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The Job: 
 

 Be a POSITIVE  influence and representation of WCYHA  with parents, players, coaches, and 
visiting teams 

 Organize off-ice activities of the team 
 Oversee All Team Volunteer Positions 
 This position can be filled by two people as “Co-Managers” 

 

What you’ll be expected to do: 
 

 Once the teams have been selected, the manager should meet with the head coach and coaching 
staff to establish guidelines and expectations for scheduling games and setting an 
organizational meeting with parents. 

 Regular communication with parents (verbal, paper, email, etc.).   
 Maintain contacts for other team’s Managers 
 Confirm referees for home games 
 Confirm away games with opposing team manager   
 Maintain game and practice schedules.  Make sure parents have accurate game schedules and 

keep them informed of any changes 
 Have a plan to notify parents for last minute items  
 Coordinate team check-ins at all tournaments including State Tournament 
 Coordinate with Coach in maintenance of website 
 Maintain Team Binder that contains necessary paperwork including Official Team Roster, Score 

Sheets, Labels, Consent to Treat Forms, etc.  
 Organize Work Weeks and all volunteering functions that are required of the team   
 Offer guidance and leadership in determining away tournaments including the number of 

tournaments and location.  Make hotel accommodations (reserve a block) and submit all away 
tournament paperwork.   

 Assist with the running of your team’s Home Tournament 
 Track certain statistical information for the team including information for patches.  Individual 

player statistics should not be publicly posted. 
 Report game scores for divisional games on the WAHA website 
 Organize parents and subcommittees to handle the following functions: 

 Parent(s) responsible for taking pictures to be posted on the website 
 Home and Away Tournament Coordinator 
 Fill water bottles prior to games/practices 
 Find a team sponsor for the practice jerseys 

 Check the team mailboxes and distribute information to parents and players. 
 Assist all parents (especially new families to WCYHA) with how to record volunteer hours and 

the annual volunteer hour expectations and deadlines. 
 Communicate with parents about fundraisers. 
 Prepare a volunteer sign-up sheet to fill practice game night slots (concessions and Zamboni) as 

well as, Scorekeeper, Time Clock Operator, and two Penalty Box volunteers during home games.  
One of the Penalty Box volunteers should also do the music during the games.  

 Make sure everyone has directions to all games and hotel for overnight trips and make hotel 
accommodations. 

 Collect honor roll lists or letters from perspective schools for scholar athlete awards. 
 Notify WCYHA office immediately if you have any changes in your Player Roster.  The player 

will be ineligible to play in state tournaments if they are not on the Player Roster. 
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Where do I start? 
 

 Get Team Contacts   
o Website 
o WCYHA Adm. Staff? / Deb McClarran / Jeremy Grannan.  New system 

 

 Check your teams practice schedule.  Decide with the other team’s manager which team should 
Zam (and eventually concessions) which night.  If you practice on Monday and Wednesday, 
team A should Zam and concessions on Monday, and team B would do Wednesday.   

 

 Organize a meeting with your Head Coach (and coaching staff).   
o Establish guidelines and expectations for scheduling games. 
o Decide if coach or manager will maintain website for team.   
o Discuss best method of communication for last minute changes i.e. blizzards.  
o Individual statistics for a player should not be distributed in newsletters, etc.  WCYHA 

Coaching Director Eddie MacDonald has requested that this information not be placed in 
newsletters, etc.  Team statistics like W-L, and shots and saves is okay.   

o Plan on organizing a parent meeting 
 The Parent Meeting should include: 

 Coaches Expectations regarding participating, attendance, tardiness, etc. 
 Preferred method of communication.  Emails.   Website. Newsletters. 
 Volunteer Hours/Dibs (see section) 

o Help out new families to know requirements and deadlines 
 Away tournaments:  how many, where 
 Find parents to be responsible for: 

o Taking pictures and getting them posted on website or forwarded 
to manager to post to website. 

o Home and Away Tournament Coordinator to assist manager with: 
 For Home Tournaments, work with our other association 

teams to get raffle items, decorations, organize volunteers, 
etc.   

 For Away tournaments, assist manager in finding a hotel, 
reserving rooms, making door signs (if wanted), organize 
any team dinners or events.  

o Filling water bottles prior to games/practices 
o Finding a team sponsor to help with sponsoring jersey’s, etc.  We 

are currently looking for sponsors to pay $160 to cover the costs of 
the practice jerseys.  See Mike Hester (Treasurer) for details.  

