EYH Mite Team Manager
To-Do List
Weekly:
· Send out an email that lists practice dates & times, game dates, times & locations, and other events (picture day, charitable act event, etc.).  The email should also include Parent Work Rotation Schedule for home games. Please refer to the email example on the EYH website: Resources / For Team Managers.
· Locker Room Monitors (“LRM”) are needed for all practices and games. Volunteer slots are listed on the EYH website. Please check to ensure your team has a volunteer for practices and games. It is the responsibility of the team to have an LRM for practice. This should not fall on the coaches or team managers to fulfill.
Schedules:
· Check Crossbar’s calendar frequently (every 2-3 days if not daily).
· If you notice a change, email your families to update them with the adjusted schedule.
· If you have a game cancellation, let the Ice Scheduler know immediately for options.
· Games and practice schedules change frequently. Encourage your families to check the Crossbar App and/or the EYH website prior to practices or games to ensure no changes were made.
Home 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).
· All home teams are required to run the home games. Each game will require 5+ parents: a clock runner, and 4+ parents to help set up the bumpers or boards.  Communicate to parents that gloves are recommended for setting up the boards as they can be sharp.  Set up a rotation that involves as many parents as possible.  Have parents who are assigned to work on bumpers and boards check with coaches to see what help is needed.
Tournaments/Jamborees:
· Contact the jamboree director to confirm your registration and provide a roster. In some cases, the team manager will need to pay for the registration fees and then be reimbursed by EYH (not typical). Track these fees and submit a “Charitable Act and Tournament Reimbursement” Form.
Charitable Act:
· All teams must complete a “Charitable Act” by December 31st.  The charitable act form can be found on the EYH website under Resources/Policies & Procedures.  
· If the Charitable Act is not completed by December 31st that team will not be eligible to be reimbursed for tournaments and/or Jamborees for the season that were not already paid for by EYH.
[bookmark: _Hlk212370851]Volunteer Hours:
· A report showing completed volunteer hours will be periodically sent to the manager to send to their team.
· Each family must complete 15 volunteer hours this season. If volunteer hours are not completed, the family will be charged.
24 Hour Rule:
EYH asks that parents/guardians refrain from confronting a coach, team, or league official to discuss any negative game or practice situation until at least 24 hours has passed from the completion of the game or practice.
Locker Room Phone Policy:
Phone use is strictly prohibited in locker rooms. If a child or parent has a phone in the locker room, politely ask them to put it away or to use it in the hallway.  If a parent repeatedly violates this rule, please contact the Manager of Managers to determine the next steps.

