
  
 
 
 
 
 
 

 
Mesa Regal Tennis Captains’ Handbook 

Mesa Regal Tennis Club 

 

The Captains’ Handbook is a guidelines to help the Captain have a successful year.  If there are any 
questions, please contact the Tennis Club President or Vice President.  
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GENERAL INTRODUCTION 

A. Copies of club documents, rosters, and schedules can be downloaded from the MRTC website at 
http://mrtennisclub.com 

B. Copies of EVSTL and USTA documents are available on the EVSTL website which is linked from 
our tennis website. 

C. Team Captains are the “Key Link” in the chain of league success; including passage of information 
both up and down.  If you have any questions, please contact the Captain’s Mentor, the VP or 
President.   

D. Knowledge of the rules, fairness, sportsmanship, flexibility, and a cool head are the best tools of the 
team Captain.  The club appreciates your willingness to volunteer for this position. 

E. Effective communication is essential.  Create a climate of open dialogue with the players in regards 
to skills, goals, and club needs. 

F. Keep in mind that the focus of league play is to have fun, there are no trophies or money. 

 

DEFINITIONS 

A. Bye: is a team term used when there is no opposition team to play a scheduled match. 

B. Missed match: is used to identify that a player is not available to play that day for whatever reason 
(not yet in the park, sick, injured, has another commitment, etc.) 

C. Sit out: is defined as a time when an individual does not play due to the fact that there are more 
players on the team than matches being played.  A fun match constitutes sitting out.  Sit outs 
should be equitably shared by all team members.  Players on a sit out would be expected to be 
present at matches supporting their team.   

D. Non sit out: is defined as a time when an individual is not available to play with their team for any 
reason and a borrowed player or a lower level player is called up to complete the line up. 

E. Rain Cancellation: If the match cannot be completed, there will be no match win or loss recorded 
and the games completed will NOT be entered into Tencap.  

F. Match Cancellation: Once a match begins and a player withdraws, for any reason, the opposing 
team has an automatic match win by forfeit.  Enter the set scores into Tencap and check the 
(Retire/Withdrawal/Walkover/Default; definitions below) area to indicate “Yes Retire”.  Below Click 
on the “Specify Winner” and select the team that has won the match.  

G. Tencap Definitions 
a. Withdrawal  

A Withdrawal occurs when a player decides not to play all matches in an event. (Note: An 
event is generally considered as a draw, not a tournament).  A Withdrawal occurs only before 
or during the warm-up. 

b. Walkover  
A Walkover occurs when there has been an administrative error or when a player decides not 
to play a match in an event because of injury, illness, or personal emergency. It is possible to 
have a Double Walkover.  
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c. Default 
A Default occurs when a player is eliminated from an event under the Point Penalty System 
(which includes penalties for lateness) or refuses to play for reasons other than injury, illness 
or personal emergency 

d. Retirement  
A retirement occurs when a player is unable to continue playing a match or resume a 
suspended match because of injury, illness, personal circumstance, or adult discipline. 
Refusal to play for any other reason is treated as a default. 

 

H. Coman Tiebreaker: A Coman tiebreaker is used to determine a set or match score.  The players 
change ends after the first point and then after every four points, and at the conclusion of the 
tiebreak. 

a. Set Tiebreak: Coman 12 tiebreaker, first to win seven (7) points by two (2) points, wins the 
“Set.” 

b. Third-set Match Tiebreak: Coman 18 tiebreaker, first to win ten (10) points by two (2) points, 
wins the match. 

c. The player whose turn it is to serve shall serve the first point from the deuce court. 
d. After the first point, the players shall change ends and the opponents starting from the ad court 

shall serve the following two points. 
e. After this, each team shall serve alternately for two consecutive points (starting from the ad 

court); changing ends after every four points, until the end of the tiebreak game. 
f. Switch sides after points 1,5,9,13,17..…. and at the conclusion. 

