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Team Manager Guide
A practical guide to helping your season run smoothly.
Welcome

Welcome, and thank you for volunteering to serve as a Team Manager!
Team Managers are one of the most important volunteer roles within Webster Youth Hockey Association. While coaches focus on developing players on the ice, Team Managers help ensure everything off the ice runs smoothly. From communication and scheduling to organization and game day support, your efforts play a significant role in creating a positive experience for our players, coaches, and families.
Whether this is your first season, or you've managed teams before, this guide is designed to help you navigate the season with confidence. Think of it as a practical reference rather than a rulebook. It won't answer every question, but it will provide the information, best practices, and resources you'll use most often throughout the season.
Most importantly, remember that you're never doing this alone. Your coaches, fellow Team Managers, Board members, and organization volunteers are all here to support you.
Thank you for helping make Webster Youth Hockey Association a place where players can grow, compete, and love the game.

Getting Started

Before participating in any team activities, all Team Managers must complete the required USA Hockey credentials for the current season. These requirements help ensure the safety of our players and families and must be completed and verified by the WYHA Registrar before participating in team activities.
Required Annual Credentials
The following must be completed every season:
· USA Hockey Volunteer Registration
· Register annually as a USA Hockey volunteer. There is no charge for Team Managers or other volunteers.
· USA Hockey Background Check
· Complete the required USA Hockey Background Check.
· USA Hockey SafeSport Training
· Complete the required SafeSport training, which covers abuse prevention, reporting procedures, and player safety.
Important: Coaches, Team Managers, Locker Room Monitors, and any other required volunteers may not participate in team activities until all required credentials have been completed and verified by the Registrar.

Season at a Glance

While dates may vary slightly each year, the timeline below provides a general overview of the hockey season.
	Time of Year
	Typical Activities

	March
	Player evaluations

	April–May
	Team selections and roster announcements

	May–June
	Jersey sizing and apparel ordering

	Summer
	Optional team gathering or kickoff event

	August–September
	Practices begin

	August–September
	League scheduling meetings

	October–February
	League games, tournaments, scrimmages, and practices

	December
	Coach vs. Player Charity Game, scholarships, and awards

	February
	League playoffs (typically during President's Week)

	March
	End-of-season celebrations and wrap-up



Quick Start Checklist

The first few weeks of the season are often the busiest. This checklist will help you get off to a great start.
Before the Season
☐ Complete all required USA Hockey credentials.
☐ Meet with your Head Coach.
☐ Gain access to your team's Crossbar page.
☐ Receive your league scoresheet login information (if applicable).
☐ Schedule a preseason parent meeting.
☐ Discuss tournament plans with your coach.
☐ Submit blackout dates by the organization deadline (if applicable).
☐ Review this guide and bookmark the Manager Resources page.

Your Role as Team Manager

The Team Manager serves as the organizational leader for the team. While coaches focus on player development and on-ice instruction, Team Managers help coordinate everything that happens behind the scenes.
Your responsibilities generally include:
· Communicating with families, coaches, the Board, and league representatives.
· Coordinating schedules, tournaments, and team events.
· Maintaining team records and required documents.
· Supporting game day operations.
· Coordinating volunteers.
· Helping to create a positive team culture throughout the season.
One of the most successful qualities of a Team Manager is knowing when to ask for help. You are not expected to do everything yourself. Many tasks can be delegated to other parents, creating greater involvement and shared ownership throughout the season.

Communication & Team Organization

Communication is one of the most important responsibilities of a Team Manager. Clear, timely, and consistent communication builds trust between families, coaches, and the organization while helping the season run smoothly.
As Team Manager, you are often the first person that families contact with questions. While you may not always have the answers, helping families find the right information is one of the most valuable things you can do.

Parent Meeting
One of your first responsibilities should be scheduling a preseason parent meeting after teams have been finalized.
This meeting helps establish expectations and ensures everyone begins the season on the same page.
Topics to discuss include:
· Introductions of coaches, managers, and families
· Coaching philosophy and team expectations
· Communication expectations
· Tournament plans
· Travel expectations
· Team finances (if applicable)
· Volunteer opportunities
· Team events and fundraisers
· Locker room expectations
· Questions from families
Starting the season with open communication helps prevent misunderstandings later in the year.

Team Communication
Throughout the season you'll serve as the communication link between:
· Coaches
· Families
· Webster Youth Hockey Association
· League representatives
· Tournament organizers
· Other Team Managers
You'll communicate information such as:
· Practice schedules
· Game schedules
· Schedule changes
· Tournament information
· Picture Day
· Organization announcements
· Fundraisers
· Apparel ordering
· Team events
· End-of-season information
Whenever possible, communicate important information in writing so families have a consistent point of reference.

