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Dear Team Manager,
Thank you for volunteering to be a Team Manager for one of our Youth Hockey Teams.  You are a key contact in making each season a success for all players, coaches and parents. 
Along with the duties listed in this handbook, we will ask you to be a liaison between your child's Coaching Staff and the parents to obtain and maintain an open line of communication in all the operations of the team.  You may be asked, from time to time, to forward announcements from TRFAHA or the Coaching Staff.  The Coaching Staff may also want you to plan team events for team building and morale boosting on your team.  You are not responsible for any on ice instruction or any issues from players/parents in regard to coaching, playing time, scheduled ice time or other on ice duties.  All questions, concerns, or complaints should be directed to the coaches of your team.  If the coaches feel that further assistance is needed, they will contact the TRFAHA Board.
We hope that you will find that working closely with your child’s hockey team is a rewarding experience.
We would also like to take this opportunity to thank you for agreeing to support the TRFAHA organization as a team manager for your child's hockey team.  We will be here to assist you in any way necessary, so please feel free to contact the Team GM Coordinator and/or the TRFAHA board members with any questions or concerns that might come up during the hockey season.
Remember – It takes a village!  You are not expected to do it all alone.  Find another parent (or two) to help.  Ask another GM.  We are all in this together!

Sincerely,
The TRFAHA Board
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Parent Meeting
A parent/coach/team manager meeting should be scheduled as soon as teams have been announced. This meeting typically happens within 1-2 weeks and it can be held in a locker room at the Old Arena and/or the City Auditorium.
Prior to meeting
· Meet with the Coach(es) to go over any topics they want discussed.  
· Create Player/Parent/Coach Info Sheet. This information can be requested from the Team Manager Coordinator. (See examples on the TRFAHA website in the Manager section.)
· Call and set up a block of rooms for TRFAHA sponsored Away Tournament.  (Please double check with the game scheduler prior to making a block as he/she may have already done this for the teams.)
Meeting topics to cover
· Coaches should cover their expectations of the parents/players for the season.
· The Team Manager should cover team expectations for the season.
· Home game parent duties (aka minor official work schedule)
· Home tournament planning/needs
· Home tournament expectations
· Away tournament expectations
· Remember we represent TRF and TRFAHA!
Post meeting
· Email a recap of the coaches’ expectations along with your expectations as discussed at the meeting to the parents.  
· Make roster cheat sheets to be handed out at first game with players’ name and number. Make extras for grandparents!  See examples on the TRFAHA website in the Manager section.
· Make a spreadsheet with home game parent duties (aka minor official work schedule) and email out.  See examples on the TRFAHA website in the Manager section.
· Old Arena – 1 Clock/Home Penalty Box, 1 Away Penalty Box, 1 Stats Person, 2 Concession workers.
· Huck - 1 Clock, 1 Home Penalty Box, 1 Away Penalty Box, 1 Stats Person
· REA - 1 Clock, 1 Home Penalty Box, 1 Away Penalty Box, 1 Stats Person

