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Introduction TC “Introduction”
Every fall there is an excitement in the air with the start of another minor hockey season.  From conditioning, evaluations, to team selection there is a great deal of activity.  The teams are now selected and now it’s down to the business of running a house league minor hockey team for the year.

The Team Manager is a key individual in the team staff, assisting the coach in running the off ice activities of the team.  From name-bars to communication with the parents, the manager allows the coach to focus on the hockey side of the team.  This is true for all levels of hockey from Novice to Juvenile.  The Team Manager is not expected to perform all of the tasks contained within the manual.  Try to get as many parent volunteers as possible to share the workload.
With the “Manager’s Handbook”, the Stittsville Minor Hockey Association (SMHA) is attempting to put on paper what many managers have learned through the years.  With this in mind, you may find some of this material light or heavy on information depending on your background.  If, after reading this material you have any input for revisions for next year’s package, by all means bring it forward to the SMHA executive.

It is your responsibility to stress to your parents the importance of keeping their emotions under control in the arena, in front of the players and other parents.  Respect and cooperation is essential to everyone on the team.  Parents should respect the coaching staff for the job they are trying to do with your kids.  They are not perfect, neither is anyone else.  Mutual respect goes a long way to a fun and successful year.

Also stress to your parents that abuse of referees and linesmen is absolutely unacceptable and will not be tolerated by SMHA or the ODMHA.  The officials try their best to officiate a fair game and to keep player emotions under control.  They are human; they make mistakes just like all of us.  They deserve your respect and understanding.
Should you need help, direction or advise during the season for any reason, contact your Convenor who will take the problem to the Executive if needed.

SMHA teams
· All Stittsville house league teams play in the Lanark Carleton Minor Hockey League (LCMHL) http://www.lcmhl.ca/.
Team Meeting TC “Team Meeting”
· There are many times that the team players; parents and staff may want to meet.  The most critical of these meetings is the first time.  This first meeting sets the ground rules and tone for how the team will function.
· It is recommended that the 1st meeting be a PARENTS ONLY meeting so that everyone can concentrate on the items at hand and ask any questions without worrying about the kids.

· Items to discuss are budget, extra ice, tournaments, name bars, jackets/hats, sponsorships and other related issues.

· The first meeting is a good time to gather player information that can be distributed to all families, including, player name, jersey number and contact information (address, email, telephone number and parent’s names).

· Remember that all activities the Manager does should be coordinated with the Coach.
ODMHA Roster TC “ODMHA Roster”
· Every team manager will be supplied with an official team list by the Association Registrar.  ODMHA rules require that you carry this team list with you at all times.  The Official team list will contain your players and coaches’ Registration numbers, addresses and phone numbers.

· The Lanark-Carleton League and the Ottawa District Minor Hockey Association (ODMHA) require the team list in order for your team to be considered officially registered. Do not lose it.
· Should you have any questions about your official team lists, contact the SMHA Registrar. 

Treasurer TC “Treasurer”
· Electing a team treasurer is a good idea.  Sometimes the manager will also act as the treasurer.
· This person will handle all team funds and maintain an accurate record of all transactions (monies received and disbursements).  
· A team bank account is recommended to allow for easy tracking of activities.
· It is recommended that each player’s family be provided a financial statement on a regular basis to show the financial position of the team.
· At the end of the season a final financial statement should be provide to every family.  If there is a positive balance, it should be equally distributed back to each family.
Attendance TC “Attendance”
· Let parents know that they need to contact you if their child will not be attending a game or a practice.  

· This is important so that the coach knows who will be present at games or available for practice.  If you stress this point at your meetings you will have a very good attendance record.  

· This notice will also give the coach a chance to call up an affiliated player to fill in for any absent player.

Scorekeeper/Clocks TC “Scorekeeper / Clock”
· This is a very important task that the Manager must ensure is addressed. 

· It is every team’s responsibility to provide a Scorekeeper and Timekeeper your team’s home games (as well as for any exhibition games where you are the home team).

· Arrange for parents to perform these functions. They must have experience. If not, arrange a training session either with a parent who knows how to run the clocks, your convenor, or the arena staff to demonstrate the workings of the clocks.  

