Prior Lake Lacrosse Team Manager
Responsibilities

· Direct communication with team, includes:
· Welcome Email
· Weekly update regarding upcoming schedule (practice, games, etc.)

· Pertinent association and team updates from Grade/Age Level Coordinator
· Be the single point of contact for Parents
· Have absences communicated to you
· Communication of problems or complaints 
· Bring these to grade level coordinator, coaches and director if necessary.
· Please use the website to send e-mails, this ensures that people keep their contact info current and they will then receive all other communications from Lacrosse in the future.

· Recruit and manage volunteers

· All games – Sideline Manager ensure they know their responsibilities and have the blue cards

· Home games - Bench and Clock for home games ensure they know their responsibilities

· Coordinate parent volunteers to ensure kids are picked up at the end of practices
· Prior Lake tournament–work with Tournament Coordinator: Encourage volunteers for PL tournament. Note who has not volunteered during the season.  (Lead by example.)
· Work with Sideline/Chill Manager to ensure parents, players and coaches are following PLAY code of conduct. 
· Update your team webpage

· Use the calendar function for practices, games and team events

· Update info for coaches and team managers.  Provide a cell phone and e-mail for each.

· Update team web page as necessary and to the extent you would like.

· Team Uniforms

· Manage the distribution and return of jerseys 
· Input jersey numbers into team roster on team webpage

· Provide a team roster for parents/players and coaches. 
· Use example template or one of your own
· Organize team gatherings

· Early season meet and greet

· End of season
· Coordinate Team Pictures: week of 5/18/15
· Coordinators will provide the time, date and location

· You will need to collect forms and payment, fill out roster sheet, line team up and work with photographer as needed.

· Manage Game Schedule
· Reschedule games/practices as needed. Work with schedule coordinator.

· Check MSLAX/YLM for schedule changes often

· Secure & track game volunteers and hours (see example under documents): 

· score keeping

· time keeping

· sideline manager

· Some coaches may also request that statistics be tracked
· Coordinate with opponent’s team manager prior to games.  Ensure that the field location and game time are known, provide a contact if game is cancelled, etc.

· Organize team for tournaments

· Coordinate information, track participants and manage communication

· Ensure collection of funds and payment for tournament

· Please note that payment will be handled by PLAY for the one assigned tournament.  The PL Invitational and any additional tournaments you choose to participate in will require you manage the collection of funds and payment to tournament director for the host of the tournament.

· Time tracking for paid and volunteer coaches (as necessary)
· The coaches that are coaches are paid hourly, track when they are there for submission at end of season so they can be compensated

· Also track time for the volunteer coaches so we can evaluate them at the end of the season

· Submit info to YLM/MSLAX
· Report game score on MSLax/YLM within 24 hours (winning team is responsible, but check to be sure this is done).

· Coach and player roster prior to the season

· Periodically review and ensure accuracy of the website, calendar
EXAMPLE OF WELCOME EMAIL:

Welcome U15 Navy!
I will be your Team Manager this season, and will be your main point of contact.

If you players are absent, please let me know and I will notify the coaching staff. 

The following items will be covered, please read this entire email.

· Team Communications
· Roster Cards
· Coaches
· Volunteers

· Slush Fund
· Jerseys

· Pictures

· Practices

· Game/Tournament Schedule

Team Communications: Please bookmark our team page and refer to that as all info will be updated here http://www.playinfo.org/page/show/1656456-summer-u15-navy 
This page includes, team contacts, current schedule, tournament info, field locator

We will also be adding a Shutterfly share site link ( please take and share photos here ) as well as the volunteer schedule

I will send emails out as needed.

Roster Cards: Roster Cards will be printed and distributed to the parents.  To get these completed, *Please reply with the following parent information: 

· Players First, Last Nam

· Parents First, Last Name
· Contact phone

· Contact Cell

Coaches: We will have assigned HS/College coaches, however in order to meet the requirements of YLM we will need at least one (preferably two adults) to be on the sidelines for our games beginning this week, without that adult on the our team will not be able to proceed.  I have heard that are our some parents that can assist with this occasionally.  So this will be a scheduled volunteer role.
Volunteers:  In addition to assisting on the sidelines we will assign volunteers to the clock and score sheet and possibly stats.  We will also be looking to all our families to help with the PL Tournament, more info will be sent closer to the tournament. 

Slushfund: We will collect $20.00 per player ($380.00 for the team) Please bring this to this Saturdays games.  This will be used for the following, but not limited to:  Bottled Water for scheduled games. Water & Gatorade for Tournaments. DQ  or other treats for the team when scheduled by the coaches. Thank you gifts to coaches.

Jerseys: I should have these this Saturday and plan to hand them out then.
Pictures: Will be the week of May 18th.  I will pass out picture forms on May 17th at our jamboree games in Lakeville.  
*Please reply to this email, letting me know your availability for the week of 5/18. 

Practices: Practices are scheduled M-Th for May, and we expect that same for June/July with the exception of adding games.  Please make sure your players are at the field, dressed and ready to start at the scheduled start time.  Have them bring al gear and water.  
Game/Tournament Schedule:  Games are expected to start the week of June 15th.  Once the schedule is available the team page will be updated, with game times, locations and volunteer assignments.

We will have 2 tournaments that are already paid for by our registration. Any additional tournaments our team chooses to participate in, we would be responsible for as a team. 

These tournaments are:

JUNE 6th - 7th – BLOOMINGTON BAIT BUCKET @ JEFFERSON HIGH SCHOOL & OLSON FIELDS
JULY 11th – 12th – PRIOR LAKE INVITATIONAL

*please let me know if your player is not available for these tournaments.

There will be more info throughout the season, I will do my best to update you all as quickly as I can.. If you have any questions, please let me know.

Thank you & Good luck to our players this year!
How to Update YLM with scores
· Go to https://leagueathletics.com/Default.asp?snid=dBKA[%3EO0\&org=youthlaxmn.org
· Sign In
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· Choose your team, by either

1. Selecting the appropriate drop down options in the 3 drop down fields, or

2. The  menu at the left of the screen
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· Select Results from the menu at the left of the screen
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· Select the Edit button under actions
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· Update the following in the “Enter Game Results” Screen

1. Your Phone # 

2. Your Email

3. Enter the goals scored for each team

4. Select Submit






#2





#1




















