Neuqua Valley High School Lacrosse Club


Roles and Responsibilities

	Title
	Role

	President 

Neuqua Valley High School Lacrosse Club
	The person responsible for developing, in conjunction with the Board of Directors, a complete Boys Lacrosse High School program. The President then ensures that the program is administered properly and on time, to budget and to the required quality standard. He/she ensures the program is effectively resourced and manages relationships with a wide range of groups (including all program members).

The President is also responsible for utilising resources in an efficient manner and maintaining a co-operative, motivated and successful team.



	Responsibilities

	· Managing and leading the board of directors and its meetings.

· Recruiting board members.

· Managing all relationships that the program has within the school, Lacrosse community, IHSLA, Lacrosse Officials, coaches and all program members either directly or thru the board of directors.

· Making sure the board has performed all functions needed to execute a well run season to the satisfaction of all the program members.

· Managing the coaches thru the coaching coordinator to make sure they are performing to all Illinois and District standards

· Handling all complaints from program members in a timely fashion.

· Having the ultimate responsibility for the actions and contributions of the Neuqua Valley High School Lacrosse Club.


	Title
	Role

	Fundraising and Publicity Manager

Neuqua Valley High School Lacrosse Club
	This person is responsible for developing sustainable fundraising programs that will bring incremental revenue into the club to defray club dues This person needs to actively promote the Club through the school and the various mediums offered. 



	Responsibilities

	Activities


Lax Card



Established in 2007 with Varsity Gold



3 month lead time to setup retailers and design a customized card



Pre sales meetings with coaches, parents and players 

Kick-off with coaches

(set goal of 15 cards per individual)



Kick-off with coaches and players (Wed)



On going updates and mid week incentive (Monday following)



Sales Blitz (second Saturday, followed by a celebration party)

All in for players 10 days

Best bang for the least amount of time involved

            Merchandise



Boomer T’s




September agree on clothing and rebate

October design logo apparel for club

Setup merchandise via their web with link from our site

Two primary delivery dates prior to Christmas and March




Stickers




Pre-buy estimated amount for clubs needs

Sell at Orientation and Registration meetings

Provide 20 to each team coordinator

            NVLAX Scholarship



Sponsors = Varsity Gold and whoever else specifies

Award = $TBD based on contributions received

Corporate sponsors


Advertising on our web and via other mediums 

Developed a sliding scale based on contribution

Freshmen Orientation


Develop posters to be hung in Gold Campus

Get announcements on Gold Campus monitors 

Club marketing

Develop posters to be hung around both Campuses’

Get announcements on both Campus monitors for 

                          Orientation and Registration Meeting
Assist in recruiting board members



	





	Title
	Role

	Equipment Manager

Neuqua Valley High School Lacrosse Club
	This person is responsible for ensuring that the club teams have the necessary equipment to play the game.  Equipment purchases should be consistent with the annual budget as approved by the Board.    

Equipment needs include player jerseys (home and away), player shorts, field set up for home games, game balls, team water for all games and a fully stocked coach’s bag.  The coach’s bag contains a first aid kit, extra first aid supplies (e.g., cold packs), a stick repair kit and a game statistics book.  Individual players are responsible for providing their own helmets, shoulder pads, gloves and sticks.  



	Responsibilities

	Activities

Maintain vendor relationships and arrange for timely purchase of necessary equipment within Board approved budget guidelines.   

Once coaches select teams the Equipment Manager distributes jerseys.  A deposit is collected for uniforms at registration. Maintain a list of jerseys distributed to each player.  Collect jerseys at the end of season and store during off season.  Players keep game shorts.  Direct the Club Treasurer to return deposit money once both home and away jerseys are returned.  If a senior player elects to keep one jersey then their deposit money is not returned.  

Recruit Team Coordinators and support Team Coordinator’s effort to obtain necessary parent volunteers.  All volunteer efforts will be recognized on the Club web-site.  Team Coordinators provide field support for home games while the Equipment Manager provides Team Coordinators with all necessary equipment.  Field support includes game balls, stop watches to time games and penalties, score board, score book, air horn, field cones and a water cooler.  At the end of the season the Equipment Manger then collects and stores all field support equipment. 