· There are 2 clocks:

· The game clock that runs on stop time during a game. The clock is stopped whenever play is stopped and restarted when the play starts.  There are specific time frames for each period depending on the division.  Your convenor will tell you how long your periods are.

· Each game has a finite period of time to be played.  The running clock is used to time the overall game time. If the time on this clock runs out before the stop time clock, the game is over.  The running clock does not stop with the play. It continues to run even when play is stopped.  The Lanark Carleton league runs this clock on a per game basis.  One hour games are set to 50 minutes while one and a half hour games are set to 80 minutes on the running clock.
· There are a couple of ways to cover this activity.  The first is getting 2 or 3 teams of two people to volunteer for this job.  The other method is just dividing up the home games and assigning two parents into every game.  This method is recommended only as a last resort as clock/score keepers need to know how to run the equipment and how to fill out a game sheet.

· It is important that your games run on time. Have your scheduled parents practice while the kids are on the ice for a practice so that they will not have any troubles during a game.  If you need assistance with this contact your convenor.

Game Sheets TC “Game Sheets”
· You are responsible for making out a game sheet for all of your home games.  

· These sheets are available at the coaches meeting at the beginning of the season. You will need approximately 12 for regular season, 3 to 5 for playoff and possible 1 or 2 for exhibition games.

· A game sheet is needed for every game that you host, EXHIBITION included.  If you run out during the season, call your convenor for extras.  Do not show up at a home game without a game sheet.

· Prior to the game ensure that the home and visitor player information is completed on the form.  The game information (game number, etc.) must be the information from the Lanark-Carleton season schedule provided to the coach.  Note to make it easier completing the player information you can print out your team list on Avery labels and apply these to the game sheets. (Note you will need 4 labels for each copy of the game sheet.)

· Ensure that your information is accurate and that you use your official team name.  Do not use team nicknames.  There are normally more than one Stittsville team playing at each level so make sure that your team number is included (i.e. Stittsville Atom B1).  Large divisions within the Lanark Carleton league may be split into two separate divisions (Blue Line and Red Line) this must be indicated on the game sheet.
· Ensure that the home and visitor coach or manager signs the form to verify players and coaching staff information is correct.  A trainer’s number must appear on the game sheet.  Su
· During the game it is imperative that the game sheet be filled out properly especially in regards to penalties.  The correct codes for penalties are listed on the reverse of the game sheet.
· After the game, the referee will take the game sheet from the scorekeeper, sign it and take a copy (required for the referee to be paid).  It is your responsibility to get the game sheet back and provide a copy to the visiting team. Under exceptional circumstances, the referee may keep the game sheet to complete and send it in to the league, you must provide a stamped addressed envelope to the referee should he request one.
· All game sheets must be entered online at www.lcmhl.ca as well as being faxed within 3 days to the appropriate statistician (name and fax number are listed on the LCMHL website), otherwise the SMHA will be fined $25 per occurrence.  Exhibition games do not need to be faxed in.   TC “Schedule”
· You will be given a complete league game schedule at the league meeting. 

· The SMHA ice scheduler will give you practice times usually on a monthly basis (sometimes more/less). 

· Make up a game/practice/tournament schedule for the complete year. Give this out to your parents at the beginning of the season.  As games are played remove them from the top of the schedule. As tournaments and practices are added, highlight them for easy reference when handing out new schedules. Only highlight new changes to the schedule.  That way parents can see changes immediately.

· During the season you may need to reschedule games due to tournaments or other unforeseen events. Work with the opposing team manager to determine a suitable time to reschedule the game.  Typically you would use a practice time to reschedule a game into.  The LCMHL allows a maximum of 3 games per team to be rescheduled per season.
· If you re-schedule a game, don’t forget to inform the SMHA Ice Convenor so that they can re-schedule referees.  The appropriate LCMHL Statistician MUST be notified of ALL game time changes.
· You may also want to swap practice times with other teams within Stittsville.  Work with other team managers to swap ice times to your mutual convenience. A complete list of team coaches and managers will be given to you by your convenor
Name Bars TC “Name Bars”
· Stittsville teams usually have player’s name bars on jerseys. Get a list of all players that require name bars for their jerseys as some player may already have them.