 Work Weeks.  What are they?  What do we do?  When are they? 
 Team Mailboxes.  Distribute items as necessary. 
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 Game and Practice Schedules.  They will change.   
 Volunteers need for home games.  Score, Clock, Penalty, Pen./Music 
 Zamboni training 
 Fundraising 

 
 Organize Your Team Binder   

o WCYHA will provide you with a team binder to keep your team information in.  This 
information should be treated with the utmost confidentiality and must not be lost.  This 
binder should be brought to all games and practices.  This would be important in case of 
injury to a player.  The medical release form would be with you.  You may also be 
required to show any of the items below to a referee during a game.  Failure to do so 
may result with a forfeiture of the game.  You will need these items for away 
tournaments.  The following information should be inside the binder: 
 Official team roster (the one all players sign – certified) 
 Team player information with phone numbers 
 Player birth certificate certification (no copies of b/c) 
 Player consent to treat 
 Copies of game score sheet 
 Contact information regarding WCYHA other team managers and other 

important contact phone numbers for our organization 
 Copies of your teams coach’s cards.   
 Updated game schedule 
 Volunteer schedule 
 Applicable paperwork for all away tournaments 
 Home tournament information 
 Labels to be placed on the score sheets.  There’s a specific type of Avery label you 

need to buy.  It’s Avery 5263. 
 Away rink addresses 
 Accident/Incident Report (must be used for both home games, away games, and 

to report things that happen at our rink during open skate etc.  
 Copy of the registration packet and bylaws. 

 
 Start deciding on away tournaments.  Once your team has decided to go to  tournaments get 

paperwork submitted ASAP. 
 

 No snack schedules.  In some sports, teams prepare snack schedules for after games, but that is 
not the case in travel hockey.  
 

 Confidentiality:  Is a must.  You will learn of very personal confidential items (health, financial) 
with your families and you need to be discreet and act in a professional manner.   
 

 All coaches for practices and games must have coaching card and be approved by our Coaching 
Director Eddie MacDonald.  Parents are not allowed to fill in on the bench (even as a door 
opener) unless they have passed the criteria set forth by the coaching director.   
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 Get All Your Parents Involved:  Get to know your families.  Reach out to new families.  Listen to 
their concerns and offer guidance for how to fix a problem or situation.   
 

 Parents need to watch their children at all times in our ice facility.  This needs to be 
communicated to all families that our ice center is an active construction zone and parents 
should not be dropping off small children unattended.  If you see this, you need to discuss rules 
with parents.  If situation keeps occurring, then contact a WCYHA Board Member for guidance. 
 

 Off Ice Officials (score, clock, penalty, and music):  Must be 18 years of age to work as an off- ice 
official.  No children are allowed in this area.  If anyone under 18 years of age is need for some 
unknown reason, they must be wearing a helmet. 
 

 Organize Training for your parents.  Off ice officials and Zamboni drivers.  Please see me for 
assistance.   
 

 Practice Jerseys vs. Game Jerseys:   The practice jerseys are to be distributed to each Head 
Coach for his distribution to the team (this has been done already this year).  They're to be 
worn throughout the season and returned at the conclusion of the season.  Under no 
circumstance should a WCYHA ever wear his/her game jersey in a practice. The purpose 
of practice jersey is to help the coaching staff with forward line combinations along 
with defensive groups. In trying to improve the overall uniformity and professionalism, we 
don't want any game jersey to be worn in a practice.  Furthermore, we should also refrain from 
wearing our game socks in practice as these are also for games only.    
 

 Resources.  If you don’t know where to go or what to do, you can ask me.  I don’t know all the 
answers but I can get you in touch with someone who can get you the answers.  Use the 
outstanding pool of knowledge that we have on our board of directors.   
 

 Incident Reports.  If a skater gets hurt either at our home ice or away ice center please complete 
an incident report.   
 

 Co-Managers:  Some people/teams may prefer to have co-managers.  If so, they need to have 
distinct roles.  One person should be listed on the website as “Manager” and the other person 
should be listed as “Scheduler.”  Boundaries need to be established as to the role of each person.  
Managers can decide on how to split the volunteer hours.   

 
 Attend the manager training meeting. 

 



8 | P a g e  

 

Scheduling 
 

All WCYHA teams get the number of home games listed in the registration packet. 
 
Reciprocation is expected in youth hockey.  This means that if another association hosts your team, 
that you are expected to host their team at some point.   
 
WCYHA is in Region 5.  WAHA divides the state of Wisconsin into regions.  Within regions, there are 
different divisions.  This year our association has moved up to a Division 2 team.  There are a lot of 
factors as to why an association is in a division, but mostly it has to do with the amount of skaters in 
their association.  Division 1 organizations are the large associations like Waukesha, Winter Club, and 
Ozaukee.  Divisions 4 are the smallest organizations. 
 
In Region 5, Division 2, are the following associations: 
 

 Washington County Youth Hockey Association 
 Arrowhead  
 Elmbrook 
 Kenosha 
 Fond du Lac 
 Shaw 

 
To qualify to play in state play downs each team must play 2 games (1 –home and 1- away) against 
each team in their division. 
 
Please keep in mind that if an association has more than one team, you have to play each individual 
team twice.   
 