Team Website/TeamReach Responsibilities
Team Page
· TRFAHA webmaster will create a team page for you on the TRFAHA website.  They will give you privileges to modify the team page after they are notified by the Team Manager Coordinator who each Team Manager is.
· You should update the team page with information you have given the parents like game duties, Team Roster, away tournament information, home tournament information, etc.  
· Add coach(es) and team manager(s) contact info on the page – helpful for away teams to contact you, if they need to.
· Customize the page and use it as a central point to communicate with your team.
· Update the game outcomes and scores.   You will have permissions to do this during game time (live) for parents and grandparents that could not attend using the SportsEngine App.
· Update the player roster information (jersey number and picture)
· You will have permissions to add, update, and delete the items on the team calendar (ex. Dryland practice, special team events).  If parents are subscribed to this calendar it will reflect on their smart phones as well as in the app if they are using that.
· You are responsible to double check the game schedule (for both home and away games) and calendar to ensure that they are correct and match.  Please make sure the information is correct and matches the opposing team’s site that we are set to play. Contact the game scheduler if games do not match.  It is suggested you do this weekly or bi-weekly as schedules change quickly and sometimes without notice.
TeamReach
· Create a TeamReach for parents and coaches.  Players and grandparents should not be added as this is a source to share information with parents.  
Game Responsibilities
Home Games
· Prepare GameSheets for the game. 
· Prior to the game verify who the scheduled Referees are.  
· 30 minutes before the game make sure they are there and that there are two. If not, you will have to check the ref schedule to see who is supposed to be there and call them ASAP. If you cannot reach the scheduled referee, call the referee coordinator.
· 15 minutes before game, make sure Minor Officials (parents assigned to home game duties) are there and at their proper stations.
· Report the game/individual player stats to The Times by Sunday evening (for previous week)
· Individual and team stats should be kept for all players and presented to them at the end of the season celebration/banquet.
Away Games
· Bring Roster Stickers to the Score's Table or to opposing team’s manager.  (This should only apply to games played outside of District 16 or away tournaments as noted by the away tournament contact.)
· Collect a copy of the Stat Book from Scorer's Table. (This should only apply to games played outside of District 16 or away tournaments as noted by the away tournament contact.)
Home Tournament
· Please do not approach local business for fund raising items if they are a sponsor of any TRFAHA tournaments.
· Tournament Sponsor(s) (If applicable): Prominently display/call out the tournament sponsor by name in emails, programs, tournament website. Sponsor also may have tournament special for the weekend for Hockey Teams. This will be decided before the season starts.
· Budget/Gifts for players: There is no team budget.  TRFAHA will provide a drink (typically Gatorade or Powerade) and snack per player.  They will be stored at the Old Arena.  Please only take enough for each player on the team.  We do not provide coaches gifts.
· Tournament Fundraising: Please note ALL fundraising ideas must be approved by the Tournament Committee due to gambling license restrictions.
· APPROVED fundraisers are: Concessions at the REA, tournament apparel sales and Pizza Ranch Community Impact Night.
· Options during your tournament:
· Silent Auction - Donated items or parent purchased items up for Silent Auction
· Guess How Many - How many Lego pieces, how many Jelly Beans, etc. in a jar and have a prize(s) for the closest guesses. (ex. $2 per guess) 
· Email a welcome letter to visiting teams at least 3-4 weeks prior to tournament. 
· Include TRFAHA Locker Room policy
· Include tournament rules
· Set deadlines for payment to be turned in by (No gate fees for TRFAHA tournaments)
· Request a team roster that you can use to make tournament programs (Include Coaches and GMs) and obtain a team logo and Team GM contact information (cell number)
· Make note of the Tournament Sponsor(s) and any sponsor deals.
· Have teams email you their approved USA Hockey Roster
· Assign parent duties (minor officials)
· Once you get the tournament brackets from The Times, create a schedule of tournament parent to cover the: penalty boxes (2), stats/announcer, time clock and front gate (1 or 2).  You will need to schedule 2 parents for concessions for any games play at the Old Arena.  You do NOT need to schedule parents for concessions if games are at the Huck or REA>
· Send a copy out to parents.
· Create a Program
· Create a tournament program listing the team rosters, tournament schedule, brackets etc. Request visiting team rosters when you send welcome emails. 
· TRFAHA will cover the cost for 150 – color – double sided – programs if printed at the REA.  They are the most cost efficient.
· Contact: Becca Warnke becca.warnke@oakviewgroup.com 
· Program needs to have the Tournament Sponsor(s) (if applicable) prominently displayed.  
· Create a Tournament page linked to your TRFAHA team page – out of town teams appreciate an on-line source for Sunday Match-ups – update in a timely fashion
· The website master can assist with creating the site.
· Create Posters or Signs.
· Hang TRFAHA’s Welcome Banner at tournament locations (these need to be returned to the Huck storage room after the tournament!)
· Tournament Bracket poster will be printed by the Times and will be available for pick up 1 week prior to the tournament.
· It is suggested that you reach out to TRFAHA’s game scheduler 2 weeks prior to your home tournament to verify the bracket has been sent to the Times.
· Make decorations using team logos to promote teams in the tournament
· Trophies will be selected and purchased by TRFAHA from a 3rd Party.  They will be available at the Old Arena prior to your tournament weekend.  
· Tournament warm-up pucks are stored at the Old Arena. When tournament is complete return them to the Old Arena so they are ready for the next tournament. 
· When picking up the pucks from the Old Arena, make sure to only grab the bags for the arena your games are being played in.  They are all labeled.
· Make sure to secure the warm-up pucks at the end of each day and if there is a gap between games.
· Coaches may need to provide warm-up pucks.  They each have a bag of 25 practice pucks they can use.
· Provide music for the National Anthem (USA & Canada) to be played at the first game of the tournament, before the first game of the day, and before the Championship game. Only need to play Canadian anthem if we have a Canadian team in our tournament. 
· Provide music to be played while players are warming up, and between period and plays. 
· On the first day of the tournament, decorate the front gate table - table cloth, display trophies, lay out programs, etc.
· Hang Welcome Signs and Tournament Bracket
· Update Tournament Page on Website (update game results in a timely fashion)
· Tournament Rules are available as a separate document and should be shared with all incoming team managers and coaches.
Suggested Items for Front Gate
· A tote with tape, scissors, markers, pens, extra tournament programs etc.
· A 3-ring binder that includes the following:
· Referee schedule (available on-line)
· EMT schedule (to be provided by the EMT contact)
· Sign in form for referees and EMT’s.
· Copy of tournament rules 
· Copy of parent duties (minor official assignments) with a detailed explanation of those duties.
· List of team parents and their contact phone numbers.
· Locker Room assignments (The city will assign REA and Huck locker rooms.  The rink attendant at the Old Arena can assist with locker room assignments there.)

