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Section 1:

Field Managers

1a. Field Assignments

Individual/Individuals would be responsible for field assignments for both practice and games each week

1b. Lining Fields

Individuals would be responsible for make sure adequate goals are at each field and the lining of fields

1c. Coordinate with School for Field Time

Individual will coordinate with schools/upper level coaches to know when field are being used as well as when they are then available for our organization to use
Section 2:

League (RALL) and Tournament Registrar

RALL Registrar

Individual will attend all RALL meetings as the spokesperson for HFLYL and work with the RALL Organization to submit our rosters for the year

Tournament Registrar
Individual will work with League Directors and Coaches to review tournaments available and register each team

Section 3:

Team Positions

3a. Head Coach

1 Head Coach of team
3b. Assistant Coach

2 or more assistant Coaches per team

3c. Communicator

Email parent information, practice times, game schedules and all changes

3d. Reporter

1 or more: Responsible for writing up a small paragraph each week about the games/practices and posting it on the website.   Team parent or parents would also be responsible for taking pictures each week and posting them to the website

3e.  Team Pictures

Coordinate with coaches when groups are practicing so that pictures can be taken during each teams practice.  Make up picture schedule and submit to director for approval.  Contact photographer to schedule dates for pictures as well as follow up one day prior to confirm.  Send out picture schedule at least 1- week before P- day. (Have schedule and picture forms available for coaches to hand out 1week in advance of P-day.) Meet photographer at the field and select picture location.  Organize teams, and line up for pictures. Collect picture forms, and keep the process moving.
Section 4:

Insurance

Individual in-charge identifies:

· Which insurance we go through

· How much coverage we need

· What is the cost of this coverage

· What specific policy is needed

· What are other organizations using or adding to their coverage

Section 5:

Youth Banquet

Decide:

· Do we want to do this?

· Combined boys and girls? All levels of Youth?
· Is there enough money in lieu of our low costs

· Theme

· Look into different locations for event

· Look into menu/food details for the event

· Individual would also coordinate fees and sign-up for the HFLYL banquet
Section 6:

Equipment Managers

6a. First Aid Kits

Individual would be responsible for working with league management to purchase a first aid kit for each team and maintain the supplies throughout the season.  

6b. Equipment

Communicate to Director all needed equipment. The director will be responsible for the purchasing of needed equipment.

6c. Equipment Manager-each team

Maintain inventory of equipment.  Assign equipment to each team and make sure it comes back.  Also, request new equipment for each team as needed.

6d. Uniforms

Hand out size appropriate uniforms each year and make sure they are returned at the end of the year.

Section 7:

Euchre Committee
Identify people that will be responsible for the coordination of the Cougar Euchre Tournament.  The committee should be comprised of 4-6 people. The committee would be responsible for breaking down the various job responsibilities and dividing up the workload. We would simply work off the established outline from past tournaments and discuss what is working and not working.

The Tournament Committee would further break down into sub-committees with each person taking a role in one or more. The sub-committees would then identify parents & volunteers to fill the work needed in their specific committee.
Sub-Committees:
Marketing:

Getting teams to come, costs, get date, get facility, agree to the rules, Put on the schedule early, website promotion, build tournament package.

Food & Beverages:

Parent role, food and beverage coordination

Tournament Headquarters & Logistics:

Registration, Rules interpretation, updating game results & brackets, Purchase and handle the Game cards, Timekeeper to keep tournament organized. Identify any additional jobs that may be needed.

Section 8:

Tournament Committee

Identify people that will be responsible for the coordination of the Cougar Summer Shootout.  The committee should be comprised of 10-15 people  (4-6 coaches, 2 directors, 2-3 managers, 2-4  parents)  The committee would be responsible for breaking down the various job responsibilities and dividing up the workload. We would simply work off the established outline from past tournaments and discuss what is working and not working.

The Tournament Committee would further break down into sub-committees with each person taking a role in one or more. The sub-committees would then identify parents & volunteers to fill the work needed in their specific committee.
Sub-Committees:
Marketing:

Getting teams to come, market it early through RALL season, costs, get date, game format, rules, on the schedule early, website promotion, build tournament package.

Apparel & Vendors:

Tournament shirts, design, logo for Summer Shootout, outside vendors, Championship awards, pins, etc
Food & Beverages:

Chow Hut assignments- parent role and food coordination

Tournament Headquarters & Logistics:

Registration, Rules interpretation, updating game results & brackets, Refs, announcing the games &field assignments, field map
Field Managers:

Scoreboard & clock, fields cut & lined, goals strung and in place, end-line balls, field markers, water and medical.
Section 9:
Fundraisers & Advertising Opportunities

Identify local businesses and/or parents with children in the program and approach them with website sponsorship. Work with our webmaster (Jerry Rogers) to coordinate available space on website and determine process for adding logos and other company information onto the site.

Section 10:

Apparel 

Select various items that can be purchased directly through a vendor- Select a vendor and have a link on our site so parents can order themselves via Recognition Experts-Graph-tex etc...

Section 11:

Team Pictures

Coordinate with coaches when groups are practicing so that pictures can be taken during each teams practice.  Make up picture schedule and submit to director for approval.  Contact photographer to schedule dates for pictures as well as follow up one day prior to confirm.  Send out picture schedule at least 1- week before P- day. (Have schedule and picture forms available for coaches to hand out 1week in advance of P-day.) Meet photographer at the field and select picture location.  Organize teams, and line up for pictures. Collect picture forms, and keep the process moving.
Section 12:
Donations

Requesting donations- falls into #9 Fundraising category.  Work with local businesses and/or other private contributors to provide opportunities to contribute to the youth lacrosse program through either monetary or material (equipment) means.

Section 13:

Website Administrator
Individual will be responsible to administer league website and work with the coaches and appointed individuals to grant access for team emails, weekly website updates including pictures and team news

Section 14:

Background Checks for Coaches

Individual will be in charge of running background checks for all of the youth lacrosse coaches at each level/gender--will contact/go through Mendon Rec.  Prevents allegations, protects our organization from legal liability and lawsuits.  Coaches and parents will be made aware of this procedure for safety of all involved. —cost $9 per coach.  Individual will also be responsible for obtaining all pertinent information from said coaches to conduct thorough and complete background checks.  This should be done 1 month prior to the start of the Youth Lacrosse Season.

Section 15:

Ref Coordinator

Identify a person who is in charge of coordinating the refs for home games. Keep a list of local refs and update the list to reflect their effectiveness for future games.

Section 16:

Treasurer

Section 17:

Director

Oversee it all.  Pick Coaches. Pick Leagues to play in.  Resolve issues.  Pick Tournaments to play in.  Decide Fees.  Make sure all positions are filled.  Take credit and pass blame

· Charter

· Policies

· Coaches Conduct

· Player Conduct

· Parent Conduct

· Policy pertaining to what info is allowed on the website
Section 18:

Travel/Tournament Teams

Establish Guidelines for teams- numbers of players- selection process- costs- which tournaments-coaches- apparel

Section 19:

Rattlers Organizer

Contact Rattlers/Knighthawks Rep for information on HFL youth group rate tickets for game, and/or a fundraiser involving the Rattlers/Knighthawks players.  
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