Crossbar
Crossbar is the primary communication and scheduling platform used by Webster Youth Hockey Association.
As Team Manager, you'll become very familiar with it throughout the season.
Depending on your team's level, your responsibilities may include:
· Updating away games.
· Verifying home games entered by the Ice Scheduler.
· Confirming opponents, dates, and game times.
· Updating locations.
· Posting team announcements.
· Managing volunteer signups.
· Sharing documents and team information.
· Managers are responsible for entering all games into Crossbar. Once games are loaded, review each one carefully to ensure opponents, locations, and game times are accurate.

Organization Communication
Throughout the season you'll also help communicate organization-wide events and announcements.
Examples include:
· Picture Day
· Apparel ordering deadlines
· Scholarship opportunities
· Coach vs. Player Charity Game
· Fundraising opportunities
· Registration information
· Organization events
· Awards and recognition
Managers play an important role in ensuring these communications reach every family in a timely manner.

Team Culture
A Team Manager does much more than organize schedules.
You help set the tone for your team's culture.
Encourage positive communication, welcome new families, and help create an environment where everyone feels included. Small gestures—such as introducing new families, organizing a preseason gathering, or celebrating birthdays and milestones—can make a lasting impact on the team's experience.
Every team is different. Some teams enjoy holiday parties, team dinners, fundraisers, or end-of-season celebrations. While these activities are optional, they often help build friendships that extend beyond the rink.

💙 From Experienced Managers
Choose one primary communication platform and encourage families to use it consistently.
Respond to questions promptly—even if it's simply to say you're checking on the answer.
Schedule changes happen. Communicate them as soon as possible.
Don't feel like it is your responsibility to do everything by yourself. Parents are often happy to help when given a specific task.
Introduce yourself to new families early in the season. A warm welcome goes a long way toward making everyone feel like part of the team.

USA Hockey Roster

The official USA Hockey roster is one of the most frequently used documents throughout the season.
Once player registration has been completed, the Registrar will provide your official roster. Many tournaments require a copy before your arrival, so it's a good idea to keep both digital and printed copies available.
Best Practice
· Create a note on your phone that includes:
· USA Hockey roster link
· Plain text roster
· Coach contact information
· Team Manager contact information
· League login information
You'll use this information throughout the season for tournament registrations, scheduling, and communication.

Consent to Treat Forms

Every player must have a completed Consent to Treat form before participating with the team.
If a player is traveling with another family and requires medical attention, this form allows medical personnel to provide treatment when a parent or guardian is unavailable.
Best Practice
Rather than carrying paper copies all season, keep digital copies in a secure folder on your phone or tablet. This allows you to quickly access or share the form should an emergency arise.

Electronic Scoresheets

Electronic scoresheets are now used for league play.
Managers will receive league login information prior to the season.
Before each game:
· Verify your active roster.
· Confirm coaches and team staff.
· Complete any required electronic sign-ins.
· Ensure the visiting team has completed their roster for home games.
Travel and House leagues may have slightly different procedures. Additional league-specific instructions will be provided before the season begins.
Organization Note: WYHA provides an iPad for home games. The storage location, passcode, and login procedures will be provided before the season begins.




Roster Stickers

Some tournaments and leagues still require roster stickers.
These are the responsibility of each individual team, not WYHA.
Sample templates and Avery label information are available on the Manager Resources page.

Scheduling & Tournaments

League Scheduling
Scheduling is one of the most important responsibilities of a Team Manager.
Work closely with your Head Coach and the Ice Scheduler throughout the scheduling process.
Before league scheduling begins, determine:
· Which tournaments your team plans to attend.
· Any weekends your team is unavailable.
· Team preferences for home games when possible.
The more information you have before scheduling begins, the easier the process will be.

Blackout Dates
Blackout dates are dates when you do not want practices scheduled.
Examples include:
· Tournament weekends
· Holiday weekends
· Other known conflicts
Travel teams should submit blackout dates as early as possible, typically in the spring or by the deadline established by the Ice Scheduler.
Late changes become increasingly difficult once schedules are published.

Home Games
Once your home schedule has been assigned:
· Review every game carefully.
· Verify opponents.
· Confirm dates and times.
· Confirm rink locations.
· Report any issues immediately.

Away Games
Managers are responsible for entering away games into Crossbar.
Do not wait for these games to be added by the organization.
Once entered, review your complete schedule to ensure everything is accurate.

