NOTE TO MANAGER
Dear Manager:

Welcome to the 2010-11 Season of the Northern Express Hockey Association.  This booklet has been assembled in order to help you during the upcoming hockey season. Should you have any questions, please contact Robin Kliczko. She is  here to help and assist you.  Also, please feel free to contact any of the Board members.  Thank you for volunteering to manage your team.  We look forward to an enjoyable season.
Good Luck to You!

Northern Express Hockey Association

Board of Directors

RESPOSIBILITIES

As Manager, you have a number of responsibilities to both your team and the Express organization.  They include:

Communications

Zero Tolerance Monitoring

Scheduling

Collections

Documents

Equipment

COMMUNICATIONS

We will have manager meetings throughout the season.  It is your responsibility to attend or send a representative from your team in the event that you are unable to attend.

We also suggest that you organize your own team meetings on a regular basis and assign another parent to help organize.

You must also distribute information, rosters, contact information, schedules (via the Express website), statements, etc. Discussing games, tournaments, etc. at one time with EVERYONE present works out best.

PLEASE KEEP YOUR WEBPAGE UP-TO-DATE.  YOUR WEBPAGE IS A GREAT AID TO YOUR TEAM.  YOU MAY WANT TO ASK ANOTHER PARENT ON THE TEAM TO MAINTAIN THE WEBSITE IF YOU LIKE.

ZERO TOLEANCE MONITORING

The Northern Express Hockey Organization endorses proper hockey conduct and enforces the Zero Tolerance Policy.  At Orientation, ALL parents will be given materials on Express Policies and an acknowledgement form to sign.  It is your responsibility to report any violation of this policy directly to Kim Kardas as soon as possible.

SCHEDULING
It is your responsibility to schedule all games for the seeding round, regular season, and practice.  

FOR NIHL/CSDHL GAMES, YOU ARE RESPONSIBLE FOR TURNING IN SCORE SHEETS OR YOUR TEAM WILL BE CHARGED FOR ANY AND ALL PENALTIES.

If any away games are scheduled during your “home ice”, you must trade or release the ice slot back to Express in a reasonable amount of time.  Please contact Scott Dyball IMMEDIATELY if you have an ice slot you cannot use.  
You will be provided with a login and password to schedule referees online.  Our Referee in Chief is Craig Welker, cwelker@ihoa.com. You must schedule referees 5 days prior to game day.   Cancellation of referees for any reason must be made 48 hours prior to game time.  The team will be responsible for any costs incurred.

It is your responsibility to provide a timekeeper and a scorekeeper for all home games.  Remember, anyone in the score/penalty box is a minor official as well as a representative o your team and the Express Organization.  

COLLECTIONS

You are responsible for collecting season fees for the second and third payment.  Please make sure all checks are made payable to Northern Express Hockey and include the team level, player’s name, and number.  Please forward all collections to:  Scott Dyball.
ALL FEES MUST BE PAID ON TIME.  If you have any collection problems, please notify Scott Dyball immediately.

DOCUMENTATION

It is your responsibility to carry all pertinent documentation on your team AT ALL TIMES! This includes, but not restricted to, birth certificates, certified team roster (with State Stamp), Medical “Permission to Treat” forms, travel permits, etc.  We also suggest that you make copies of your coaches’ cards.  Steve Gianikos, Registrar, will help you with these forms upon request.  Remember, any and all of the above mentioned items may be requested at any time.  
If a parent is taking a player (other than their own child) to an out of town trip, the parent needs to have a Travel Permission Slip.  (Sample form can be found on the Managers Resource page on the Express Website)
EQUIPMENT

The Northern Express Hockey Organization will provide each player with decals for their helmet and home and away socks.  

Game jerseys are provided, at a cost to the player, and are to be kept in good condition.  Any damaged jerseys MUST be replaced at the player’s cost.  

Practice jerseys are available, at a cost to your team, upon request to use during practices.   

The official look of Express Players:  Black Helmet, Black Gloves, Black Pants, Official Express Jersey (purchased through Express), and Official socks (provided by Express). 
Socks provided, as well as game jerseys, are to be worn ONLY during games.  
MANAGER’S RESPOSIBILTIES DIVIDED
The Express Organization recommends dividing the Team Manager’s responsibilities into four distinct roles per team, with a representative officially assigned to each function.  We believe that this would make the Team Manager’s job less demanding for one individual and also would serve to include more families in the ongoing task of running the Team and in turn increase participation in the Express Organization.

Team Scheduling Manager (Lead Manager*)
· Develop complete roster of players

· Responsible for scheduling games for tiering and regular season rounds

· Responsible for scheduling practice games

· Responsible for scheduling referees on-line

· Responsible for developing monthly practice and game schedule and communicating schedule to parents, coaches and players

· Responsible for posting calendars at rinks and notifying rinks of games and locker room needs

· Responsible for preparing score sheets for all games, home and away and faxing in score sheets to NIHL

· Responsible for keeping binder with player’s medical forms, Consent to Treat forms, birth certificates, USA Hockey official roster and score sheets

· Responsible for scheduling post season playoff games and State tournament games

· Responsible for inputting, updating and keeping calendar on website current

· Address any miscellaneous NIHL needs

· *Name will appear in NIHL coaches’/managers’ book

Tournament Manager
· Responsible for selecting and securing participation in all season and post season tournaments

· Responsible for communicating travel information, game times and any special needs to players, coaches and parents

· Responsible for planning any group meals or activities at tournament locations

· Serve as hotel and tournament contact and liaison

· Responsible for securing checks to pay for tournament fees

Treasurer
· Responsible for setting up slush fund checking account

· Responsible for communicating payment schedule to parents

· Responsible for collecting checks and getting them to Express Treasurer

· Responsible for collection notices

· Responsible for providing other managers with checks as needed

· Responsible for providing parents with slush fund accounting

In addition, other parent representatives can be selected to serve as scorekeeper, Dinner Dance representative and other needs as they arise.

Jimmy Wright

President

Northern Express Hockey