Scorers Box
· iPad and charger cord
· Microphone (if available)
· Music (National Anthem and warm up music)
· Tournament Rules
· Copies of Program
Away Tournament
Prior to Tournament
· Call and block rooms at a hotel in the city your team will be visiting (this should be done right at the beginning of the season). Check with the game scheduler first as this may have already been done earlier in fall. 
· It is suggested that when making reservations also reserve the hospitality room in the hotel so your players and parents have a place to hang out in the evenings. If you reserve a block of rooms, you can usually reserve the hospitality room for free.
· This information should be shared with parents via email and TeamReach as soon as possible.
· Make signs to hang in the arena or hotel supporting your team and cheering on your players. 
During the Tournament
· You will need to be at the arena 1 hour prior to your first game to check in with the hosting team committee. 
· Coaches may want the team to eat together for meals.  If so, please call and make a reservation at a local restaurant that has the capability to host a large group. 
· After each game of the tournament, you should make sure all parents are aware of the time and location of the next game. Sometimes brackets or pool play is confusing for parents who are new to hockey.  This information should be shared on your TeamReach.
After the Tournament
· If your team places in the tournament, take photos with coaches after the final game. Send these photos in to the TRF Times newspaper.
· If your team receives a trophy, take possession of the trophy and place it at the Old Arena.
Additional Game Information per MN District 16
Playing Time: 
· Minnesota Hockey District 16 does not have an equal play policy for peewees, bantams, 12U or 15U.
· We encourage all teams to play as equal as possible all their players with the exception of play-offs when at times a shorten bench may be necessary. 
· For squirts and mites we request equal playing time for all at all times.
Scoring and Standings:
· Scores for district games will come from GameSheets.  Teams will not have to submit scores.  If you feel that there is a scoring error, please contact your association before contacting the district.  They will verify if there is any changes to be made and will contact the district to make changes if needed.
· Standing will be updated on Mondays before 10 pm. 

Fair Play Points: 
· Each team will earn it's Fair Play point if none of the following occurs: 
Total Fair Play equivalent PIM exceed the threshold established for the level of play, a coach is assessed a Game Misconduct or Match Penalty, or per Minnesota Hockey Conduct Rule XIV.C.2 a spectator is requested to leave the arena by an official.
Penalty Minute Threshold
12U --- 10 min   		  Peewee/15U --- 12 min     	      BANTAM --- 14 min
· Note, any team over these penalty minutes DOES NOT earn a FPP.
· FPP ARE TRACKED AND RECORDED THROUGH GAMESHEETS
Game Times, Running Time, OT & Penalties:

Period Time and Overtime for each level.
· Bantams and Pee Wee's :
Periods should be 17 minutes with 2-minute minor penalties.
· Girls:
Periods should be 15 minutes with 2-minute minor penalties.
· Squirts:
Periods should be 15 minutes with 2-minute minor penalties unless coaches agree prior to the game and advise officials and time keepers that the game will be 17 minutes.
· Penalties:
Four (4) penalties carry an automatic game ejection (remainder of game).
· All ages:
Majors or misconduct penalties are not influenced by period lengths.  Remains the same across all age groups.
· Running Time (3rd Period): 
If the score difference is six (6) goals or more at any time during the third period, the clock goes to running time. If the score goes back to a difference of less than six goals, stopped time is reinstated.
· OT:
Sudden death overtime period in regular season is one 8-minute period.  If no change in score, game ends as tie. 
Coaches Feedback (from players)
You will be asked to gather players feedback/memories/learns/funny stories regarding each coach.  This is used at the end of the season coaches wrap up meeting.  The goal is to have at least 3 positive feedback’s to share for each coach on the team.
End of the Season Celebration/Banquet
Prior to Banquet
· Determine where to hold the banquet.  
· Suggestions: Bowling Alley, Legacy Center, Team Sponsor, etc.)
· Send awards form to Mandi Lund (at least 2-3 weeks prior to banquet)
· Determine what to give the players for end of the year gifts
· Determine what to give the coaches for the end of year gifts
· Please remember that all expenses for the end of year celebration/banquet are at the expense of the team/parents.
Banquet
· During the banquet, you should plan a time for the coaches to talk a little about the season.
· Hand out player/coaches gifts along with player stats and patches (Hat trick, Playmaker and/or Zero)
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