Tournament Planning
Tournament planning often begins months before the season.
Discuss with your coach and families:
· Number of tournaments
· Travel expectations
· Budget
· Hotel requirements
· Registration deadlines
Popular tournaments fill quickly, so early planning is encouraged.
As tournaments are confirmed, notify the Ice Scheduler so practices and home games can be scheduled appropriately.

Schedule Changes
Schedule changes happen.
When they do:
· Update Crossbar.
· Notify families promptly.
· Notify the Ice Scheduler if required.
· Cancel officials if applicable.
· Coordinate any necessary ice trades.
The sooner everyone is informed, the smoother the adjustment will be.

Game Day Operations

Volunteers
Every team relies on volunteers to help games run smoothly.
Depending on the game, volunteers may include:
· Scorekeeper
· Timekeeper
· Penalty Box Attendant
· Locker Room Monitor
Many managers find it helpful to create a volunteer signup at the beginning of the season.
Volunteer signup templates are available on the Manager Resources page.

Locker Room Monitors
Every team must have a screened adult present whenever players are in the locker room.
Locker Room Monitors must:
· Complete USA Hockey registration.
· Complete SafeSport.
· Pass the required Background Check.
If your team includes female players, additional USA Hockey locker room requirements may apply.
Always review current SafeSport policies before the season begins.

Picture Day & Organization Events
Managers help communicate organization-wide events throughout the season.
These may include:
· Picture Day
· Apparel ordering
· Scholarship opportunities
· Fundraisers
· Coach vs. Player Charity Game
· Registration information
· Awards and recognition
Prompt communication helps ensure families don't miss important deadlines.

Team Events
Many teams choose to organize optional activities throughout the season.
Examples include:
· Preseason gatherings
· Team dinners
· Holiday parties
· Fundraisers
· End-of-season celebrations
These events are optional but often help strengthen relationships between players and families.

Player Safety & Sportsmanship

Player safety is everyone's responsibility.
As Team Manager, help reinforce a safe, respectful, and positive environment for players, coaches, officials, volunteers, and spectators.
WYHA follows all USA Hockey policies, including:
· SafeSport
· Locker Room Policy
· Electronic Communication Policy
· Travel Policy
· Zero Tolerance Policy
Managers are not expected to enforce these policies alone, but they should be familiar with them and know who to contact when questions arise.

Helpful Resources

Additional resources are available through the WYHA website and Manager Resources page, including:
· Consent to Treat Forms
· Volunteer Signup Templates
· Clock Operation Instructions
· Crossbar Guides
· Avery Roster Label Templates
· Parent Meeting Agenda
· Tournament Planning Resources
· SafeSport Information
· USA Hockey Resources
· Canadian Travel Permit










Who Do I Contact?

The Board is here to support you throughout the season. If you're not sure who to contact, start with the appropriate person below. If you are ever unsure, any Board member will be happy to point you in the right direction.
	
If you have a question about...
	Contact

	Registration
	Chrissy Sapere – Registrar

	USA Hockey Registration, SafeSport & Volunteer Credentials
	Chrissy Sapere – Registrar

	Scheduling, Ice Time & Game Changes
	Lisa Cammilleri – Ice Scheduler

	Crossbar & Team Website
	John S. or Tonia F. – IT & Communications

	Social Media
	Tonia Finke – Director of Community & Communications

	Jerseys & Equipment
	Rob Dyer – Equipment Manager

	Travel Program
	Shane Riley – Travel Director

	House Program
	Zach Parlet or Mark Huss – House Directors

	General Questions
	WYHA Board of Directors



Need someone else?
Visit the Board of Directors page on the WYHA website for a complete list of Board members, committee chairs, responsibilities, and contact information.


End-of-Season Checklist

As the season winds down:
☐ Coordinate your team's end-of-season gathering (if applicable).
☐ Ensure all outstanding team finances have been settled.
☐ Return any organization property.
☐ Thank your volunteers and families.
☐ Celebrate the accomplishments of your players and coaches.

Final Thoughts

Thank you for volunteering your time and talents to Webster Youth Hockey Association and Cyclones Hockey Club.
The role of Team Manager is one of the most important volunteer positions in our organization. Your organization, communication, and leadership help create a positive experience for our players, families, and coaches.
No season is perfect, but families will always remember how they were welcomed, supported, and kept informed.
Thank you for everything you do behind the scenes to strengthen our teams and our hockey community. We appreciate your commitment and wish you a fun, successful season.
We'll see you at the rink!
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