


July 9, 2010

New Parent Manager Guidelines

Below is a month-by-month break down of what to expect when you are managing a team.  

June 
Professional trainer assignments will be made and advised (late June/early July) by the Director of Coaching (DOC) for the Fall season.  All Parent Managers, Assistant Parent Managers, and trainers must have a background check including fingerprinting.  The Chatham Rec Dept will facilitate this.  If you want to be on the sidelines during games, you will need an F License from NJ Youth Soccer. You must take a class which you can find at http://www.njyouthsoccer.com/coaching/fsched.htm.  These fill up quickly so you should sign up as soon as possible.  The Club will reimburse you for the $35 fee;  send a note to the Club Treasurer.
After the DOC assigns a professional trainer to your team, you may want to organize with him/her a week in August to run a “summer camp”.  Contact the practice field coordinator of Chatham United to find out if fields are available.  Also check with your families to make sure you have most kids available; don’t have a camp if you can’t get at least half the team.  The camp is typically a 5 day, 2 hour per day camp, which helps to solidify the team before the fall season.  Ask your trainer what he is going to charge per child;  members of the team who participate pay the per child cost to attend.  If you get a trainer from USA soccer or any of the soccer organizations, you may be able to have this camp if they come to Chatham or near by towns to hold their regular camps.  They will group your team together with your trainer.  

You should also start talking to the trainer about fall practices.  Typically practices are either 4:00pm to 5:30pm or 5:30pm to 7:00pm, twice a week.  Practices get “bumped” up by Chatham United once it starts getting dark (i.e. to start at 4:45 and practice to 5:45).  The field scheduler will send out a note in August asking for your preferred times.  Check with your trainer and your families to make sure the days and times work!  Chatham United will not let you reschedule your practices because they don’t have a field to give you.  Practice costs will be paid by the team (regardless of whether a child can attend any particular practices or not).
Around the third week of June, your roster will be sent out from Chatham United via email with all of the kids’ names and parents’ phone numbers.  You should email or call to welcome the new members of the team.  Explain what clothes they need to obtain for the season (blue shorts and top, white shirt, blue socks, and optional sweatshirt), where to buy them (Kicks N Sticks, Millburn is our uniform supplier and will manage player number allocation);  this information will also be sent to all families by the Club.  Circulate a roster to all the team members including all email addresses and phone numbers to be used to contact them in case of practice cancellations or game changes.  You should also send a “pitching-in” memorandum, which breaks down jobs for people on the team.  Managing a team can be overwhelming and you can use help.  You may want a treasurer, head phone chain caller, etc.  

July  Once you determine you want to hold a summer camp, email the team and let them know when it is and how much it will be.  
You should set up a “stay parent” schedule for each practice.  A professional coach must have a parent with him at all times in case something happens to one of the kids.  The trainer can’t leave the kids, so a parent will have to take care of any emergency.  You can start with childrens’ names in alphabetical order.  No parents can drop off their child without either the professional coach or the parent in charge being present at the field.   In addition, the parent cannot leave until all kids are picked-up.  

Sometime in July or beginning of August, you will get a notification by email from the registrar of Chatham United to pick-up your team package.  In this package are the original forms furnished when your members tried out.  This will include membership registration forms, medical release forms, and 1” by 1” pictures.  This package will also include the player’s game card, which must be signed.  You will be given detailed instructions on how to fill in these forms and how to arrange the forms when you submit them back to the registrar.  Follow the instructions to the letter.  It should take you about two hours.  Do this package as soon as possible and get your members to sign their game cards the first or second week in August.  The registrar will tell you when you have to get the forms back to him or her, especially if you want to play in a Labor Day tournament.  

If you have families who will be away during the whole month of August, find out their address where they will be so you can mail the card to them.  Otherwise, that child may not be able to play the first game.  The children have to sign their own names.  Fines are levied for forgeries.