· The name bars are available from most sports stores. 
· An average cost is $5-$6 each name bar.

· You can also get the C (captain) and the A (assistant captain) at these stores as well.

Tournaments TC “Tournaments”
· Tournaments are listed on the Web at www.odmha.on.ca.  This site is updated frequently at the start of the season so keep checking back for new additions.  There are many other sites that list tournaments, surf the internet to find them.
· Make sure that you apply for House tournaments and not competitive ones.

· If you are traveling outside the ODMHA district, you will need a travel permit to be sanctioned by the SMHA President and District Chairman.
· Complete the travel permit request, get it signed by our president, and then fax it to the district chair. He’ll sign it and fax it back to you.

· You will be required to fax the permit to the tournament convenor for verification that you have permission to travel to their tournament. You will find a travel permit form on the ODMHA web site

· The earlier you apply to a tournament the better chance you have of getting in the tournament.

· Don’t assume that you are in a tournament until you have received a confirmation back from the tournament convenor.

· Stay in touch with tournament organizers to show your interest if you are on a waiting list.

· Don’t forget to book a hotel for out of town tournaments as early as possible. Even if you are not assured entry in a tournament you can book your hotel rooms, make sure that you understand the cancellation policies in case you do not get accepted into the tournament.

· Most tournaments will require a copy of your official team list and a copy of the players’ signatures.  Your players may be required to sign in at the tournament. 

· If you plan on using affiliated players for a Tournament, ensure that you comply with all Tournament rules in this regard.  Tournament rules may be differ from that of the LCMHL.  Some Tournaments do not allow for affiliated players at all.
Extra Ice TC “Extra Ice”
· If your team wants extra ice for practice or exhibition games, you should decide as early as possible as there is an extreme lack of ice in the area.

· Check the ODMHA web site and other association web sites for ice for sale.

· SMHA provides each team with an allotment of practice times and does not cover any additional ice times.  The team pays for the cost for any additional ice time.
Exhibition Games TC “Exhibition Games”
· There are several Associations within one hour of Stittsville that may be available for exhibition games. The ice that you use for these games must come from your allotted ice schedule.
· Remember that your team must be the only team allotted to the ice slot that you use for an exhibition game.

· All exhibition games require referees. Safety, insurance and ODMHA rules and regulations apply to all exhibition games. 

· Referees can be booked through the SMHA Referee Scheduler for games at the Goulbourn Recreation Centre or Stittsville Community Centre arenas.  Costs for referees are your responsibility. (Note that Referees for home games, regular season and playoff, are coordinated and paid for by SMHA for house league teams)

Fundraising TC “Fundraising”
· Fundraising will be required if you want to purchase trophies, hats, attend tournaments, extra ice, etc and do not want to require the parents to provide additional funding. 

· Some ideas on raising money include:

· Run a 50/50 draw at all of your home games.  Some teams just rotate each parent per game to do the 50/50, get a volunteer or elect someone.  It is only recommended that you do this at your home games only.
· Hold a raffle for something like a pair of Senator’s hockey tickets and raffle off tickets for $2.00 each.

· Check with the coach, as additional information may have been handed out at the SMHA coaches meeting.
· Bottle drives can also be a good source of revenue
· You may also secure sponsors for your team.

Player Affiliation TC “Player Affiliation”
· To affiliate players to your team is something that your coach will decide.
· Stittsville uses the ‘Club’ affiliation system. Meaning:

· An affiliated player in Stittsville may affiliate to more than one team.
· No forms are required to be completed to recruit an affiliated player. It is decided between the player, parents and coaches from both teams.

· Affiliations are only allowed from a level, or age, below that of your team.
· Remember, when using an affiliated player in a game, the letters ‘AP’ must be placed beside their name on the game sheet.

Team Reporter TC “Team Reporter”
· It is always nice to have someone write an article of a good game that can be published in the local newspapers.  The Stittsville News accepts submissions at snpub@runge.net
· The kids love to see their name in print.

