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· Discuss/accomplish prior to first practice of the season
· Complete Team Manager (TM) registration requirements
· Who’s the Head Coach? 
· This parent volunteer chooses coaching staff and TM
· Agree on dynamics for season 
· Ideal: share this document with Head Coach and confirm responsibilities 
· Does Head Coach prefer to lead communication with parents? 
· Does Head Coach prefer TM to lead communication with parents?
· Who communicates with the Scheduler? Head Coach or TM?
· Cancelled practices, number of games in tournaments, etc.
· One person from each team should communicate with the Scheduler 
· Confirm tournament budget 
· Connect with fellow District 11 associations
· Get conversations going about games/scrimmages/tournaments/jamborees
· If not already done at end of last season or during summer
· Review registration numbers with coaches, if needed 
· Prepare for first practice
· Make sure skaters are rostered
· Add tape with name on helmet – most common for Mites
· All skaters must wear a neck guard
· Close pre-season activity
· Which players should attend player evaluations? – most common for Mites
· Games and Tournaments
· Usually, there are 3 tournaments and can do more if coaches and parents agree
· Most common to have 1 tournament that requires a hotel stay
· TM organizes team activities (i.e. scavenger hunt, team meal, etc.) 
· Share confirmed schedule with families and the Scheduler 
· Scheduler will add games and tournaments to website
· Crossbar app will refresh with website updates
· Secure hotel arrangements for away tournaments and share info with families
· Communicate Rink Rat Program info – most common for Mites and Squirts/10U
· Can print copies and hand out to parents or direct parents to MLAHA website
· Locker Room Monitors – for Squirts/10U and above
· Ask coach to select up to 4 parents, volunteer role not open to all parents
· Add assignments in app (by doing so does not interfere with the Scheduler) 
· Gamesheet – for Squirts/10U and above
· Two iPads in concession stand for Gamesheet with Spotify on both
· Team must be created in Gamesheet at start of season
· District rule: must upload within 24 hours of game played
· MLAHA can receive a fine for not uploading within 24 hours of game played 
· Written resource/guide located in box (created by Amber Ketchmark) 
· Ideal to train most if not all team parents 
· Can use Gamesheet records to submit form for MN Hockey awards
· District sends info to Scheduler and the Scheduler shares info with TM, TM uses invitation code (log in, create account, type code), Gamesheet assumes TM is admin to team, TM to populate roster, enter ID code from USA Hockey approved roster
· Tip: don’t use Excel, sometimes duplicates entries
· Manually enter and roster is set for entire season
· Decide with coaches if 10-minute parent info sessions are a good fit during October/November practices (covering the entire Handbook at a parent meeting can feel like a lot for new families)
· 1st Parent Session
· Get to know MLAHA
· What’s ADM?
· What’s a rink rat?
· What to expect this season (see Parent Meeting below)
· 2nd Parent Session
· Our stance on bullying
· Safe Sport
· 3rd Parent Session
· Code of Conduct
· Locker Room Policies 
· 4th Parent Session
· Volunteering   
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· October – November 
· Parent Meeting led by coaches and TM (separate meeting from parent info sessions-see above)
· Attendance Expectations
· Arrive on time
· Let us know when your skater is unable to make practice (use chat in app)
· Squirts/10U and above: can use the attendance function in the app, families can rsvp at the beginning of each week, let coaches know why player is unable to attend practice
· Communication Expectations – use chat and calendar features in app
· Not the responsibility of coaches and TM to update families whenever there are changes/additions – families must check calendar regularly  
· This is not the NHL – progress is important and having fun is important too
· Developing a love for the sport
· Upcoming tournament info
· Collect signature pages and checks if applicable 
· Reminder to send birth certificate copy (first year players only) to Registration
· Team photos upcoming – jerseys can be distributed on or before Photo Day
· Families must have turned in signature pages and checks if applicable 
· Rink Rat Forms
· Will need assistance with home games (clock, penalty boxes, boards, Gamesheet)
· Home game duties filled by team parents
· Penalty box volunteers must move nets for Zamboni
· Mite teams usually need assistance with clock and boards only
· Can add assignments in app 
· Volunteering 
· Team building – will share event info soon
· Let’s have a great season! 
· Confirm correct player, coach and TM assignments on the website/in the app
· Share questions/concerns with Registration 
· Confirm budget for team building activities 
· Manage team communication in chat (decided during pre-season with Head Coach)
· How did the first couple of practices go? Anything that needs special attention?
· Any new registered skaters? – most common for Mites
· How’s the equipment fitting? Any equipment changes needed for first year players?
· Any parents having issues with accessing the app?
· Share Picture Day info with families in chat
· Does everyone have a Rink Rat Form?
· Share MLAHA Gear/Sales info with families in chat
· November – December
· Remember to check in team at games/tournaments
· Print USA Hockey approved roster and have handy during games/tournaments
· Share locker room assignment with families
· Share game recaps with WebMaster
· Share number of games played (in a tournament) with the Scheduler  
· Any team issues? Players getting along?
· Are all players still with us? Anyone missing practices?
· Share picture day order info with families
· Share MLAHA Gear/Sales delivery info with families in chat
· Any skaters moving up by December deadline? – most common for Mites 
· How are rink rat hours coming along?
· Prepare team building exercise/activities 
· January – March 
· Organize Parents vs Kids game with the Scheduler 
· Purchase end of season gifts
· Turn in Rink Rat Forms
· Collect jerseys 
· Turn in equipment, if applicable 
· End of season banquet
· Can organize keepsake awards/gifts
· Team awards are fun, “Most Improved”, “Best Flow”, etc. 
· Do not distribute awards/gifts based on or related to attendance
· Share off-season training opportunities, camps, etc. with families
· Distribute parent survey (self-made and if desired)  
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· Review results from parent survey with coaches
· Rose, Thorn, Bud exercise with coaches (if desired) 
· During post season dinner & drinks, discuss games/tournaments for next season
· Share results from RTB exercise with MLAHA Board
· Communicate suggested changes for improvement
· Board should decide on changes to implement prior to start of next season
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