These scores must be reported (ideally by Monday morning after the weekend) on the WAHA website 
at:  http://www.wahahockey.com/Region5/scores/scores.html .   Each manager from each team reports the 
scores and then WAHA posts the listings on the website.  You can see your team’s divisional standings 
and points on the website.   
 
To add a variety of teams to your team’s schedule, sometimes your team may play Division 1 teams 
and sometimes they may play Division 3 teams.  Depending on your team (with the assistance of your 
Head Coach), your team may play Division 1 teams at your level, or you may play divisional games one 
level down.  This will be important when your team selects away tournaments.  Talk to your Head 
Coach and decide which level your team actually plays at.  Select a tournament that will be fun and 
competitive.   
 

For example, let’s say we are WCYHA Squirt A team.  We may decide to play Waukesha 
Squirt A.  Now, Waukesha is a Division 1 team so that may be a very challenging game for 
our team.  A manager/head coach may decide to play Waukesha’s Squirt B team.   
 
Please keep in mind that the WCYHA Ice Scheduler(s) had to schedule the games before the 
teams were selected.  That is a very challenging task. 
 
 

http://www.wahahockey.com/Region5/scores/scores.html
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Your team schedule will change for many reasons.  Teams decide to go to tournaments, game 
schedules get moved around.  Do not panic.  This is normal and sometimes you will get lots of requests 
for changes. 
 
Anytime you need to change your home ice game, you may not get many selections to choose from.  
Our association has many different teams and organizations that use our ice.  Our ice “renters” provide 
revenue to our association which helps to keep our costs down.  So be prepared that if you need to 
“give up” an ice slot, that you will be getting ice that may be very early in the morning or not “ideal” 
times.  You need to make sure to let your Head Coach and your team know that if they do choose to go 
to a tournament, they may end up losing a home ice slot. 
 
So, let’s say you receive an email from a team that needs to re-schedule a game: 
 

First, contact the team and acknowledge the receipt of the change notification.  Get some 
date/time options from them.  If it is at their rink, you just need to check your team schedule and 
see if the change works.   
 
If you need to change a home game, you need to determine some options that may work for both 
teams.  Then contact the ice scheduler(s) for workable options.  Then re-contact them as soon as 
you can.   
 
This is where communication with your Head Coach is very important.  Make sure that you are 
both on the same page as far number of games per day etc.  You will need to balance the “perfect 
scenario” with “reality” too.  We have to get all of our divisional games done the WAHA deadline 
(it is January 22, 2012). 
 
If a home game gets cancelled, please contact the Volunteer Coordinator (so concessions 
can be cancelled), Referee Coordinator (to cancel referees), and Eve Haver (to update Dibbs 
on website).  And, of course, let your team know!  Also, in an emergency if you need to 
cancel an away game, contact their team manager or coach - not the RINK! 
 

Please keep in mind, that once an ice slot is assigned to your team it is your responsibility.  If you are 
not able to find a team to play your team, you may choose to use it as a full ice practice.  Please 
remember to cancel the referees in this case. 
 
In the case of bad weather etc. and you are not able to use your home ice slot, you may send an email 
to the WCYHA President along with your explanation of why your ice didn’t get used, and you may be 
granted replacement ice.  This would be the manager’s responsibility to request this from the 
President.  Please note, that depending on the reason, your request may not be granted.   
 
Craig and Sandy Leonhard are working on a system to sell ice to our travel hockey teams.  If we have 
un-reserved ice during prime time, it will be sold to your TEAM (not individuals on your team for a 
private party – but actually for use by your team) at $160 per hour.  For non-prime times, it is $100 
per hour.  You must provide a Zam driver and this does not include referees.  If your team wants to 
purchase ice for a game, then the manager would need to collect ice fees, and referee fees prior to the 
event.  There will be more information available during the next couple weeks.   
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Always Double Check…… 
 
 

 Confirm all home and away games at least 2 weeks in advance in writing.  Make sure that you 
confirm the date, time, and rink location.  I heard many horror stories where teams went to 
wrong rink.  Some associations utilize more than one rink and things change, so always double 
check.  The best place to start is the association’s website.  Start with the team manager.   

 
 If it is a home game, confirm home ice schedule with Sandy or Craig. 

 
 If it is a home game, confirm (via website) that referees are scheduled.  For any questions, last 

minute changes, or emergencies, please contact the referee coordinator immediately.   
 

 Make sure you confirm game accuracy on the website.  Lots of people use this. 
 

 If home game, confirm that your volunteers are scheduled and notified of their duties.  Make 
sure you have a Zam driver.   
 

 Once your team has selected a tournament(s), and you have completed the paperwork and 
mailed the check, be sure to follow-up that they received your information.   
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Collection for Team Away Tournaments 
 

Once the teams have selected the away tournaments that they would like to attend, I recommend that 
you immediately send in your paperwork and check.  No away tournament fees are included in our 
normal regular hockey dues.  Parents will need to split the cost of away tournaments.   
 