 

CAPTAIN’S BASIC DUTIES 

1. MISCELLANEOUS DUTIES: 

A. Counsel team players when infractions are noticed or when brought to your attention by an 
opposing Captain. 

B. Co-arbitrate with the other Team Captain “on-court disputes” during matches.  DO NOT disregard 
or abridge USTA rules in decisions.  A copy of the USTA rules will be kept at the courts and on the 
Tennis Club website. 

C. Grievances that should be investigated by the league are to be forwarded, in writing, through the 
Captain, Club President, and to the League President. 

D. Ask players to tell you IN ADVANCE when they will be unable to play. 

E. A “court drying” schedule is on the club website and posted on the skybox bulletin board.  It is the 
Captains responsibility to ensure players are available to dry courts on your team’s dry court day. 

F. Matches that are canceled may be rescheduled by mutual agreement of the principals but it is 
usually too difficult to accomplish.  Rescheduling is your responsibility. 

G. The Captain should review and understand the Mesa Regal Tennis Club By-Laws and Rating 
Guidelines and the EVSTL Bylaws. 
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H. Every player wishing to participate in the East Valley Senior Tennis League must pay their club 
dues, obtain a skill level rating and be assigned a Tencap rating.  The EVSTL uses levels 1.5 
(beginner) through 4.0+ (advanced). 

I. Ensure all players understand how to reserve a court using the Computer Reservation Program. 

2. The Captain must read and understand the following EVSTL Bylaws.  These Bylaws can be found on the 
EVSTL Web site. (http://evstl.net) or on the club web site. 

VIII. CONDUCT OF LEAGUE TENNIS MATCHES 

IX. PLAYER RATING PROCEDURES 

X. TEAM CAPTAINS 

XI. USE OF THE TENCAP RATING SYSTEM 

   ATTACHMENT A:  EVSTL OPPORTUNITY MATCHES (OM) 

   ATTACHMENT B:  TENCAP RATING LEVELS 

   ATTACHMENT C: CAPTAINS’ PROCEDURES FOR USING THE TENCAP RATING SYSTEM 

 Section 1: Contacting the opposing captain and arranging matches 

 Section 2: Putting together balanced partners, pairings, and match pairings 

Section 3: Entering, verifying, and correction scores  

Section 4: Other considerations 

3. ORGANIZING THE WEEKLY EVSTL MATCH, BEARING IN MIND:  

A. Captains should consult with their Coaches when determining the players that should play together.  
When making your team pairings, keeping them competitively balanced.  Bear in mind that the two 
strongest individual players may not make the best doubles team.   

B. Captain’s guidelines for making teams   

(a) Using the Tencap player’s rating, arrange your players into three Player Levels: 1, 2 
and 3.   Match players as best as possible so player’s Tencap ratings are within 6 point 
of each other.  

(b) Rotate your players that have a Tencap rating that are within six (6) ratings of each 
other.  

(c) Pairing players whose Tencap ratings are greater than six (6) rating points is against 
the EVSTL Bylaws.  

C. Close liaison with the opposing Captain is essential in an attempt to ensure all your available 
players, as well as your opponent players, get the opportunity to play every week. 

D. Matches are to be played according to the USTA Rules and Code of Conduct which is available on 
the club website.  Be familiar with these documents. 

E. Contact the opposing Captain at least five (5) days in advance to determine the number of players 
they will have for your next match.  If unable to find the opposition Captain’s email address or 
phone number in Tencap, refer to the opposition team roster on the EVSTL web site. 
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F. Enter your players’ names into Tencap to match opposition players’ ratings.  This provides the best 
possible competition.  Use common sense and good judgment with a goal of making the match fair 
and enjoyable. 

G. When the Captains have agreed on the number of league matches, ensure the correct number of 
courts have been reserved.  This should be done four (4) days in advance of the league matches so 
other Mesa Regal Members can reserve a court. 

H. If one club does not have as many teams available to play as the other club, they should offer to 
borrow a sister team player who may be sitting out or bring up players from the next lower level.  
Indicate on the Match Play Log ‘NOTE” area when players are being “pulled up” from a lower 
division.  

I. EVSTL matches start time is 9:00 am.  Inform the visiting team Captain that Mesa Regal courts 
are available for team warm-up at 8:30.   

