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[bookmark: _xd625mmfd8pu]Non-Travel Team Manager Handbook 

Welcome to the 2025-2026 hockey season! Thank you for volunteering as a Team Manager for your child's hockey team! The team manager is a crucial role for the team in ensuring a fun and successful season.
[bookmark: _5hjag858ffmc]What is a Team Manager? The team manager is responsible for the coordination and communication of all operational aspects of the hockey team. You serve as the main liaison and support between the coaching staff, players, and parents.
In short—you are the key communicator and organizer that helps create a smooth and successful season.
[bookmark: _74umn0gh7dhd]Team Manager Responsibilities: The Team Manager is the engine that keeps the team running. This role requires dedication to the overall organization and cooperation between coaches, players, parents, and the association. Please reference the Team Manager page on the AAHA website for helpful resources, links and contacts to leverage for questions and support.

[bookmark: _b0n3w4kojq4l]Non-Travel Manager Responsibilities Outline
[bookmark: _iklhsjl3l078]Attend Mandatory Manager Meetings:
This usually takes place shortly after tryouts. This is a good time to communicate with the coach on who will be picking up house league jerseys.
[bookmark: _28w68dfqkh1x]Start of Season Meeting:
[bookmark: _12ndwnc6tom9]Schedule a Parent, Coach, and Manager meeting as soon as teams are announced. Beforehand, the Manager should connect with the coach to align on key points and expectations. This ensures a unified message and sets the tone for a successful season.
Manager talking points should include but not limited to:
· [bookmark: _9rzrxvog71i]Team communication: 
· Collect name, email, and cell phone information for families and share with Colleen Schutte at office.aaha@gmail.com
· Group Me Link - this is a commonly used platform for communicating with your team
· [bookmark: _tqtejge0rj6f]Confirm ALL parents have completed Steps 1 and 2!!!! Step 3 is only for Coaches, Managers, and Locker Room Monitors. This should be done ASAP 
· Step 1. Register with USA Hockey: Create a free account as a volunteer to get a USA Hockey confirmation number which is required to do BEFORE the training. Send USA Hockey confirmation number to Colleen at office.aaha@gmail.com
· Step 2. Complete the SafeSport Training: Access and complete the SafeSport Training Core course or the yearly refresher module.
Check with Colleen before completing Step 3
· Step 3. Submit a Background Screening (every 2 years): There is a $30 charge for this background screening.  Turn in a copy of your receipt to the office (office.aaha@gmail.com) and you will be reimbursed.
· If you are a male guardian of a hockey player on a boys team or a female guardian of a hockey player on a girls team YOU MUST COMPLETE STEPS 1-3 for Locker Room Monitoring purposes.
· [bookmark: _ron8frlio99e]Discuss locker room monitor shifts 
· Sign Up Genius or a spreadsheet to share with families 
· All games and practices need same gender locker room monitors!!
· Locker Room Monitor Policies
· [bookmark: _t8a2v5mi4qhd]Home Jamboree Tournament Manager For Practice Group 1 and 2
· Get name and number to Amber Blakesley- DIBS volunteer position
· [bookmark: _scp47lddepey]Practice Group 1 and 2 Home Jamboree
· All parents are expected to help with (multiple) working shifts
· Jamboree cannot run without the help of the parents!!!!
· [bookmark: _nhyytsfcrt86]House League Clock Workers
· Managers must make sure that ALL House League clock shifts are covered
· Clock tutorials are on the Team Manager page of the AAHA website
· Remind parents we are representing Alexandria and AAHA 

[bookmark: _fjmo19yc2uj][bookmark: _p2bmlhdeedos]Team Roster
· If your team roster is not uploaded into SportsEngine, make sure you upload you or your coach can do that. Refer to the sports engine links on the Team Manager page of the AAHA website. 
[bookmark: _ats1dfxy4md2]Hotels
· Mandy Rudy is our hotel scheduler and will take care of making hotel reservations. Be sure to encourage families to look at hotel reservations and timelines for the reservations.
[bookmark: _ac5daur58vx7]Jamboree Attendance
· Managers responsible gathering attendance information for Jamborees
· Coordinate information with coaches 
[bookmark: _m79ai5idfx5x]Mite Night Practice Group 3:
· Prepare to make a end of the year slide show or video that represents the season and highlights your players 
· You can collect pictures or videos from other parents
· This will be presented at your Mite Night
[bookmark: _r1ckmv3e3l6s]Weekly Communication and Reminders:
· Send DIBS reminders weekly or biweekly to your team
· Confirm schedule for each week and send reminders
· Confirm practice times and locations
· Cross check ALL games. Check other associations websites to confirm
· Send reminders for AAHA clothing orders
· Send team photo information to your team once you receive it
· Send reminders to team of ALL important dates throughout the season
· Don't forget to communicate Skate Nights (high school, blizzard games)
· No businesses can donate to 1 specific team, they would have to go through sponsorship route
[bookmark: _5flek3703rno]Got News?
· Do you have fun news to share about your team? This is not something that has to happen every week, but mainly tournament updates, swings, or highlighting something fun and unique about your team. 
· Here are some fun ideas: a weekend recap, big wins or milestones, highlight reel, "behind the bench" moments, team spirit, team building. 
· Send updates to our Social Media Coordinator, Andrea Nyberg via text 320-808-6644
· Include:
· Team name AND sponsor
· Picture and/or Video
· [bookmark: _8ri32w6xvevr][bookmark: _orkq6hvb7cpb]Short write up or summary
[bookmark: _GoBack]Manage tournament details and social events
The ideas below are not mandatory. ASK PARENTS TO HELP with these tournament details and social events!!
· Team Bonding Activities
· Goodie bags and Door signs for tournaments/jamborees
· Team Meals
[bookmark: _otyg7en2o9l]Plan end of season team celebration
Discuss with your coach and parents how you would like this to look. 
· Parent vs players
· Awards
· Team Meal
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