The payment can be handled either one of two ways: 
 
#1   
 
The team manager collects the money directly from the parents.  The manager then issues a personal 
check made payable to the name of the tournament.    This is the faster method.   
 
#2   
 
The team manager informs the team of how much they owe, and the parents make checks out to the 
association.  Once the association collects ALL money, then a check will be issued.   
 
Most managers use method #1 because it is faster.  There have been some mangers in the past who 
didn’t feel comfortable collecting money from parents and therefore, their teams missed out on 
tournaments due to the slow collection of money.  Parents will forget.  They will think that their 
spouse paid, or was going to pay.  Don’t be embarrassed collecting money for tournaments.  It needs to 
be done.  If you have any questions, comments, or concerns, please ask me. 
 
For the 2011-2012 season, we are not offering a Squirt C Home Tournament.  The WCYHA 
board of directors agreed to contribute a maximum of $400 to put towards an away 
tournament.   
 
 
 

Local Newspaper Listings: 
 

(This information needs to be supplemented.) 
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Volunteer Hours 
 

I. WCYHA tries to keep costs down by relying on members to work at the rink. 
            

II. Each family needs  to work: 
 

 Mandatory volunteer hours are 45 per family for travel teams 
 22.50 (50%) hours must be completed by 1/1/2012. 
 45 hours (100 %) must be completed by 04/01/2012. 
 These deadlines need be communicated to your team, along with opportunities 

to get hours in.  For example, encourage families to volunteer to work on the new 
building construction. 

 Families need to know that if they do not meet these deadlines, they will be 
billed at a rate of $25 per hour.  See Volunteer Agreement for details.   

 
Any family that does not meet the mandatory hours will be billed    $25.00 per hour not fulfilled.  
Families can “Buy-Out” of their volunteer hours for $1,300 per family. 

 
III. What counts for volunteer hours? 

 
 Zamboni Drivers:  Every team must have at least 2 drivers. 
 Working on new building construction. 
 Concession Workers:  During games and open skates. 
 Rink Cleaning:  Sweep floors, empty garbage cans, clean concessions, and check 

wipe-off board for job list. 
 Volunteer for school rentals during the weekday open skates.  Please contact 

WCYHA office or the volunteer coordinator and let them know if you are available 
to work. 

 Any work done for the rink.  Taking down and setting up the boards, making ice, 
cutting grass, shoveling snow, etc.  Wednesday nights form 6 pm to 9 pm are 
maintenance nights.   

 Rink sponsored events such as Bantam Playdowns, Midget Tournament and State 
Tournament. 

 HOME TOURNAMENTS DO NOT COUNT  
 Team managers will receive an updated log on volunteer hours fulfilled by each 

family with a year to date total on a monthly basis to be shared with their team. 
 Zamboni driving hours will be tracked by the Zamboni Coordinator who will 

forward hours worked to the Volunteer Coordinator.  These hours will be updated 
and will be included on the overall tally sheets, which will be shared with the Team 
Managers.  

 The Volunteer Coordinator will track all volunteer hours.  
 Each team will be assigned Work Weeks they will be responsible for.  They need to 

cover cleaning the rink for that week.  The Volunteer Coordinator will distribute the 
Work Week schedule to the Team Managers early in the season.  

 
The current Volunteer Coordinator is Deb McClarran.  If you have any questions, please feel free to 
contact her at DMCCLARRAN@HOTMAIL.COM or (262) 338-1385. 

mailto:DMCCLARRAN@HOTMAIL.COM
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Dibbs: 
 

This is the system on our website that tracks volunteer hours and members can sign up for volunteer 
activities. 
 
(How are we going to do this?) 

 
 
 

Team Work Week Schedules 
 

Schedules will be distributed tonight.  Deb McClarran has put a lot of planning into assigning work 
week schedules.  Items that were considered at the time of the assignments were:  
 

 Game Schedules 
 Home Tournaments 
 Potential Away Tournaments 
 Rink Events 

 
As we all know, your teams schedule will change.   
 
Once the Work Week assignments have been made, it is the manager’s responsibility to fill the 
schedule.  They can ask for assistance from the Volunteer Coordinator, but ultimately, the team 
manager needs to get all the slots filled.   
 
If your team decides to attend an away tournament during a week which is their “Work Week” the 
team manager is responsible to either find a team to switch the work weeks with or find workers to 
work the open slots.  Again, this is the TEAM’S responsibility and it is not acceptable to hand this over 
to the volunteer coordinator the day before.   