Work with Field Manager to line practice field as necessary.

Provide coach support by stocking ball bag with practice balls and providing a first aid kit and supplies for coach’s bag.  Game statistics book is also provided to coach.  At the end of the season the Equipment Manager then collects and stores ball bags and coaches’ bags.  Distribute portable practice goals as requested by coaches and store during the off-season.   

Assist in recruiting board members and other parent volunteers.




Roles and Responsibilities

	Title
	Role

	Treasurer 

Neuqua Valley High School Lacrosse Club
	The Treasurer is the person responsible for managing and reporting on the association's finances.



	Responsibilities

	· Present financials reports at every Board meeting

· Assist in the preparation of the budget

· Monitors the budget

· Ensures the Board's financial policies are being followed

· Prepares any required financial reporting forms  including, but not limited to: 1099 for salary expenses, annual tax filing

· Maintains all bank accounts

· Oversees all financial transactions 

· Ensures all receipts are deposited in bank account in a timely manner

· Ensures all payments are made in a timely manner

· Liaison with insurance providers




	Title
	Role

	Secretary

Neuqua Valley High School Lacrosse Club
	This person is responsible for maintaining the Club records and taking the minutes at all Board meetings.  This person is also responsible for determining the location of Board meetings and giving at least 15 days notice to the Board. 



	Responsibilities

	· Work with the President to determine the date, time, and location of Board meetings and give at least 15 days notice to all Board members.

· Take minutes at each Board meeting and publish them afterwards.

· Communicate all necessary information to players and parents via e-mails or texts.  

· Maintain club records including, but not limited to, bylaws, player rosters and information, and meeting minutes.

· Organize the end of season banquet.



	

	Title
	Role

	Team Coordinators 

Neuqua Valley High School Lacrosse Club
	The Team Coordinator is responsible for providing game day support for each Neuqua Valley team.  If Neuqua fields Varsity, Junior Varsity, and Frosh/Soph teams then there will be three team coordinators.  

Each Team Coordinator will be responsible for recruiting at least two other parent volunteers for each game to provide assistance on game day.  If there is a shortage of volunteers the Team Coordinator and Equipment Manager will select and notify parent volunteers to properly staff each home game.  

  

	Responsibilities

	Activities

Team Coordinators provide field support for home games.  The Equipment Manager provides all necessary equipment to Team Coordinators.  Equipment necessary to provide field support includes game balls, stop watches for timing games and penalties, score board, air horn, field cones and a water cooler.  At the end of the season the Team Coordinators return all equipment to the Equipment Manager.  

At the beginning of each season the Team Coordinator recruits at least two volunteers in addition to the Team Coordinator to provide added field support for each home game.  If after the first home game, there are not sufficient volunteers, the Equipment Manager and Team Coordinator will select and notify parent volunteers to be sure of proper game day support.  All volunteer assignments for each game and each team will be posted to the NV Lacrosse web-site.

Field support for home games includes the following activities:

· Arrive at field one hour prior to game to set-up field equipment.  This includes placing cones to mark field corners, mid-field (opposite side of field from the scorer’s table) and two cones to identify the edges of the table area.  Previously installed field paint will guide placement of cones.  

· Set up scorers table with score board, stop watches (four) and air horn.

· For each game, home and away, provide team with a cooler stocked with ice water with three 8 oz ice water bottles for each player.  A second cooler should be used when game temperatures are high.  

· Provide direction to parent volunteers.

· Run the game clock (one volunteer).  Game timer must notify the nearest official 20 seconds prior to the end of each quarter and 2 minutes 10 seconds prior to the end of the game.  Game timer sounds the horn at the end of each of the four quarters.   

· Run penalty clock(s) (a second volunteer). Count down the final 10 seconds of a penalty while standing next to penalized player then shout “release” when the penalty time is done.  

· [Who will be Scorer? Head coach or Team Coordinator … score, timeouts, penalties, statistics …]

· Once team warm-ups are complete place 6 new game balls equidistant from each other five yards beyond the end line.  

