Communication

Parent & Player information
(Handed out to each family, coordinator and coach on the team)

I. Set up the player, parent, coordinator, coach information sheet.

A. List the player name, jersey number, cell phone, email address.

B. List the parent’s names, home address, home and cell phone numbers, email addresses.

C. List the coordinator name, home address, home and cell phone number, email addresses.

D. List the coach’s name, home address, home and cell phone number, email addresses, CEP number, coaching level, number of years coaching.

II. Use Microsoft Excel.

A. This allows you to expand the width of your columns and the height of your spacing.

B. To fit the information into the “cell” desired you will want to “wrap” your text.

C. Also keep in mind you can play with the “font” size to fit the information into the “cells”.
III. You may want to type your players in alphabetical order for easy reference.

IV. Type the coordinator(s) and coach(s) names and information at the bottom.

V. It is a good idea to gather this information at the first meeting you have with the parents and players.

VI. Have a sign-up sheet ready requesting all this information.

VII. Make sure you let the parents know what you intend to do with the information and that by giving it to you they are giving you permission to print it for the entire team to see.

VIII. You will want to gather email addresses from the player as well as each parent.
A. Most times email addresses are all different as some use Yahoo, hotmail, etc., and some use their work email address.
B. You can use this list of email addresses to set up your address book for notifying your players and parents of current events and notices.

IX. Type in your information correctly, if you have a question, take the time to call the families and get the correct information.  During an emergency, everyone will appreciate your accuracy.

X. Copy your pages front to back and distribute to the players, parents, coordinators and coaches.
A. Carry one with you to all your games.
B. You will especially use the coach’s information at each game.