 
 

Zamboni Drivers 

 Zamboni coordinator, Jim Meyers, can be reached at jmzams@juno.com  Contact him if you have 

parents interested in learning to drive or are having trouble covering zam times 

 Drivers get 1 volunteer hour for each scrape – please have them take the time to hose down and wipe 

off the Zamboni 

mailto:jmzams@juno.com
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Cleaning During Your Work Week 
The following should be done each night of your practice: 

 
Rink Area 

 Empty garbage 
 Wash glass 
 Clean bleachers – sweep and wipe down 
 Sweep and mop bleachers 
 Sweep floors 
 Break down and take out cardboard 

 
Concession 

 Wash all dishes 
 Wash down all countertops 
 Mop floors 
 Restock refrigerator, candy and chips 
 Empty garbage and break down all boxes – carry out to garbage and recycle dumpsters 
 Make note of any concession items we need 

Lobby 
 Wash windows 
 Sweep floor 
 Empty garbage 

Skate Rental 
 

 Organize skates 
 
Locker Rooms and Hall 
 

 Sweep floor 
 Empty garbage 

 
Bathrooms (Public and Locker Rooms) 

 Stock paper towel, toilet paper, and soap 
 
Outside 

 Empty garbage 
 Pick up trash on grounds 
 Empty cigarette pail 
 Winter time – use salt on walkway and shovel if necessary 
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Important Dates to Remember 

 
 

November 15, 2011:  Last date to enter WAHA State Tournaments.  Teams wishing to enter 
must be registered and entry fees paid by this date.  Player Rosters for all levels of competition 
is due to WAHA. 
 
December 31, 2011:  Level 2, 3, and 4 officials must have their tests completed by this date to 
work any State Playoff or State Tournament games.   
 
January 1, 2012:  All association families need to have 50% of their volunteer hours worked. 
 
January 22, 2012:  All divisional games must be completed (1 home and 1 away) and reported 
on the WAHA Website. 
 
February 3, 2012:  WAHA State Tournament Playoffs (known as Playdowns). 
 
March 3-4, 2012:  Squirt & Bantam State Tournaments 
 
March 9-11 2012:  Pee Wee State Tournaments 
 
April 1, 2012:  All association families need to have 100% of their volunteer hours worked 
 

Pre - Hockey First Session 

10/12/2011, 1:24pm (CDT) 

By Deb McClarran 

Pre-hockey starts Sunday Oct 16th - 1:00 pm to 2:00 pm 

The dates are as follows: 10/16, 10/23, 11/6, 11/13, 11/20, 12/4, 12/18. All times are from 1-2pm. Please 

contact Craig at KMIC cpetersen@wcyha.org for more information. Registration documents are on our 

website. 

2011 - 2012 WCYHA Ice Invitational Tournaments 

LEVEL DATES EARLY REGISTRATION REGULAR COST 

PeeWee A Dec. 9 - 11, 2011 $550 by Nov. 10 $600 

PeeWee B Dec. 9 - 11, 2011 $550 by Nov. 10 $600 

Bantam Shootout Dec. 31, 2011 - Jan 1, 2012 
 

$495 

ADM Jamboree Jan 28 - 29, 2012 
 

$100 

Squirt A Feb. 17 - 19, 2012 $500 by Jan. 15 $550 

Squirt B Feb. 17 - 19, 2012 $500 by Jan 15 $550 
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2012 3-on-3 March Meltdown 

 
LEVEL DATE COST 

Bantam Mar. 15 - 18, 2012 $160/team 

PeeWee Mar. 15 - 18, 2012 $160/team 

Squirt Mar. 15 - 18, 2012 $160/team 

Mite/ADM Mar. 15 - 18, 2012 $160/team 

Goalie (all levels) Mar. 15 - 18, 2012 $40 
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Rink Duties 

 
Each team will be responsible for running the rink for their work weeks, plus their tournament week.  
The week will begin on Monday and end the following Sunday. 
 
Teams can clean during their practices.  Team managers will be given a schedule to aid them in 
scheduling volunteers. 
 
You need to open concessions 45 minutes to 1 hour before games to give out locker room keys. 
 
Please have one or two concession workers at all times. Worker(s) need to check locker rooms after 
each game, empty garbage cans, sweep, stock supplies or handle any problems that may arise.  High 
School games do draw a big crowd.   If teams add games to weekday nights over Christmas/Winter 
Break, it will be their responsibility to run concessions and close the building. 
 
Open skate will need two concession workers, two skate rental workers and one adult or Bantam 
skater working with an adult, working ice patrol.  The team also should provide a Zamboni driver. 

 If skating rules are not obeyed, skaters can be asked to leave the ice.  If the skater continues 
to be a problem, try to get his/her name and turn the name in to a board member. 

 If there is a Birthday party scheduled, please staff accordingly. 
 

 
An incident report binder will be located next to the cash register.  This book contains accident report 
forms (must be filled out for any type of injury). 

 
Closing the Rink 

 
Lock all doors. 
 
Turn off lobby lights. 
 