J. Each MATCH will consist of two (2) sets.  A 6-6 tie in any set will be decided by a Coman 12 (seven 
point by two (2) set) tiebreak.  If each team has won one set then a Coman 18 match tiebreak (ten 
points by two) will comprise the third and deciding set for ALL levels. 

K. All cell phones on the court must be silenced before play begins. 

L. If a home team has a ‘Bye’ the Captain should schedule Opportunity Matches for their players.  If 
no Opportunity Matches are available, fun matches should be scheduled to use the court time.  
Please cancel any court that will not be used.  

M. When an opponent cannot provide sufficient teams to accommodate all your players, every attempt 
should be made to see that all players have the chance to play on game day.   

a) Consult your players to determine if they would like to participate in an EVSTL Opportunity 
Match.   Enter those players who wish to participate into the Opportunity Match web site. 

b) A men, ladies, or mixed doubles match may be played with a combination of players from 
both teams to accomplish fun matches.  Fun matches are not scheduled or entered into 
Tencap.  

4. EXECUTE HOME COURT MATCH RESPONSIBILITIES: 

A. Pre-arrange matches by e-mail or phone with opponent’s Captain at least five (5) days prior to the 
match.  To aid in arranging matches, each resort Captain’s contact information and Team Roster is 
available on Tencap and the EVSTL website.  When doing the pre-match arrangements with the 
opposing Captain make sure they know that drinking water is not available on the courts.  Players 
are required to bring their own water. 

B. Get new tennis balls for each match from Mesa Regal Ball Coordinator.   

C. As Home Captain, complete the Sky Box computer Match Play Log display. 

D. Print and bring a copy of the Tencap Match Play Log so the match scores can be recorded.   

E. Print the Match Scorekeeper Tally Sheets.  Print player’s information and place on clipboards.  
Make available a pencil with erasers for each scorekeeper.  Place a new can of tennis balls with 
each scorekeeper sheet. 
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F. Prior to the matches starting, check each Scorekeeper Tally Sheet and finalize the Match Play Log 
with the opposing Captain.   

G. After the matches enter the match scores on the Match Play Log and have both Captains sign the 
Match Play Log.  Keep the scorekeeper tally sheets and match play log until the end of the season.  
They may be used to answer questions during the year-end Players Rating Committee meeting.  To 
decrease errors, only copy match scores from the scorekeepers sheets; do not copy the match 
scores from the Match Play Display.  

H. The Home Captain records the weekly match scores into Tencap and the Visiting Captains verifies 
the match scores.  (See Tencap Procedures below) 

I. At the beginning of the tennis season, an introductory Captain’s training session will be held.  If 
required, assistance will be available throughout the season.  

J. The Captain should point out to their players that whenever a player wants to see their Tencap 
rating, they can sign into the Tencap program and see their match scores and rating.  

K. At the end of the season, the Tencap player’s rating (if +80% Confidence Level) will be used to 
determine the team level for the next year. 

5. TENCAP PROCEDURES 

A. Tencap Statistical computer based program is used to enter match play scores. 

B. Five (5) days prior to the league match the Home Captain is the first to enter their players into 
Tencap.  The visiting Captain then enters their players.  No player changes can be made to the 
match roster less than three (3) days prior to the match except for injury, sickness, absence, etc.  
These changes must be communicated to the other Captain. 

C. The Home Captain enters all of their players in ascending Tencap rating order starting with the men 
then the ladies. 

D. After each match, the Captains sign the match play log and the home team Captain enters the 
match scores for that day’s matches and the Visiting Captain verifies the match scores.   Prior to 
verifying the scores, double check the player’s names and match scores to make sure they are 
correct. Once the scores are verified, the players’ Tencap ratings cannot be changed. 

E. Each Captain keeps a copy of the Match Play Log until the season is completed. 

F. If for any reason a player cannot continue in a match the match is forfeited.  The team scores will 
be entered into Tencap as of the time of the forfeit and the Retire/ Withdraw/ Default drop down list 
will select the “Yes Retire” reason for the forfeit.  Below, click on the “Specify Winner” and select the 
team that has won the match due the player withdrawal.  

a. The match can continue if both teams agree that a player of the same or lower level may be 
substituted to allow for the completion of the match.  The forfeited team losses the match.   