· Sometimes papers will also print photos of special occasions. 
Mementos TC “Mementos”
There are many items that can be made to help commemorate a great year.  Parents and players will enjoy looking back at fond memories from your season.  Some suggestions for mementos:

· A team yearbook.  It is a good idea to assign the gathering of information (pictures, newspaper articles, etc.) to someone on the team early in the season.  At the end of the year, a small group of team parents could get together and compile the information gathered into a format for photocopying and distribution to the players.

· A team DVD or CD containing photographs and video highlights of your year.  Encourage all parents to take photographs and video ensuring that all players are well represented.
Trophies TC “”Trophies
· SMHA does not supply trophies for teams playing in the Lanark Carleton League.

· If the team wants trophies for the players you will need to purchase them.

· A reasonable trophy will run in the $8-$15 range plus taxes.

Check with your vendor on delivery time; expect a 2 to 3 week turnaround, more time if you order at the end of the season.
Social Events TC “Social Events”
To build team spirit and to enable players and parents to get to know each other away from the hockey rinks, you can organize team social events.

· Some suggestions are Senator’s or 67’s games, team dinners/breakfasts (great after those 6:00 am practices), movie nights, bowling, a Christmas party and a season end party.

· It is advisable to get a volunteer or elect someone to handle this.

· The players really love to do these things together.

Volunteers TC “Volunteer”
· Being a team manager is a big responsibility, you need as much help from the other parents on your team as you can get.

· Between you and your coach, delegate as many jobs as possible, it will make the year more enjoyable as well as making everyone feel like they have contributed to the team.

· Here is a list of the main team positions:

	Hockey
	Coach
	Assistant Coach
	Trainer

	
	Timekeeper
	Scorekeeper
	

	Administration
	Manager
	Fundraising person
	Team Reporter

	
	Party Organizer(s)
	Tournaments
	Webmaster


Contests TC “Contests”
· There are many organizations that provide incentives to Minor Hockey teams such as OHA (Ontario Hockey Association) for penalty free games, etc.

· Applications must be submitted for these and there is the possibility of winning prizes for the entire team.  Even if no prize is won, there are usually consolation gifts, such as certificates, pucks, coupons, etc.

· Some examples are listed in the table below.

· Note that SMHA does not endorse or approve of any particular program or activity.

	Hockey Development Centre for Ontario
	Penalty Free Games
	http://www.hdco.on.ca/

	ESSO Medals and Certificates of Achievement
	
	http://www.essomedals.com/e_index.cfm

	Chevrolet Safe & Fun Hockey program
	
	http://www.gmcanada.com/static/english/chev_safeandfun/index.html

	Ottawa Senators
	
	http://www2.ottawasenators.com/eng/MinorHockey/teamhockeycountry.cfm

	Ottawa 67’s
	
	http://www.ottawa67s.com/main.asp?page_name=community.asp


Communications TC “Communications”
· One of the Manager’s most important jobs is to keep all players and/or player’s families current on activities.

· Regular briefs after games/practices can be difficult, due to noise and other information that the coaching staff is trying to get across to the players about the practice or game.

· A weekly one page note or email with reminders on the next week activities can save a lot of time and effort in making calls.
· Setting up a team website is an easy way to provide a central source of information to your players and parents.  Free websites can be created at http://www.leaguelineup.com.  Any page that contains player information should be password protected.
· When handing out paper copies of anything to the team, putting each players name on the front before handing them out will make it easier to know who hasn’t received their copy.

· Establish a calling list, a form with all players’ names and phone numbers can be used as a checklist when making calls.
· Have Team Roster/Phone cards made for all parents with the roster information and parents’ cell phone numbers.  These can be invaluable for out of town games or Tournaments where you have the potential of people getting lost.
Other Information and contacts TC “Other Information and Contacts”
· The coach receives a great deal of additional information that you as a manager may find useful.

· The SMHA website http://www.stittsvilleminorhockey.com is an excellent source of additional information including contact information for Convenors and SMHA Executive.
Hopefully this manual will assist you in your position as Manager and allow you to ensure your team in having a great season.
Most of all, Have FUN!
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