If you want to play in a fall tournament, you can check the NJ Youth Soccer Association web site (http://www.njyouthsoccer.com/travelntourn/tnt.htm) for a list.  Usually if you enter before a certain time, you can get a discount on the entrance fee.  

Also, the Chatham United Registrar will request that you fill out a form to flight and register the team.  If the team played the prior year, he/she will ask you what flight you were in the fall and spring, as well as how many players were on the team during each season.  He/she also asks how many children are of a certain age by a certain date.  So, you have to know birth dates of all of your kids on the team (will be provided with roster).  He/she will also ask what flight you think the team should be in.  The lower the flight number, the higher the competition level.  The league will bump your team down a flight or so depending on how you did the previous season.  If you disagree with their decision, you can request a change, but it has to be before the deadline time, which date is set forth on the web site.  Most Chatham United teams play in the Morris County Youth League (http://www.mcysa.org/).
August  Turn your registration package into the registrar as soon as possible.  You will also be contacted by the field coordinator about what days and time you want for fall practices.  You should now work out a budget for the fall season and collect money from all your families.  Collect fees in advance of the season because it is impossible to get money out of people every time the team incurs costs.  The Club gives each team a $800 reimbursement toward fall expenses, as well as reimbursement of tournament entry fees up to $500 per year.  A sample is shown below.  You may also collect for the trainer’s end of season gift and an end of season party.  
	Trainer Cost per Hour
	
	$80.00
	
	

	
	
	
	
	

	
	
	Number
	Hours
	Cost

	Fall Practice Expenses
	
	20
	1.5
	$2,400

	
	
	
	
	

	Fall Game Day Coaching Expenses
	10
	1.5
	$1,200

	
	
	
	
	

	Tournament Entry Fee
	
	1
	
	$450

	
	
	
	
	

	Tournament Coaching Expenses
	4
	1.5
	$480

	
	
	
	
	

	TOTAL COSTS
	
	
	
	$4,530

	
	
	
	
	

	Fall Reimbursement
	
	
	
	$800

	
	
	
	
	

	Tournament Reimbursement
	
	
	$450

	
	
	
	
	

	COSTS LESS REIMBURSEMENTS
	
	$3,280

	
	
	
	
	

	Cost per Family (12 families)
	
	
	$273.33

	
	
	
	
	


Make sure you get the trainer’s tax ID and keep track of the fees paid to your trainer as this information will be required by the Club before you get the fall refund.  The Club will also provide each team with a check to cover one ref per game at the start of each season. If a referee doesn’t show up, usually a parent will end up referring the game.  PM’s for U11+ teams may have multiple refs at games. These excess ref fees will be reimbursed by the Club at the end of the season. PM’s should send a note to the Club Treasurer for reimbursement.   

Team treasurers may wish to set up a bank account in the name of the team. Please note that team accounts may not use the Chatham United’s tax ID as this complicates IRS reporting. 

You should get your registration package back in August and you must laminate the players’ cards.  You also will receive the medical release forms. Discard the old forms (if this is an existing team) and replace them with the new medical release forms.  These must be delivered to each practice and go to each game in case there is an emergency.  You should also have a bag with the team ball, provided by Chatham United to be used during the game, a goalie shirt, ice pack, and a first aid kit.  You should also put a copy of your phone chain/parent in charge memorandum in the bag in case a stay parent has to call another parent.  
Also, during this month, Chatham United will notify you that if you wish to reschedule any games or change your flight, you will have to notify the league.  You have to notify the league within the specific deadlines or they will not grant your requests.  

During this month, you will be notified by email of the coaches’ Chatham United meeting, which is typically held the first week in September, as well as the Morris County league meeting.  If you cannot attend, you can send someone from the team to take notes and receive your packages. You can find a list of the officers of Chatham United along with contact information on the website (http://www.chathamunited.org/About/boardoftrustees/index_E.html).  
September  Chatham Your game schedule will be posted about a week before the season starts on the e league’s web page (http://www.mcysa.org/games.htm).  Distribute this to the team parents.  You can also find field directions there (http://www.mcysa.org/fields.htm).  Contact info for your opposing coaches can also be found on the MCYSA website (http://www.mcysa.org/clubpages.htm).

