Inver Grove Heights Soccer Association
www.ighsoccer.org
Team Manager Handbook

Each team affiliated with Inver Grove Heights Soccer must designate a Team Manager responsible for administration and communication of the team’s off the field activities between the families and the Coach(es).

While the coach plays a major role in most decisions related to team activities and events, his or her ultimate responsibility is to provide direction of on-field activities related to player development and game strategies. The Team Manager is responsible for removing as many of the “off-field” administrative duties from the coach as possible. In short, the major function of the Team Manager is to allow the IGH coaches to concentrate on developing our players.

IGH Coaches and their Team Manager must maintain an open dialogue regarding their roles and expectations for the team in the upcoming year. The Handbook provided here is a reference guide outlining some of the responsibilities involved in performing the duties of Team Manager.

Introduction
Congratulations on volunteering for what we hope turns out to be a very rewarding activity for you. The role of Team Manager is critical to the overall goal of providing a positive experience for coaches, parents and the players on your team.

This document outlines several of the typical administrative responsibilities involved in preparation and execution of a successful season. 

Additional resources for information may be found at the following:

· Inver Grove Heights Soccer Association website http://www.ighsoccer.org/
· Minnesota Youth Soccer Association (MYSA) website  http://www.mnyouthsoccer.org/ 

· MYSA Calendar of events – http://www.mnyouthsoccer.org/calendar.cfm
· MYSA forms  - http://www.mnyouthsoccer.org/publications/forms.cfm 
It is important to check the websites often throughout the season for updates or changes that may occur.

Pre-Season Duties

Most teams will kick-off their season with a Team Meeting organized by the coaching staff or team manager. If a team manager has not been identified prior to the meeting, an individual must be decided upon at the meeting.

While a Team Manager is a single point person for overall communication, duties may be shared.

· Create and manage your team’s budget if necessary. It is customary for extra costs (coach, training and tournament fees) to be divided evenly among each family, regardless if a player is unavailable for a tournament or training. Each team is independent and free to create their own rules, but this policy should be made clear early to avoid disputes later during the season
· It is important that the Team Manager registers with the Club. Start by providing your contact information via e-mail to the IGH Registrar. Please provide Name, Address, Phone Numbers (Home, Work, Cell), e-mail address, and which team you’re managing.  Registrar: Sarah Westall, sarahw@ichor.net, 651-453-1710
· The Team Manager must register with MYSA by completing the online background check. Go to http://www.mnyouthsoccer.org/programs/backgroundcheck.cfm and follow the instructions.  This must be done annually and note the MYSA calendar year starts in August, so if you register with a fall team, you won’t have to do the MYSA online registration again until the following August.

· If you’re hiring a coach for your team, you must have them also complete the MYSA online background check.

· At the Team Meeting, tournaments should be discussed since many tournaments and hotel rooms fill up fast. More information is provided under the Tournaments heading below.

· The Team Manager and/or the coach must attend the mandatory Coaches Meeting (usually the last Saturday in April, check the MYSA calendar). The Coach Packet is received at this meeting and contains information pertinent to the administrative duties for the Team Manager.

· In the coach’s packet you will receive a “MYSA Official Match Line-up/Referee Report”. Your players name, ID number and Jersey number need to be recorded on this form. A copy of the completed form must be provided to the referee at the start of each league game. 

· Instructions for reporting the game scores online. Each team is responsible for reporting the score of their game. 

· Instructions on how to reschedule games online.
These are just several examples of the important documents distributed at the Coach’s Meeting. You may also acquire any necessary forms by following this link - http://www.mnyouthsoccer.org/publications/forms.cfm.

· Create and distribute a team roster to each family. Include names, phone numbers, addresses & e-mail addresses.

· Collect birth certificates for each player.

· Collect the MYSA Medical release form for each player, http://www.mnyouthsoccer.org/forms/medrelease.pdf.
· Collect pictures for player passes, including coaches and team managers.

· Put the player passes together, get the passes from the registrar and have every player sign their pass. Attach the player’s picture to their pass and get them laminated.
· Collect the referee money from the club’s referee coordinator. IGH referees are paid cash prior to the start of the game.

In-Season Duties

It is crucial to the success and enjoyment of the team that scheduled events are communicated in an efficient manner. E-mail is the most popular and efficient means. When handouts are necessary, it is a good idea to date each piece of communication and write each player’s name on handouts. By doing this, you’ll know who has or has not received the handout.

Remember, there are many parents on the team. All of them are expected to contribute.

· Assist in the ordering and distributions of uniforms.

· Make duplicate copies of the Match Line-up/Referee Report

· Create a treat schedule if desired.

· Publish and distribute practice and game schedules and keep the team updated with changes to the schedule. A team website makes this easier.

· Provide maps and/or directions for away games. The MYSA website contains all field locations, these should also be provided in the Coach Packet along with your game schedule.
· Work with the Coach, Field Coordinator and Referee Coordinator to re-schedule games. 
· Field Coordinator: Shari Boeckman, 651-226-4165, shari.boeckman@zimmer.com 

· Referee Coordinator: Cassie Husemann, 651-492-4312, chusemann@ikon.com 
· Game Day responsibilities:

· Home games – set-up and take-down the corner flags, a key to the field box can be obtained from the Field Coordinator.

· Provide the Match Line-up/Referee Report to the referee prior to each game, include a stamped, addressed envelope at home games.

· Pay the referees at your home games prior to the start of the game.
· Call in the game score.

Tournaments
· All MYSA sanctioned tournaments may be found on the MYSA website.

· Apply to tournaments early. Many of the tournaments for the upcoming summer season are posted by January or before.

· For out of town tournaments, make hotel reservations extra early. A common practice is for the Team Manager to book a “block” of rooms under his or her name. Remind your parents early and often to contact the hotel to confirm their own room.

· Be patient, you may not hear anything from the tournament until a week before. Most will contact you if you ARE NOT accepted.

· Typically, the Team Manager will put the fee on their credit card and then request reimbursement from the club or collect from the parents.

Upon receipt of the tournament package
· Provide the tournament game schedule and maps to the fields to the parents.
· Include maps to tournament fields.
Day / Weekend of the Tournament
· Find out the deadline for having your team registered for the tournament and get it done on time! Most tournaments require registration at least one hour before your first game. Registration is typically at the tournament headquarters.

· You must have Player Passes, a copy of your team roster, player birth certificates and MYSA Medical Release Forms with you for registration. 

· If your team chooses to add to its roster, the additional players must be registered on an MYSA guest registration form. They must also provide a copy of their Medical Release form, birth certificate and original player pass. 

· Most tournaments provide a packet with additional information regarding schedules, fields and any changes made to the original information packets
Postseason

· All teams interested in participation in postseason (districts/regions/state) are eligible. You will be asked every time you login to report a score if you are interested in playing in districts. There is a deadline (usually in early to mid June) for sign-up posted on the MYSA Calendar of Events.  It is very important that you sign-up by the deadline.  Failure to do so is taken as a “No” and you will not be permitted to play. There are no exceptions to this deadline.

· If your team receives an automatic berth to the state tournament you must register for districts at the location of the district games to receive your state packet, get your passes stickered and freeze your roster.
· MYSA has strict rules regulating players being added to rosters for postseason. Check the MYSA website for these regulations to ensure compliance.
Other Optional Activities

· Organize a team party to kick off the year.
· Start a team website, this can be done through the IGH Soccer website. Contact the webmaster for access. This can make team communications much easier.

· Collect money from willing parents to provide a gift for the team’s volunteer coaching staff.

· Organize a team fundraiser. 

· Organize a team party to close out your successful season. 