Check emergency exit doors and overhead garage door at the east end of the building. 
 
Turn off all light switches, located near the Zamboni room. 
 
Turn off hallway lights. 
 

Skate Room 
 

If you are the only person working during open skate you will be responsible for skaters also.  You 
may want to work the concession stand and tell them to get skates by themselves unless they need 
help.  It would be a good idea to close the concession stand door if you help with skates.  If the skate 
room is looked, the key is in the cupboard above the telephone. 
 
General rule of thumb: 
 Women – Hockey skates will be one to two sizes smaller than shoe size. 
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Locking Up 

 
First, lock the outside doors.  This time place the hex key in the silver hole and turn it until the handle 
remains in the out position. 
 
The inner set of doors does not need to be locked.  However, if for some reason you are unable to lock 
the outside set of doors the inner set can be locked as a temporary solution.  To lock them:  First, each 
set of doors has one door with a turning lock and one with levers on the inside edge of the door.  You 
must flip the levers and then close the doors and turn the lock.  You should not be able to open the 
doors by pushing on them unless you did something wrong.  If this is how the building is left locked, 
please contact someone so that they can come and properly secure the building.  If you are unsure of 
who to contact there is a list of Board Members on page 7. 
 
Turn off the games.  Breaker 16 and 18 to the OFF position. 
 
At the end of the night, clean coffeepots and turn off machine, turn off soup and clean pots, turn off hot 
dog cooker and clean pan and racks, sweep floor, wipe off counters and take out garbage.  Dumpsters 
are located on the outside of the building, on the score board end of the building. 
 
Turn off lights in the concession stand and lock door. 
 
Turn off the lobby lights. 
 
Check the skate room.  Put skates away if not already done.  Skates should be sprayed and laces tucked 
in.  Turn off the lights and close the door. 
 
Turn off the hallway lights./Turn off the ice lights./Be sure the door is locked. 
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OPEN SKATE PRICES 
 
 
ADULTS      $5.00 
7 YEARS TO 17 YEARS          $4.00 
6 YEARS AND UNDER          $3.00 
SENIORS 55+            $4.00 
SKATE RENTAL    $2.00 
 
 
 
SEASON PASSES 
FAMILY      $125.00 
ADULT      $70.00 
STUDENT     $50.00 
 
SKATE PASSES ARE GOOD FOR ONE SEASON 
 
SKATE PASSES ARE IN THE FILING BIN NEXT TO THE REGISTER.  PLEASE 
FILL OUT PERSONS/FAMILIES NAME AND ASSIGN THEM THE NEXT 
CONSECUTIVE NUMBER.  PLEASE NUMBER THE PASS.  SKATE PASSES DO 
NOT GET RUN UP IN THE REGISTER. CHECKS OR CASH CAN BE PLACED IN 
AN EVVELOPE AND PUT IN THE OFFICE MANAGER BOX. 
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OPEN SKATE PROCEDURES 
 

1. Everyone participating in public skate must check in at 
concessions – even if you are an association member.   A list 
of association family names will be at concessions, please 
check off the family name so we know who is on the ice and 
receive a wristband 

2. Wristbands – After each skater has paid their admission a 
wristband will be provided.  All skaters, even association 
members, must wear a wristband and it must be visible to 
the skate patrol, if a skater does not have a wristband on, 
they will be asked to exit the ice. 

3. Admission prices are the same, but skate rental is NOT 
included in the admission price.  Free admission is provided 
for ADM and travel skaters as well as their immediate family 
members.  Free admission is also provided to our pre-
hockey and Ice mites (skaters only).  The free admission 
does NOT include skate rental. 

4. Skate rental is $2.00 for all rentals. Skate Passes do not 
include rental. We have skate rental tickets to be given to 
each renter.   The tickets will be given to the skate rental 
volunteer as proof of purchase.  (A bucket will be in skate 
rental for all used tickets) 

5. Skate Patrol – please wear a staff jacket or an orange vest 
when on skater patrol. If any skater does not have a 
wristband, please have them check in at concessions to 
receive one. 

6. Birthday Parties - please give each birthday party skater a 
wristband and a skate rental ticket if needed.  Prices have 
not changed for birthday parties.    2 liter bottles of soda will 
replace the fountain drinks. 

 
   

 



21 | P a g e  

 

 
OPEN SKATE RULES 

 
No street shoes allowed on ice. 
 
No one allowed in the Penalty Box or on Players Benches. 
 
Do NOT walk on concrete floor with skates – it will ruin the blades. 
 
Everyone must go in the same direction. 
 
No rough housing, this is NOT a hockey game. 
 
No food, drink or shoes on the ice. 
 
No pucks or sticks allowed during open skate. 
 
 
If you choose not to follow these rules, you will be asked to leave. 
 
