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QUAKERS TEAM MANAGERS CHECK LIST – 2011 – 2012
Agenda - Manager’s Meeting – August 3, 2011
I     FORMS

      1.  USA Hockey Roster - keep a copy (you’ll need for tournaments)
      2.  DVHL Hockey Roster or MAWHA - keep a copy

      3.  Copy of Birth Certificate for all players

      4.  Consent to Treat  - found on the Quakers website
      5.  USA Hockey Code of Conduct – found on the Quakers website (THIS WAS OMITTED ON THE ORIGINAL AGENDA)
      6.  Copy of Coaching Cards (for Head & Assistant coaches)  -  copy both front and back of card

      7.  USA Hockey Registration Confirmation – FOR COACHES ONLY - copy of receipt

 8.  HPATC Informed Consent – collect from all players and then turn the in to HPATC personnel all clipped together, with your team name.
II    ESTABLISH METHOD OF COMMUNICATION

  1.  Via e-mail – In Subject line of email – indicate team name or initials (QM16, QBAA, QSQA2, QPWB, etc.)  Many families have more than one player and more than one club – just helps to keep it organized!
  2.  Team web site -  Link to team site can be added to the Quakers website – email info to kath8802@aol.com
  3.  Wallet Contact Card – This contains the player’s name, jersey # and parent’s cell #’s.  Get parent’s approval prior to publishing cell #.  Sample layout to be posted on website.
  III    EQUIPMENT / APPAREL
1. Info posted on Quakers Website:  www.QuakersIceHockey.info   Any questions, please contact:  Megan White, Quakers Equipment Manager:  JWhite1800@aol.com – Deadline was 5/31 – Submit promptly if needed.
2. Throughout the season we will have an Online Apparel & Items Store – as posted on our website.  The current store will close 8/15.  A Winter Holiday site will open mid October and close mid November so that items are ready for the holidays.  Please keep parents aware of these offerings.
  IV    FUNDRAISING
1. Silver Stick - 2011:
9/16 – 9/18 - Midget 16 & 18  

9/23 – 9/25 - Bantam 14U 

9/30 – 10/2 – PeeWee 12U

11/25 – 11/27 (T-giving) – Squirt 10U & 2003 Birth Year

2.  Teams are involved in the Silver Sticks Tournament at Ice Line volunteer to sell T-shirts, sweatshirts, etc. during the weekend their team is playing.  Fundraising Coordinator, Megan White, will give each team manager their Volunteer Schedule.  It’s the manager’s job (or delegate this task to a parent on the team) to get the parents from his/her team to fill the spots.
 V    TEAM FINANCES
        1.  Collect money from parents for extra ice, tournaments, gifts for coaches, etc.

best to determine # of tournaments, extra expenses before season starts and have parents pay a lump sum 1 or 2 times during the season - you can always return extra $$$ at the end of the season.
2.  Sample “Team Fund” Planning Spreadsheet is available on the website.
3.  Establish your own separate bank account for this fund.  We strongly suggest that you do NOT “co-mingle” these funds with your personal account.  Discuss with a bank of your choice how to set up the account – however, this is for your specific team – meaning the Quakers do not provide you with a Tax ID # for the account.  Explain to the bank the reason for the account – they may even print out free checks for you!
 VI     TOURNAMENTS

1. Quakers web site has various sites to download for Tournament information

2. Check other teams, DVHL, MAWHA & USA Hockey site
3. Quakers Club does give a tourney allowance to teams – EXCEPT MITE AND GIRLS 10U - towards an AWAY tournament that is 100 or more miles away from Ice Line - encouraging teams to do this early in the season or the fall.  This promotes team bonding etc.  Submit your request, stating your team and the tournament along with your mailing address etc., to Quakers Treasurer, Barbara Larmer:  QuakersMoney@verizon.net   The allowance will be given AFTER the team participates in serving their time staffing the T-Shirt table sales at Silver Stick.
    VII   SCORESHEETS

1. DVHL:  THIS PROCESS MIGHT BE CHANGING FOR THE 2011-2012 SEASON.  IT MAY BE DONE VIA POINTSTREAK AND THEREFORE YOU WON’T NEED LABELS ETC. FOR THE SCORESHEET.  POINTSTREAK IS A COMPUTER BASED PROGRAM SO THAT THE RESULTS OF THE GAME ARE RECORDED LIVE AND POSTED UPON COMPLETION.  More details to follow as we learn more about this new tool!
Responsible for mailing in scoresheets and posting scores on DVHL website.  Tip:  Just post to the DVHL website by the end of Sunday, then copy scoresheet for your file and send off to designated person by Tuesday.  Make up 20 (+/-) pre-addressed envelopes at the beginning of the season – it keeps it easy to do!
2. Roster Labels – See label template will be posted on the website  
3. Prep scoresheets ahead of time.  Find the game numbers on the DVHL website. (Or delegate)  At AWAY games, locate the rep from the other team and put the labels on the scoresheet.  Players will need to sign all LEAGUE scoresheets prior to the game.
4. When DVHL scoresheets are available, Kathleen McNally will notify team managers with arrangements for pick-up.