At the league meeting you will be given game cards which you have to fill out before each game.  You should make an excel files with the kids’ numbers, player numbers and names, print out copes and tape it to the game cards.  There are two sections you need to glue the roster on.  Cross out any child’s name that will not be at the game.
You have to give the whole game card to the referee and the laminated players’ cards to the referee.  The referee checks all the kids against their game cards.  He or she also puts his or her name down on the referee portion of the card, and then the referee hands back the referee portion of the game card and the rooster of the other team to you before the game.  
If there isn’t a referee at the game, each of the coaches check the other team’s players’ cards.  The coaches then exchange their respective team rosters on the game card with each other.  Read the league handbook as to what you do if there isn’t a referee.  Each level has different rules.  It isn’t a bad idea to have that handbook in your team bags.
Make sure you are up to speed on all game day preparation for home games.  See the following sections on the Chatham United website.

http://www.chathamunited.org/Coachescorner/321146.html
http://www.chathamunited.org/Coachescorner/336428.html
The kids should be at the games ½ hour before each game to warm up.  They should bring a water bottle, their ball, shin guards and both the white and blue shirt since we do not know the other teams’ colors.  Usually the white shirt is worn in the beginning of the fall season and the spring due to the hotter weather.  If it is cold, they can wear the Chatham United sweatshirt with their number on it or a blue sweatshirt/underarmour worn under their jersey.  Their number has to show.  Some kids also wear blue pants when it is cold.  Girls should remove all jewelry and hard hair accessories (e.g. headbands).

After each game, you have to record the score on the league web page (http://www.mcysa.org/games.htm).  You will need to have the game number, which is listed on the game card.  Check periodically the web site to see if the score was reported correctly.  
You may have to deal with field closure due to rain.  If Chatham fields are closed, you have to contact your opposing coach to see if they have a field available, and vice versa.  If not, you will need to reschedule the game.  You will need to contact the game day coordinator at Chatham United;  this is a different person than the practice coordinator.  Make sure you see in writing from the game coordinator that you were given a field and time.  There are so many requests for rescheduling when games are rained out that your request may fall through the cracks.  Make sure you are up to speed on this process (http://www.chathamunited.org/Coachescorner/schedulinginfo/index_E.html).
November  
The end of the season is the middle of November.  During the first week, you might want to email the team about who would like to coordinate the end of season party, who would like to host the party, and who would like to get the professional coach his end of season gift.  You can also call a restaurant like Café Villa in Chatham and schedule a pizza party there right after your last game.   

You should make your team parents aware that practice will begin again in late February or early March.  Indoor practices tend to be on Saturday or Sunday afternoon.  Talk with your professional coach about committing to either a Saturday or Sunday afternoon session.  Also, the fields become available for practice around the last week in March and your first game of the season tends to be the first week in April.  If the winter is very wet, fields may not become available until April.
You also need to pay your professional coach.  He or she will email you his bill or send it in the mail.  (You may need to remind him or her to send you the bill.)  
You should confirm from each family that they are going to return in the spring.  In addition, you should talk to the team and the trainer what days they want to practice for the spring season.  Teams usually practice once a week in the spring season.  
You probably will have money left over.  Practices are canceled due to rain or your professional coach have a game conflict.   You can use the left-over money for a pizza party, credit each parent towards the spring season, or return it to the parents.  Just let the parents know what you are doing.
Chatham United will also furnish to you a form for you and your professional trainer to evaluate each of the kids.  You need to get this form to him or her as soon as possible and follow up to make sure it is turned in by the deadline.  After this is done, and the 1099 Tax info (for your paid trainer) received, you will get your $800 reimbursement from the Club.