 
 
      Thank you, 
      WCYHA Members
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ANNOUNCEMENT TO READ BEFORE ALL GAMES 
 
Welcome and thank you for joining us today at the Kettle Moraine Ice 
Center. 
 
We are interested in promoting good sportsmanship and fair play and 
expect that all players, coaches and fans will adhere to USA Hockey’s Zero 
Tolerance Rules. 
 
To make this an enjoyable experience for everyone the throwing objects, 
pounding on rink glass, disruptive and threatening behavior, any propane 
language or abuse of coaches, players or officials will not be tolerated. 
 
Violation of any of these rules will result in removal from the ice center. 
 
Again, we welcome you.  Enjoy the game. 
 
 
(I have no idea if this is true.  I have not witnessed this before any game since 
I have been in the association – except tournaments.)
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Score Keeping: (provided by Stefanie Hester-Thanks!) 

 

1. Score keeping is an off-ice official during the games. Your “job” is not 
parent or coach for this game; it is record keeping for the game.  

2. The scorekeeper is responsible for making sure that the official score 
sheet is completed and for getting the necessary signatures from the 
coaches for both teams and the referees (on-ice officials). The 
scorekeeper is also responsible for having two frozen pucks on-hand 
at the start of the game.  

3. The home team manager will have the score sheet with names and 
numbers for both teams filled in prior to the game. If this isn’t done, 
please have the coaches complete this information before the game 
starts. The start will need to be delayed if this is not completed. 

4. It is helpful to have your own pen and some scratch paper available 
to keep track of the shots on goal and saves. 

5. Prior to the start of the game, have both coaches sign the score sheet. 
Also, ask both teams for their goalies name and number and write 
that information on the goalkeeping section in both lower corners of 
the score sheet for each respective team. 

6. Print your name as the official scorer.  
7. The referees should review the score sheet and count the players on 

each team to be sure that the information of how many are on the 
team as noted by the managers are all present and correct. 

8. After the game starts, when the puck is in the offensive zone, 
remember to watch the net, not the game. You are looking for shots 
on goals. This is where a scratch pad comes in handy. Note the shots 
on goal and the saves. You will be totaling them when there is time or 
at the end of the game. As time allows, the time keeper will ask and 
update the scoreboard with the shots as the game goes on. 

9. As goals are scored and penalties are handed out, the referees will 
come to the scorekeeper with the information needed. Goals will be 
the player who scored and assists will be awarded as the referees see 
them. Information not given by the referee cannot be marked on the 
score sheet. If there is a question, please ask the referee for 
clarification as to who scored and if there was an assist. When filling 
in the score sheet for a goal, fill in Per. (period number), Time (time 
left in the period from the scoreboard, G (player number that scored 
the goal), Assist (any player that helped in the scoring), and type (E = 
even strength, S = shorthanded, p = power play goal). 

10. Penalties are similar to goals on the information that needs to 
be completed on the score sheet. Per. (period of the penalty even if it 
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will carry over to the next or thru the end of the game), NO. (player 
number), Offense (what the referee called – referee will tell you), 
Min. (time for the penalty - see attached), Off (time remaining on 
clock when the player came to the penalty box), Start (time the 
penalty started), ON (time remaining on the clock when the player 
returned to the ice). 

11. After the game, fill-in the shots on goal each goalie faces and 
the number of saves each goalie made per period. Complete the 
scoring by periods for each time on the middle of the score sheet. 
Both referees must sign the score sheet and complete the level they 
are certified to officiate for. 

12. Once this is completed, separate the light yellow page for the 
home team manager/coach, and the pink copy for the visiting team. 
Deliver these to the coaches. The rest of the score sheets are placed 
in the designated place for the league office. 

13. Return the used pucks to the freezer. 
 

Shot on goal definition: 

In ice hockey, a shot on goal is a shot that will enter the goal if it is not 

stopped by the goaltender. A shot on goal must result in either a goal or a 

save. 

Every goal and every save count as shots on goal. This leads to an exception 

to the definition of a shot on goal. If the puck hits the goal post or crossbar, 

ricochets off the goaltender, and into the net, it is a goal, and therefore a shot 

on goal. However, had the goaltender not been present, the shot in question 

would not have resulted in a goal, and therefore would not be counted as a 

shot on goal. 

A shot that is deflected wide or blocked before it reaches the goaltender is not 

counted as a shot on goal. 

Shots that sail wide or high of the net and shots that hit the goal post or 
crossbar are not considered shots on goal, but are scored as shots. If a 
goaltender blocks a shot that would have missed the net or hit the post, it is 
not considered a shot on goal. It is the judgment of the score keeper which 
shots are counted as shots on goal.  

 

http://en.wikipedia.org/wiki/Ice_hockey
http://en.wikipedia.org/wiki/Shot_(hockey)
http://en.wikipedia.org/wiki/Goaltender
http://en.wikipedia.org/wiki/Goal_(hockey)
http://en.wikipedia.org/wiki/Save_(ice_hockey)
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RULES FOR TIME MANAGEMENT 

OF HOCKEY GAMES 

 
 

1. 3 minute warm up period before the game. Clock starts as soon Zamboni doors 

close.  

