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Remember that you are doing this for the Children on the Bench playing hockey. Your job is very important and we thank-you in advance for taking this task on.
1) General Duties
a) Team


i) Parent Meeting

(1) Organize Parent meeting for coaches to talk to Parent re: expectations. Manager /Treasurer – budget. Get the parent ‘s signed up for volunteer positions

ii) Team list 
(1) Ensure Coach / Assistant Coach / Trainer / Manager (if being carded) – names, DOB & address are given to the Registrar. Registrar will then add to official team roster

(2) Once complete roster received form Registrar – ensure all information is correct (including affiliate players) 

(3) Stickers (2x4) with Logo for games sheets can be done – include the following:  Player’s names & Jersey numbers, Team officials Names and positions. 16/60 site has link for stickers.
iii) Contact List

(1) Match Child’s name & jersey# with Parent’s name, email address, home & cell numbers (helps with informing of cancelled games, travelling emergencies, car pooling)

(a) Print for Parents if team wants
iv)  Special Events Permits

(1) Apply to the designate listed on the Website for any non game team related functions 5 days in advance: Bottle drives, end of the year wrap-up (bowling etc), Oil Kings game etc. If unsure call and ask. 
(a) Require Date(s), Type of request, start & end time http://sturgeonhockeyclub.com/default.aspx?p=permits  
(i) Please be specific and clear about your function

b) Parents

i) Website management (can be assigned)

(a) Stats – league website (16/60 only)

(b) Local

(i) Add Schedules – practice, games & tournaments

(ii) Put player/ coach / manager information on the site
(iii) Add all parent emails so they receive the emails from SHC

ii) Delegate Volunteer Jobs

(a) Concession Coordinator (mandatory)

(b) Picture Person
(c) Team Liaison (mandatory) could be the manager – best if not especially at the higher levels

(d) Jersey Parent(s)

(e) Fundraising Coordinator
(f) Safety (Medical Personal) – maybe a coach or parent

(g) Treasurer (2 signers required – Manager/Coach/Treasurer)

(i) Open Bank Account

(ii) Contact SHC treasurer with email address & contact information

(iii) Pay referees before each home game (except provincials and playoffs)

(iv) Monthly Statements

(v) Team reports 3-4 times per year (to keep them up to date with funds)

(vi) Close account @ end of the year and financials turned into Treasurer (Copy of Form in Appendix and direct web link in forms section)
(h) Music Coordinator

(i) Time / Penalty Box Coordinator

iii) Parent Evaluations – Hand out 2 x per year : December / Feb

2) Game
a) General

i) Stickers (Discuss with Coach if would like to use) Locate in 16/60 website in from your login
(1) Team list on stickers for game sheets

(2) If using affiliate players they must be identified (AP)

(3) Suspensions must be identified (1 of 1, 2 of 2 etc)
(4) Player missing  - strike from sticker and mark ill/absent/missing

i) Request Travel Permits/ Special events Permits from – designate listed on the website 5 days before the event

(a) Require Date(s), Type of request(game/event), Location http://sturgeonhockeyclub.com/default.aspx?p=permits  

ii)  Game sheets –once roster listed Coach must sign not manager (if a problem occurs and the manager signs both manager & head coach will be suspended)
iii) Fax/Scan game sheet (if home team) to Leagues Division/Level Director 
iv) Enter score / penalties on League website & SCH website (can connect the 2)
v) Reschedule games

(a) Work with Head Coach & other team for possible options 

(b) Call ice scheduler if home game to:

1. Get option for new time(s)

2. Allow ice scheduler to notify Referee Assignor of cancelled game
a. If game is cancelled and ice scheduler will notified so referees are cancelled ahead of time – team is responsible for the cost of the referees
(c) Notify Parents for game change
b) League (Novice – Midget)
i) Midget AA- Northern Alberta Midget Hockey League  www.namhl.ca 
ii) Midget 15AA – Edmonton and Rural Midget 15 AA  www.rem.ab.ca 
iii) Bantam AA – Edmonton & Rural Bantam Hockey League (ERBHL) www.erbhl.ca 
iv) Novice, Atom, PeeWee, Bantam A/B, Midget A/B –  16/60 League  www.1660.ab.ca
c) Exhibition/ Tournaments (Initiation – Midget)
i) Novice “4 the Love of the Game” held in March – Director of Novice to work with Team Managers to form a committee to organize and run.
ii) Initiation – “Tim Horton’s” 1 day tournament – Director of Initiation to work with team Managers to organize and run.
iii) Ice Scheduler /Referees for home games
(1) Contact Ice Scheduler for Available Ice 

(2) Ice scheduler with contact the Referee assignor to book referees

iv) Travel Permits (Initiation – Midget)
(1) Send requests to designate on website at least 5 days in advance. Include the following:

(a) Date(s), Type of request (exhibition vs. Tournament)

(b) Number of games & location http://sturgeonhockeyclub.com/default.aspx?p=permits 
(c) The completed game sheets need to be fax to Zone Discipline co-odinator. Name and Fax # located of SHC website. 
d) Provincials (Atom and Up)

i) Preparation

(1) Let registrar know teams’ intentions by Dec 15th to enter

(2) Obtain Provincial signature sheet from registrar
(3) Have all team players including affiliated player sign (not print) their names

(4) Contact the opposing team (each round) & give 2 dates & times once received from Ice scheduler

(5) Once agreed on dates and times confirm with Ice scheduler  & Complete HA paper work that each team must be signed and sent to Zone 3 Provincial Rep
ii) During Play Downs
2) Players must arrive 1hr before each game in order to sign the back of the game sheet,  including any affiliate players playing that game
3) Submit all game sheets to designated Zone person with 24 hours
4) If you win/loss by greater than 10 goals – second game does not need to be completed (series considered done)
5) If you win the round – contact the ice scheduler so you can give the next team you the next set of dates & times
6) FORMS
a) SHC Forms:
 http://sturgeonhockeyclub.com/default.aspx?p=forms 
i) Coach Evaluation: http://fs1.rampinteractive.com/morinvillemha/files/association/Coaches%20Evaluation%20Form.pdf 

ii) Sanctioning Guidelines: http://fs1.rampinteractive.com/morinvillemha/files/association/Sanctioning.pdf 

b) Hockey Alberta Forms

i) Medical: http://hockeyalberta.rampinteractive.com/UserFiles/File/FORMS/mha%20medical%20form.pdf 

ii) Injury Report: http://members.hockeycanada.ca/downloads/insurance/English%20Injury%20Reports/Injury%20Report%202010%20eng%20Hockey%20Alberta.pdf 
iii) Suspension Appeal:

http://www.hockey-alberta.ca/UserFiles/File/Suspension%20Defferal%20Reg%2013.2.26-27-28.pdf
c) 16 /60 League Forms

i) Game Change: http://fs1.rampinteractive.com/1660hockeyleague/files/association/Notice%20of%20Game%20Change.pdf 

ii) Completed game sheet:
http://fs1.rampinteractive.com/1660hockeyleague/files/association/Notice%20of%20Game%20Change.pdf 

iii) Game Incident Report Form:

http://fs1.rampinteractive.com/1660hockeyleague/files/association/Game%20Incident%20Report.pdf 
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