ask for timer direction, press 1 for down.  
3) Asks you to enter period press 1 then ENTER 
4) Enter period length, press ENTER again. 

To add score: 
 

1) Press HOME OR GUEST SCORE and it will increment 1 automatically 
2)  To edit score press Recall then home or guest score then edit with      keypad. 

 
 
To start new per iod:  

1) Press PERIOD 
2)  Enter period number and press ENTER, then enter period length. 

 
Penalties:  

1) To add penalty, press HOME OR GUEST PENALTY. 
2) Press ENTER, then enter player number, press ENTER, and then the length 

of time, press ENTER TWI CE FOR A STOP TIME GAME. 
3) To edit penalty press RECALL then HOME OR GUEST PENALTY then 

edit time as needed.  
4) To clear penalty press RECALL then HOME OR GUEST PENALTY then 

CLEAR. 
 
Buzzer  sounds automatically and will stop automatically after  5 seconds or so.  
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Bell Sensplex 
(All Rinks) 

 
To Set Time: 
 
Press ÒGame TimeÓ The cursor should now be flashing in the minute position of the 
screen. Using the preset times (2, 5, 10 & 20 mins) or the key pad set the period length. 
(Note: that if you are using the preset times the effect of pressing one after the other is 
cumulative i.e. if you press 10 and then 5 you will have a 15 minute period.) 
 
To edit time press ÒGame TimeÓ the cursor will begin in the minute position. You may 
move the cursor to seconds by pressing ÒenterÓ. 
 
To clear Time press ÒGame TimeÓ and then ÒClearÓ until all areas read zero. (Press enter 
to move cursor from minutes to seconds and milliseconds) 
 
To set the period, press ÒPeriodÓ and then enter time on Keypad. 
 
Scoring:  
 
To set the score press ÒHome Score or Visitor ScoreÓ and then press the Ò+1Ó key 
(located on the bottom left of the left control pad) or enter it via the Keypad. (Note: if 
using the Ò+1Ó key the effect is cumulative, but if using the keypad you must enter the 
new score. I.e. if the score changes from 1 to 2 you must enter 2 on the keypad). When 
finished adding score press ÒEnterÓ. 
 
To edit score press ÒHome Score or Visitor ScoreÓ and overwrite using keypad. 
 
To clear score press ÒHome Score or Visitor ScoreÓ and then ÒClearÓ.  
 
Penalties:  
 
To set penalties press ÒHome Penalty or Visitor PenaltyÓ then enter the player number 
and press ÒEnterÓ. Then enter the length of the penalty using presets or keypad and press 
enter. Ensure that the cursor has moved from the first penalty into the second. Wait until 
play has resumed and the clock is running and then hit ÒGame TimeÓ to leave the penalty 
screen. (If you need to set more than one penalty at the same stoppage press ÒHome or 
Visitor PenaltyÓ to move between the two.) 
 
To clear a penalty press ÒHome Penalty or Visitor PenaltyÓ and then press clear in both 
the player number and the minute position.  
 
The cursor can be moved at any time when you are setting times by pressing enter . 
The buzzer  will sound automatically at the end of the per iod. To stop simply put the 
time switch to the stop position. 
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PENALTIES AND RUNNING TI ME 
 

For Bell Arena, Nepean Sportsplex (all r inks) and Walter  Baker  (all 
r inks): 
 

1. To enter a penalty during running time simply presses ÒSETÓ ÒHOME PNLTY or 
GUEST PNLTYÓ then enter the length required. 

2. Enter the FIRST digit of the player number. (If the player has a single digit 
number simply press 0 or Blank) 

3. When the puck is dropped enter the last digit of the player number. Once this is 
done the penalty time will begin to count down. 

 
 

For Mer ivale Arena: 
 

1. Push ÒMINUTE ADVANCEÓ on the appropriate side of the control panel until 
you reach desired length. 

2. Press start when the puck is dropped. 
 
PLEASE NOTE THAT THESE BUTTONS ARE LOCATED IN 2 ROWS ON THE 
UPPER RIGHT AND LEFT CORNER.  
 
 

 
 
 
 
 