G. If a match is begun, suspended and then cancelled due to weather, no entries are made into the 
Tencap system.  

6. PLAYER SHORTAGES  

A. When a team is short a player and needs a fill-in for a match, the Captain does the following; 
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a. Checks with a sister team to determine if they have a player to be borrowed, 

b. If a player cannot be borrowed, the Captain reviews the next lower level (donor) teams 
Tencap rating to determine the better skilled (Lower Tencap Rating) players.   

c. Players who play-up can be played with any player who is within six (6) Tencap rating 
points of their rating.   

d. The Captain should inform the donor team Captain that they are pulling-up a player.  

e. The Captain must indicate on the Match Play Log when a pull-up player is used for a 
match. 

f. When pulling-up a 1.5 player, the 1.5 Captain/Coach is required to be contacted prior to 
asking a player to play-up. 

g. Tencap scores will count for all matches played whether a player is borrowed from a 
sister team or a lower level team.  

h. Rotate play-up players so they all have equal opportunities.  Take into account which 
play-up player will be most compatible with the team member from your team.  
Chemistry can make the play-up experience more positive for both players. 

B. When a lower level player has been invited to play up, he or she should be informed that in 
the event a player from the correct level is available, before the scheduled play day, the 
invited player will not play up that week. 

C. The donor team Captain must not punish a player by not playing them on their next match 
based solely on the fact they were called to play up.  If you have an odd number of players 
and will regularly need to sit a player out each week, establish a rotation system at the 
beginning of the season and include every player in the rotation. 

D. If the “Play-up” procedure is causing conflicts on or between teams, notify the President 
and/or Vice-President and they will make every attempt to help you work things out.  We 
want the best play and most fun possible. 

7.  SCHEDULE AND ORGANIZE TEAM PRACTICES, SPECIFICALLY: 

A. Ensure the correct amount of practice courts are blocked off on the court reservation program. 

B. Let players know as soon as possible who their partner will be so they have the opportunity to 
practice together other than at a coaches’ practice.   When the Tencap match play log is completed, 
email your players and inform them.   

C. Practice with used “match” balls from the previous home week league matches. 

D. Hold a team meeting prior to practice.  Explain game time, location, and arrival time for upcoming 
matches and any job assignments for home matches.  

E. Tennis doubles is a team game and practice is an opportunity for players to get together with their 
partner and improve their ability to play together.  The Captain needs to tell all players that in 
fairness to your next match partner, players are expected to attend a Coaches practice in order to 
play in the next match.  There have been exceptional circumstances where a player is allowed to 
miss a Coaches practice and still play in the match but it is certainly for an event that is out of the 
ordinary; not because the player has other interests at the same time as practice. 
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F. There have been times when a league tennis match is not over at the time when a practice should 
start.  To get the practice players on the courts and starting to practice, the Captains can; 

 Assign four players to the court(s) that are adjacent to the match so they can start their 
warm ups. 

 Ask players to keep there talking to a minimum. 
 Not use the ball machines on courts 3 and 4 until after the match. 

8. SCOREKEEPERS:  

A. Designate one player for the season to line up your home match scorekeepers.  The Tennis Club is 
very fortunate to have several Scorekeepers who like to score keep every day.  A list of the 
Scorekeepers can be found on the club web site.    

B. Try to get “regular scorekeepers” who are willing to score all your matches.  The Mesa Regal 
Scorekeeper Coordinator maintains a list of available scorekeepers on the MR Tennis Website but 
WILL NOT arrange your match scorekeepers for you.   

C. Scorekeeping clipboards, pencils, erasers, etc. are located in the lower left locked cabinet in 
Skybox and are replenished as required by the Scorekeeper Coordinator. 

