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	Lakeville South Girls Basketball Association Manager Handbook

	Thank you for volunteering for the Team Manager position!  We appreciate your time and dedication as you play an important role in our association.  Good communication and organizational skills are essential to your role.  You will be responsible for handling the business of the team.  This handbook will help you through the process.  




GETTING STARTED

MEETING WITH COACH

One of the first things you should do is to schedule a meeting or phone call with the coach before the season starts.  This way you can discuss the expectations of your role and make sure that both of you understand what duties you will and will not be responsible for.  Many of the coaches will want you to take care of everything off of the court, but not always.  Good communication with your coach will be essential.

ATTEND KICK OFF MEETING

This meeting will allow you to meet other manager, address items covered in this handbook, and give you the opportunity to ask any additional questions.  

TEAM MEETING WITH PARENTS

This meeting should take place soon after the team is picked or at one of the first practices. The coach will go over his expectations of the players and you can explain what things you will be responsible for.

INFORMATION AND FORMS 

Every effort has been made to collect as much of the necessary information on-line during the registration process in order to eliminate as much paperwork as possible and make your role easier; however, there may be some information and forms for you to collect from the players, parents, and coaches at the start of and during the season.  Your coach will have a list of players along with some contact information.  You may need to double check and ask parents to fill in additional information that may be helpful to your team, such as: address, home phone number, cell phone number and additional e-mail addresses. You should distribute appropriate contact information to parents for arranging rides, etc., and be sure to include the coaches’ contact information. (Make sure no one has an objection to this information being distributed among the team parents.)
LSGBA INFORMATION

WEBSITE

The association website can be found at www.lsgba.com.  One of the first things you will need to do is create an account with the website so that you can gain access to your team page.  Go to http://www.lsgba.com/users/new). Once you do this, you should receive an email within 2 minutes. If you do not receive the email, check your SPAM folder. Once you create an account you’ll become live. Contact the webmaster to grant you editing access to your specific team page.  Once you have been granted access to your team page you can begin updating information and photos.

COMMUNICATION

This is probably the most important aspect of your duties as a team manager.  You will be responsible for distributing the game and practice schedule, notifying parents and players of changes, getting volunteers and various other duties.  Be sure to tell parents to check the website often for changes.  If everyone has an e-mail address, most of the communication can be done by sending an email.  It is a good idea to request confirmation of receipt of your message if communication by e-mail to ensure that everyone has received the information.

TEAM CALENDAR

You will need to publish a team calendar of practices, games and tournaments for players and parents.  Any time changes are made to the schedule, you should e-mail parents so they are aware of it.  You may also want to list the changes on the team page for a quick reference, instead of having to print off the new calendar each time.

MAINTAINING YOUR TEAM PAGE

As stated above, you will want to make sure any changes are noted on your team page, along with any other pertinent announcements. Examples are:  practice/game changes, tournament info, team photos, volunteer schedules, reminders to turn in paperwork or money, team party time and location, etc.  You can check out some of the other team pages for examples.

PARENT VOLUNTEERS

All parents are required to volunteer during the LSGBA Cougar Classic.  This tournament is the association’s main fundraiser and is held annually around the third weekend in January.  Team managers will be responsible for coordinating parent volunteer time slots after receiving direction from the Traveling or Tournament Directors.  Other volunteer opportunities may be available during the season, so the manager will be responsible for communicating these opportunities to the team so that the volunteers can be coordinated accordingly.
EQUIPMENT

Uniforms will be distributed by the Equipment Manager in a team tote at the beginning of the season.  There will be a form included with the uniforms.  It will be the manager’s responsibility to record player name, practice jersey number and uniform number and short size.    At the end of season, all practice jerseys and game uniforms must be washed, dried and returned to the tote they came in.  The tote should be delivered to the Equipment Manager at the designated place and time at the end of the season.

TEAM APPAREL

Team apparel will be ordered through the LSGBA website.  Player and parent options are available.  Go to www.lsgba.com and click on the Cougar Apparel tab on the left.
TEAM PARTY

Team parties are optional, however; it is a great way to end the season and get everyone together away from the gym.  Some ideas may be to have a potluck at someone’s house, at a restaurant, or wherever the team decides.  

Your team may also consider giving appreciation gifts to the coaches.  Be sure to let parents know in advance and what the financial contribution needs to be for each family.  Again, these are optional and should be decided by the entire team.  This may also be delegated to another parent volunteer.

YEAR-END WRAP UP

All team practice jerseys and uniforms should be collected.  The uniforms need to be washed and returned to the Equipment Manager in the original tote, along with the team roster form with name and jersey information.

All equipment (first aid kit, white boards, balls and ball bag) need to be turned in to Equipment Manager.

Again, thank you for contributing your time and effort to LSGBA.  You are greatly appreciated!!!
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