 

2. 60 seconds between periods 

 

3. Note the time the Zamboni doors close and mark on the top of the score 

sheet. 

 

The game is considered a curfew game under USA Hockey Rules 

No time outs will be granted 

 

At the end of the second period: 

 The referee will check the arena clock.  If there is 18 or more 

minutes the game proceeds as normal. 

 

 If there are 15 to 18 minutes left, the third period will be cut to 

10 minutes. 

 

 If there is less than 16 minutes remaining, we will go to a 12-

minute running time.  In running time, the clock is stopped for goals and 

penalties. 

 

NOTE:  if the game is a 1-goal game or tied, and there is sufficient time, 

10-minute stop time will be played. 

 

 

There will be no running time in one goal or tied games. 
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Per WAHA  

Period & Penalty Times from Website 
http://www.waha-hockey.com/WAHABook/2011/2011-

12GuideBook.php 

 
 

Class 
1,2,3 

Period 
OT* Minor 

Penalties 

Major Misc. 

Mite 12 8 1½ 3 6 

Squirt 12 8 1½ 3 6 

Pee 
Wee 

15 8 2 5 10 

Bantam 15 8 2 5 10 

High 
School 

15 8 2 5 10 

Midget 17 8 2 5 10 

Jr. & 
Above 

20 10 2 5 10 

*Overtime shall be played in the semi-finals and finals only if two (2) 
division round-robin tournaments are played. In single elimination 
tournaments, games ending in a tie after regulation play shall continue 
with sudden death overtime period(s) until a winner is determined. 
Following is the recommended procedure for resurfacing in the case of 
multiple overtimes (if time allows): play the first overtime immediately 
following the third period and than resurface. Than play the number of 
overtimes that approximate the length of a regular period, and than 
resurface again. Follow this format until a winner emerges. 
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ODDS AND ENDS 
 
Propane 
Propane Gas for the grill can be filled at the BP station on 33 and Silverbrook in West 
Bend.  Take Cash from the register and as for a receipt.  The receipt must be placed in 
the register. 

 
Need Buns or Other Food? 
If you run out of buns or some food, take cash from the register and buy them at Pick N’ 
Save.  Get a receipt. 

 
Janitorial Closets 
Located upstairs between the bathrooms and downstairs between the locker rooms.  
Mops, brooms, dustpans, and garbage bags will be located there.  Paper towels and 
toilet paper are located in the concession storage room. 

 
Garbage 
All garbage gets thrown in the dumpsters at the east end of the building.  Cardboard 
must be broken down and placed in the recycle dumpster also located at the east end of 
the building. 
 
Keys 
Location will be determined when the concessions area is complete. 
 
Change 
Need change – please see Craig or Julie. 
 
Do not… 

Save hot dogs, soup, brats, hamburgers, pretzels, or popcorn for the next day.  It is 
against health regulations.
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               Phone Call Answers . . . 
  

Public Skate:  Mon, Wed, Sat. 1:00 - 3:00pm  
                            Sunday 2:00 – 4:00pm 

           *Check the website for cancellations:  wcyha.org  
Adults:  $5.00 
Ages 7-17:  $4.00 
6 and under:  $3.00 
Skate Rental $2.00 

 
Pre Hockey:   (Talk to Craig) $65/session.   Rental equipment available. 
 
Learn to Skate Lessons: Kettle Moraine Figure Skating Club 
   262-707-7429   kettlemorainefsc.org 
 
Birthday Party Packages:  (To Reserve:  Talk to Craig or Julie) 
  Available during public skate.   
 
Contacts:  (personal numbers – use only for emergencies) 
 
  Craig Petersen (Rink Manager): 414-418-5795 
  Bryan Pfaff (Rink Maintenance):  262-677-4132 
  Kathy Schairer (Concessions): 414-530-9154 
  Todd Rusniak (President): 262-673-0253 
  Doug Pickett (Vice-President):  262-673-0253 
  Jeremy Grannon (Tourney Director): 414-840-1680 
  Debra McClarran (Vol. Coordinator): 262-388-1385 
  Eddie MacDonald (Coaching Dir./Player Dev.)1-231-218-7535 
  Jim Meyers (Zamboni Coordinator): 262-677-0559 
  Dale Rider (Zamboni Mechanic): 262-707-8328 
  Bryan Pfaff (Zamboni Mechanic): 414-491-2203 
  Dennis Opalacz (Referee Coordinator): 262-297-1343 
  Sandy Leonhard (Ice Scheduler): 414-303-8266 
  Ken Kramer (Refrigeration Specialist): 414-313-2495 
  

9/5/2011 

 