D. Ask the scorekeepers to call out the score AFTER each point.   

E. Scorekeepers will NOT make any line calls or referee rulings.   

9. DELEGATE HOST DUTIES AT PRACTICE, SPECIFICALLY: 

A. There is a Player Duties Assignment Sheet and Score Sheets on the Club Web Site in the 
“Captains” page under “Match Play Log”. They are tabs at the bottom of the page in the “Match Play 
Log”. Some of the tabs don’t display unless you scroll the tabs to the right. The “Score Sheets” will 
automatically fill depending upon what is entered into the Play Log and Score Keeper tab.   

B. Coffee: Designate a player to set up snack tables and make the coffee at 7:15.  Designate players 
to clean up the coffee pots and put away the tables after the matches are finished. 

C. Skybox:  Designate players to ensure the Skybox is clean prior to and after each match and the 
bleacher pads are returned to the storage tubs.  This will help keep the pads in good condition. 

D. Fruit and Veggie Trays: Have a player rotation schedule to provide something for each home 
match.  All players share this responsibility.   

E. Water Cooler:  Designate a player to ensure the water cooler bottle is full prior to the home 
matches. 

F. Garbage:  After the matches are completed, have a designated player collect the garbage from 
each court, the Skybox, and Skybox entrance containers.  Place the garbage in the garbage bin.  

G. Pastries: Pick up pastries at Fry’s by 7:30 am.  The order is pre-paid.  If the match is rained out, 
cancel the pastries by 6:30 by calling Fry’s Bakery at 480.218.8547.  Also email the Tennis Club 
Treasurer about the cancellation. 

H. Ice Chest: A player must be designated to bring a larger baggie of ice from home the morning of 
the match.  This ice is placed in the ice chest and taken to Court 2 with the first aid kit.  Return the 
ice chest to Skybox cupboard after the matches are finished. 

I. Cell Phone: Make sure a silenced cell phone is available on Court 2 in case an emergency 911 call 
must be made.   Return the cell phone to the owner after the matches are finished. 
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J. First Aid Kit: These supplies are located in the Skybox cupboard.  Prior to the match starting, the 
first aid kit is taken to Court 2 so it is readily available.  Return the first aid kit to Skybox cupboard 
after the matches are finished.  There is also a second first aid kit attached to the outside fence next 
to the Court 2 gate. 

K. Defibrillator: There is an AED (Defibrillator) on the wall of the Pickleball building.  Make your team 
members aware of this location.    

L. First Aid Contact Person is Pat O'Flaherty, Site 1516.  Pat should be notified if first aid supplies 
are used and need to be replenished or if the defibrillator is used. 

10. SELECTING A NEW CAPTAIN. 

The MRTC Bylaws 10.2 requires that each MRTC tennis team must have a Men’s Captain 
and Women’s Captain.  The following will clarify this process. 

A. Each Team will have a male and female Captain who will each be responsible for their gender 
specific team. 

B. At the end of a season, the Vice President will ask; 
i.  the current female and male team Captains to commit to a second season and allow their 

name to be placed on the Captain’s ballot, and 
ii. each team if there are new female and male members to become a Captain and allow their 

name to be placed on the Captain’s ballot. 
C. Members who wish to be Captain need to email the Vice President with their request prior to the 

third weekend in February. 
D. At team meetings held in the fourth week of February, each male/female member will be given a 

secret ballot to vote for their required number of team Captains.   
E. Prospective Captains' names will be placed on a ballot. 

i. When there is only one or two member's name, there will be a YES or NO ballot for those 
persons.  A “YES” majority vote will determine if this member will be that team's Captain.  If a 
majority vote is NO, that member(s) will not be the next year's team Captain 

ii. If there are more than two candidates, the names will be listed on the ballot and the team 
members will vote for two Captains.   

1. The two candidates with the most positive votes will be the Captains. 
F. The votes will be placed in a sealed envelope and given to the President. 
G. President will appoint the Men’s Captain and Women’s Captain and other than in exceptional 

circumstances, the successful candidate(s) will be those who received the most positive votes from 
their team members.   

H. If the team does not select a Captain, the President in consultation with the Executive and team 
members, will select a team Captain.   No Captain, No Team. 
 