5. MAWHA:  Please refer to the instructions located on the Manager’s Tab on the MAWHA website:  http://www.mawha.com./mawhaHome.php
VIII
MISCELLANEOUS

· DVHL TEAM MANAGER’S MEETING –– 
As far as the DVHL Manager's meeting is concerned....there will not be a mandatory meeting this year.  The DVHL plans to have a meeting for the Mite/Squirt/Pee Wee Coaches and the Managers are encouraged to attend for those levels but it is not mandatory.

Most of the info will be distributed via e-mail and on the DVHL website:  www.dvhl.org   We encourage the team managers to check the website on a regular basis – like when posting scores over the weekend.  
· Quaker Club Fees – Are due in full BY AUGUST 3 – as announced back in March during registration.  Players will NOT be permitted to participate on the ice or in other team off ice activities until they are paid in full – We need the head coach and the manager to help enforce this.
· Emails to Kathleen McNally – Please indicate team name in subject line.  There are many teams etc. – it helps to keep thing organized.

· Quakers Website –  Website will be updated throughout the season as needed or as updates/insertions are collected.  Please be patient.
· Game Assignments – Scorekeeper and Clock.  Assign families at the beginning of the season.  It is their responsibility to get a substitute or high someone to do it.  Also keep a “kit” of pens and scratch paper available.
· Team Manager’s Checklist Form – this will be posted on the Quakers website.
· Off Ice Team Activities – Plan outings for team and families – it’s fun and it builds morale.  BBQ’s, Hayrides, Holiday gathering, movie nights, bowling, etc….even community service together.  Get parent’s involved with activities.
· Birthday Card to player – Who doesn’t like to be remembered on their birthday??  Mail to player’s home and send it from the team.  March to July/August birthdays – send on player’s half birthday!

· Team Pictures will be in October – This is tentatively scheduled for the week of October 17, 2011.  Please let your coaches know so that they can plan to be in town for the photo.  Specific schedule and more info will be sent to the Team Managers.

· Weekly email reminders to team – practices, games, assignments and directions to games (the GPS is not always correct)

· League Game Schedule – The DVHL schedule is usually available late August.  League games can start the weekend after Labor Day.
· Game Pucks, Team Water Bottles for the Bench, Quaker Stickers etc. – The med kit, pucks and water bottles have been handed out to the coaches and also tonight – per Megan White.  If med kit supplies need to be replenished, please let your coach know to notify Megan White directly at any time during the season.  Helmet stickers – Megan will also have those available – you will be notified of details.

· Photos for the Quakers website – If you’d like to email Kathleen McNally photos from the 2011 – 2012 season activity please do so.  Indicate team name, event and a quick blurb about it – the name of the tourney and how the team finished etc.
· Team Blackout Dates – Get your blackout dates to Quakers Scheduler – Dave Campbell ASAP or by August 10.  Please indicate order of priority.  Limit of 2 requests.
· Canceling Referees – If you do not get a game scheduled in your “open ice slot”, PLEASE cancel the referees by the THURSDAY prior to the weekend – by emailing Dave Campbell AND Vince ScrIboni (Quaker’s Referee Scheduler – his email will be provided later), Bernie Gunn and Jim Binns (Ice Line GM) - please copy your head coach on the email.  IF YOU DO NOT CANCEL THE REFS, THIS COSTS THE QUAKERS CLUB $$$$$ - this cost may be passed on to the team.

· Swapping NL Game slots – Please keep in mind what level you are swapping with.  For example, a mite cannot swap with a midget.  The length of the ice slot are different (mite is 1.25, midget is 1.5) and the referees are also at different levels.  If/When you swap slots, please let Dave Campbell and Vince Scriboni know.
· Team Manager Contact Info – needs to be posted on the website.  PLEASE CONFIRM THE ACCURACY OF THE EMAIL I HAVE FOR THE TEAM MANAGER and if there is more than one manager, please circle the ONE to be listed on the website.
· Create contact list NOW – for contacting other teams to create a swap of open ice slots and the “getting of games”.  Also, contact teams outside of the DVHL (NJYHL, CBHL etc.)

**************************************************************************************************
NOTES:
Website:  www.QuakersIceHockey.info
Other items posted on website:

Various Forms – mentioned in part 1.  Posted as they become available and with the correct dates to reflect the 2011 – 2012 season.

Fitness Center Training Forms (Athlete Info and Informed Consent)

Wallet Contact Card

Team Fund Planner Spreadsheet

Roster Labels Template

Team Manager Checklist Form

Other forms on website:  Quakers Uniform/Apparel

