MYHA Team Manager To Do List

Weekly:
· Please refer to the email example on the MYHA website:  Resources / For Team Managers.
· Send out an email that lists practices (dates & times), games (dates, times & locations) and other events (picture day, charitable act event, etc.).  The email should also include Parent Work Rotation Schedule (home games only - this does NOT count toward volunteer requirements) and assigned locker room monitors (additional details are provided below).
· Lock Room Monitors (“LRM”) are needed for all practices and games.  They should be assigned on a weekly basis with one LRM for each locker room being used.  LRM’s should be at a practice or game at least 30 minutes beforehand.  

Schedules:
· Games and practice schedules change frequently. Encourage your families to check the SportsEngine App and/or the MYHA website prior to practices or games to ensure no changes were made.
· If you have a game cancellation, let the Ice Scheduler know immediately for options.

Games:
· Confirm all HOME games at least 2 weeks in advance. Look on the visiting team’s website to find appropriate contact information (easiest way is via email—this also provides a “paper trail” and it makes it easy for the visiting manager to forward to his/her families).
· Always have roster stickers on hand for home and away games in case the GameSheet app is not working.
· Make sure you have 4 roster stickers for each game.
· Stickers should include all team members (names and jersey numbers) and coaches.  The stickers are only needed if the host team is not using the GameSheet app when we are the away team or if the GameSheet app is not working for us when we are the host team.  A list of the organizations using the GameSheet app are listed here under GAMESHEET TEAM INVITATION CODES

		https://www.wahahockey.com/page/show/8265901-gamesheet

Home Games:
· Please refer to the file named “Home Game Checklist”.  All home teams are required to run the home games. Each game will require 4 parents: 2 penalty box attendants, a clock runner, and scorekeeper.
· Set up a rotation that involves as many parents as possible.
· All games will now be scored electronically via the GameSheet app. with IPAD’s provided by MYHA.  The IPAD’s will be stored at the rink score table.  GameSheet information is available on the WAHA website and includes information on how to use the app and other training information.  It is recommended that team managers and two other parents on each team become familiar with how to use the app.  The link also shows a list of teams that have signed up to use the GameSheet app.  www.wahahockey.com/page/show/8265901-gamesheet  

· If you are unable to use the GameSheet app, games will be scored using the paper score sheets.  Please complete the following steps for the paper score sheet:
· Place roster stickers on the score sheet for the home team.
· Have the visiting team’s Manager place roster stickers on the score sheet.
· Complete the required information on the score sheet during the course of the game.
· Always have a paper score sheet and roster stickers on hand in case the GameSheet app is not working.  Keep a supply of score sheets and roster stickers on hand.  If you are running short the Manager of Managers can restock your supply.
· If the paper scoresheet is used the forms are divided as follows:
· Home Manager – yellow copy
· Visiting Manager – pink copy
· Save remaining paper copies until the game has been added and finalized in GameSheet at a future date.
· If someone has earned a patch, write on a blank area of the scorecard the player’s last name and what they earned before turning it in.  


