To: Eagan Athletic Association Sport Directors

Subject: In-House Team Formation, Team Rosters and Team Announcement Guidelines
In order to facilitate a streamlined universal approach to team formation, team rosters and team announcement for EAA In-House  programs, the process below is being recommended.  
Note:  There are detailed instructions for each role (Directors, Age Group Coordinators, and Coaches) posted on the EAA website.  The cheat sheets can be found under the About EAA tab and Documents menu and are titled Director/Travel Registrar Instructions, AGC/League Coordinator Instructions and Coach Instructions.
Registration Reports - Director 
· Directors will pull first report the day after CLOSE date. Directors will give report to Age Group Coordinators (AGC’s) sorted by school, age and gender (if applicable).  AGC’s can begin team formation.
· Waitlist registration - Director options are:

· Registration can remain open up to X number of weeks prior to the start of the season. Then a hard close needs to be established to allow time for final team placement and logistics.
OR

· Leave registration open until start of the season and continue to add players as long as there is room on teams and uniforms are available. 
Team Formation - Age Group Coordinators 
· Age Group Coordinators (AGC’s) will receive player lists already sorted by school from their Director.

· They will note how many players they are starting with.
· Teams will be formed in excel based on parameters set forth by Director (i.e. no more than 9 on a team, even number of teams, etc.)

· Highlight rows of people who identified willingness to coach

· Create worksheet tabs for each team, cut/paste players to each team tab (suggested process, could also keep all teams on one excel worksheet.  Personal preference as to which format is used.)
· AGC’s will manage their above waitlist registration report in the NGIN system, will place kids on teams if able to do so. Director will give the AGC’s instructions for how to access their sport report in the current Registration Session.

Online Rosters  - Age Group Coordinators 

Online rosters tie a player to a team page. The team page is where players will go to find their practice/game schedule, see news/events posted for their team, view team/player statistics, if applicable, and allows coaches to send an e-mail to their team. Private pages (only the team can see) can also be created by a coach or team parent where full roster information (phone/e-mail) or pictures/videos of the team may be posted.
· Print teams off from excel.
· Place on online roster, mark players off as they go, and cross check. (Note - we have requested that NGIN develop an indicator, i.e. area becomes shaded once player is assigned to a team or falls off list completely, which will assist in identifying those still needing to be placed on a team. Currently no indicator is given.)
· Make sure only first name and last initial is listed (will need to delete last name back to first initial).
· As players are added from waitlist, update excel sheet/team roster and online roster.
Team Rosters - Age Group Coordinators
· Copy/paste each team roster into a separate excel file, name it the team name.
· Make sure ONLY the following information is included: player name, guardian 1, guardian 2, e-mail, phone, school.

· Make sure comments are deleted.
· E-mail each coach their team roster. (“Coach Instructions” on  the EAA website instructs coaches to e-mail players this team roster.)
· Note: private pages can be created under a team page where full team roster information can be posted and would be visible to only the team. Currently, detailed directions on how to do this are in the “Coaches Instructions” on the EAA website if a coach chooses to do so.

Announcing Teams - Director 
· Once the steps above are complete and team pages have coach contact and owner permission given by AGC’s;
· Send a mass e-mail from the system to welcome player to the sport, give important dates, inform how to see which team they are assigned to and where to access team page with coach contact, roster (first name, last initial) and eventually practice/game schedule information. 
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