December/January  
Chatham United soccer is supposed to be a full year commitment, but a few kids will not want to play in the spring.  Usually, you will know who is not coming back and even if people tell you they are coming back, some kids leave right before the season.  If you find out you are losing people, you must contact Chatham United if you need more players.  Talk to your professional coach and see what number of kids he/she will be comfortable with playing on the team.  Note, during the summer, there is a lot of subbing because it can get quite hot.  You may have to recruit in the community.  Note that membership in the Club is typically restricted to residents of Chatham.  Once you have identified new players, the registrar provides you with add forms.  The new players will also need to register on line.  You need to get the drop and add forms back to the registrar as soon as possible.  Laminate the new cards and update your roster for the game day cards. 

You will be contacted by the field coordinator by email requesting which days and times you want for practice in the spring season.  He will tell you in March your practice schedule and fields.
February  The field coordinator will also ask you for your preferences for winter practices, which are either Saturday or Sunday afternoon.  Make sure you email your professional trainer to let him know about the practices.  Also, note, the first game may be during the weekend of Spring break.  If this happens, you should find out this month which of your team players will be available to play that game.  If you do not have enough players, you will have to reschedule the game.  You are allowed 1 reschedule each season.  
March  Practices in the gym will start this month.  You should assign parents to be in charge at these practices.  You may have to run the practices if your professional coach is unable to attend these practices.  Also, this month you will find out your spring season schedule. 

There will be a pre-season Chatham United meeting, where you can pick up your check for ref fees, as well as the spring game cards.  If you can’t attend the meeting, ask someone for your team to go.  Make a spring budget, which will be similar to the fall budget, except you will typically have only one weekly practice and you may have a credit due to each family because of leftover money from the fall session.  If you wish to hold more than one spring practice, you should discuss with your families for approval and arrange to rent space yourself.  The Club will not pay for a second practice space.

Also, each team is required to raise $500 of sponsorships for the Chatham United tournament.  Shortfalls will be deducted from the $600 spring reimbursement, and the Club shares excess ad sales with each team.  (The team keeps any extra ads sold between $500 and $750, and 50% of ads sold over $750).  These funds can be used to pay for extra team activities or to defray expenses.
April  This month your season begins.  This season is very similar to the fall season except the weather will get warmer and the kids may not show up to all of the practices because of baseball and lacrosse games and practices.  
Spring season can be very rainy and you might be rescheduling a lot of games.  The league requires you to play all of your games.  
May  The Memorial Day tournament is this month.  Chatham United will contact you to ask for someone from the team to coordinate volunteer jobs for every parent on the team except the coach.  . The parent who volunteers for this position doesn’t have to do anything else for the tournament.  In the alternative, you can ask for this volunteer at the beginning of the season.  The team will play four games that weekend.  Chatham United will furnish you with patches that you give to the other team.  If you have any leftover patches, you need to return them to Chatham United.  Also, Chatham United will send the team a T-shirt ordering form for the tournament.  You can assign someone to take care of this for you.  Also, during this month Chatham United holds try-outs for next year’s teams.  
June  The last game is usually Father’s Day.  Again, you need to find someone to host the end of year party.  Since it is warm, you can actually have it at a park if you can’t find a person to host the party.  You give your professional coach his end of year gift.  Typically, you too are given a gift.  If you know it is coming and don’t want anything, request a donation to children’s charity.  (Usually the assistant coach gets the head coach a gift or assigns a person to do it and collects from the parents.)
Chatham United will also furnish to you a form for you and your professional trainer to evaluate each of the kids.  You need to get this form to him or her as soon as possible and follow up to make sure it is turned in by the deadline.  Also make sure you get the trainer’s tax ID and keep track of the fees paid to your trainer as this information will be required by the Club before you get the spring refund.
Then the whole year starts all over again.  Good luck!



1
0


2