· Retrieve game balls shot beyond playing field (may be able to reuse) and replenish end-line with game balls between quarters (two minutes between quarters and ten minutes at half-time).  A minimum of four game balls must be on each end line at the beginning of each quarter.  If available, an added volunteer to support ball retrieval between quarters would be helpful.



	Title
	Role

	Registration Coordinator

Neuqua Valley High School Lacrosse Club
	This person is responsible for establishing the procedure for registering students, overseeing the registration process, and ensuring that all necessary information is collected.  This person works with the NVHS Club Liaison and the Website Coordinator to ensure that all information requirements of the IHSLA, the school district, and the Club are met.



	Responsibilities

	· Determine what information is required by the IHSLA, the school district, and the Club.

· Make registration forms available to all students interested in joining the Club.

· Attend the Freshmen Orientation and the Registration Meeting to collect forms.

· Process all information and verify that all forms have been filled out completely and signed.

· Create a spreadsheet and binder for each coach with information and forms for each player needed in case of an emergency.







Roles and Responsibilities

	Title
	Role

	Scheduling Coordinator

Neuqua Valley High School Lacrosse Club
	The person responsible for acting as liaison between team coaches and Illinois High School Lacrosse Association (IHSLA) in developing and modifying full schedule of games/tournaments along with confirmation of Officials. Ensure contracts are administered and submitted properly and all schedule modifications are confirmed and approved.   

	Responsibilities

	· Administer and submit game contracts of all levels. 

· Submit contracts to Neuqua Valley Club Liaison to obtain Neuqua Valley High School (NVHS) Administrator approval and acknowledgement.

· Submit contracts to team opponents for signature and acknowledgement. 
· Liaison between coach (s) and IHSLA on any schedule changes.  
· Confirm Officials scheduled for all games.
· Confirm notification to Officials of any schedule changes.
· Modify and update all schedule changes on team website.
· Confirm IHSLA website’s team schedule is correct and request any modification necessary.  
·  Liaison between coaches and Team coordinators on game cancellations and all other game modifications.
· Confirm with Team coordinators of Phone Tree implementation for all urgent or weather related game cancellations and changes.
Assist in recruiting board members and other parent volunteers.

  


Roles and Responsibilities

	Title
	Role

	Transportation Coordinator

Neuqua Valley High School Lacrosse Club
	The person responsible for scheduling and managing the transportation to and from distant venues for all team levels. To schedule transportation for post season charter events and all distant tournaments for all team levels.

    

	Responsibilities

	· Schedule and manage transportation for all distant games at all levels.  

· Manage location pick up and departure times for all departures. 

· Confirm confirmation notices for accuracy for every scheduled departure. 
· Update transportation administrator of any game cancellations or schedule modifications.
· Confirm acknowledgment of schedule changes from transportation administrator by requesting updated confirmation notice.  
· Act as liaison between coaches and transportation should issues arise.
· Manage “NO Show” or “Late” transportation issues in connection with transportation administrator.
·  Make available emergency phone list for transportation delays or other urgent issues.
· Audit and approve transportation invoices for payment.
· Act as liaison between Transportation Company and club Treasure for invoice accuracy and payment issuance.
Assist in recruiting board members and other parent volunteers.




Roles and Responsibilities

	Title
	Role

	Webmaster

Neuqua Valley High School Lacrosse Club
	The person responsible for updating and maintaining the club website including controlling access to site, game scheduling updates, email of info to members of the club and interfacing with technical support people from time to time.

    

	Responsibilities

	· Make sure the web site stays up to date and relevant to the club.

· Post game and practice schedules and changes as needed.

· Email club members of game or practice time/date changes

· Post other club info from time to time.

· Allocate access to various sections of the web site to parent volunteers, board members and coaches.

· Working with Team Sports to set up registration database online (once each year) 

· Work with registration coordinator

· Upload registration forms as needed

· Update registration forms as needed

· In the off season, try to keep the web site relevant with information of interest

· Attend Board meetings, usually held monthly Sept-end of season.
· Help with fundraising – Lax Card/Car Wash

· Assist in recruiting board members and other parent volunteers.




