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[bookmark: _Toc211276810]Contacts 
[bookmark: _Toc211276811]Mite Off-Ice Coordinator 
Cece Backman 218-576-7828
Amanda Ungs 651-235-5403
Email: mite-coordinator@shakopeehockey.com 
[bookmark: _Toc211276812]Mite On-Ice Coordinator 
Mitch Benson 
Email: mitch.benson@shakopeehockey.com 
[bookmark: _Toc211276813]Responsibility Overview 
• Team communications 
• Jersey pick-up and delivery 
• Organize team gatherings 
• Create snack lists 
• Team picture coordination 
• Jamboree team duties and poster 
[bookmark: _Toc211276814]Team Communications 
You are the primary contact for your team. We suggest sending an email at the beginning of the season to introduce yourself to the parents. You will be able to access emails for your team via Crossbar. 
Example Email in the Appendix, use this for reference and put your own spin on it. 
Although Crossbar chat is more reliable than Sports Engine was, it is still recommended that you use GroupMe for team communications. There are more features and notification options available in GroupMe. You are responsible for setting up a chat in GroupMe for your team. 
[bookmark: _Toc211276815]Group Me 
[bookmark: _Toc211276816]Creating a Chat
1. From the main page, select the new chat icon 
a. Desktop it’s the writing pen, App its the + sign 
2. Name your group (naming standard = level team color season. Ex: M2 Gray 2025/26)
3. Click create group 
4. On the add members tab, choose invite by link 
a. This will copy the link to your clip board 
5. Share this with your team in your intro email 
[bookmark: _Toc211276817]Privacy Settings
	Mobile App
1. From the main page, select your team chat 
2. Tap the chat name at the top, it will have an arrow/carrot at the end of it (one of these: >)
3. Select settings 
4. Scroll to the privacy settings
a. Ensure “who can join” is set to “approved members” 
b. Ensure “visibility” is set to “Hidden”
Desktop/Computer
1. Click the 3 dots on the far right of the chat name from the chat list 
2. Select settings 
3. Scroll to the privacy settings
a. Ensure “who can join” is set to “approved members” 
b. Ensure “visibility” is set to “Hidden”
[bookmark: _Toc211276818]Crossbar
Crossbar will be the source of truth for game and practice schedules. Anything you did not load or create should not be edited (Crossbar also should restrict this). It also has a chat feature that can be used, however, the features in GroupMe are more robust and allow for a single communication point.
The association ice scheduler will update and maintain all games and practices. You will not have edit rights in Crossbar to change prescheduled games/practices. You will have the ability to add events/games and it is suggested you do so for things like Jamborees until a final schedule is posted and team gathering events (see Jamborees Section)
[bookmark: _Toc211276819]Jerseys/Apparel 
Managers will be responsible for picking up your team’s jerseys from Mite Coordinators. The Mite Coordinators will schedule a jersey pick-up time once the jerseys are in. 
Lower Mites (Rookie, M1 and M2) will be given an assortment of jersey sizes. Please use your judgment to ensure the most accurate sizes available go to the correct players. The sizing will not be perfect as the jerseys are ordered ahead of time and not specific to each player. 
You may choose to facilitate adding last names to the back of jerseys. If you have a Cricut, you can cut the names in sport flex vinyl and iron them on (Varsity is the association font). Valley Sports will also screen print on our jerseys for a cost. 
Upper Mites (M3, M4 and U8) may have ordered their jerseys via the web store and will need to be distributed to players once delivered. The apparel committee ordered additional jerseys for those who did not order on the webstore and will be delivered to you for distribution. 
Managers will also hand out hockey socks and mouthguards, if needed. 
The off-ice coordinator will facilitate collection of mite sweatshirt orders for this year. These shirts will be provided to all players at no cost this season. Once shirts are in you will be asked to distribute to your team. 
[bookmark: _Toc211276820]Team Gatherings 
Managers will need to plan a team party for the end of the year at a minimum. If desired, you can coordinate with your coaches to create player awards and create your own certificate. Keep these lighthearted and somewhat generic, focus on sportsmanship, remembering that the mite program is about development. 
Please try and pick a location that sponsors our program for any team gatherings, we want to show them the same support they have shown us. 
Many managers have planned events at the beginning of the season to meet the players and parents. Some have hosted multiple events throughout the season such as: Secret Santa, open skate day, team bowling, etc. 
Other gathering examples have included volunteer work such as Feed my Starving Children, holiday card decorating for nursing homes, etc. 
[bookmark: _Toc211276821]Snacks 
You can poll your team or make the determination on the snack schedule. Most teams historically do snacks for game days. It is your responsibility to find out from parents if anyone on your team has any food allergies or restrictions (see call out in intro email in the appendix). You can organize this in whatever way works best for you.
	Organization ideas: 
1. Create a spreadsheet/grid table with game days listed and assigned family to bring snacks. Take a screenshot and share in Group Me, pin the chat so it is always at the top of the chat for everyone. 
2. Create a shared document, list out game days and ask parents to access and select the game days they will bring snack 
It’s best practice (trust us we learned the hard way) to send reminders out before game day. Typical snack is one food item and a small size drink (think like capri sun pouch). 
[bookmark: _Toc211276822]Team Picture Night 
Pictures are held at East Middle School in the cafeteria. When facing the school, the entry is the far-right door. 
Pictures are scheduled for Wednesday December 3rd, 2025. Time slots will be communicated closer to the actual date. 
Players are expected to dress in full gear except for a helmet and skates. Advise your team to wear a solid and coordinated (as in everyone wears the same) color shirt under their shoulder pads, you will be able to see this in photos. It is suggested that kids wear sneakers/tennis shoes as boots may be visible even though feet are not visible in pictures. 
You should plan to be in attendance as you will be responsible for gathering and organizing your team. The photography company is well experienced and has an efficient system, however you will need to wrangle your team to be ready on time. Please have your team ready at least 5 minutes prior to your assigned photo time. 
Rostered coaches receive a free 5x7 photo of their team. You will be notified by the off-ice coordinators when these are ready and should distribute them to your coaches. You will be provided with a frame with a photo mat to frame this photo. Have your players all sign the mat and place the photo in the frame prior to distributing them to coaches. 
Team posters are created by the photography company and will be available for purchase, usually outside of the individual photo orders. It is more cost effective to arrange a group order, consider coordinating this for your team or asking a parent to coordinate. 
[bookmark: _Toc211276823]End of Season Skate Spectacular (March) 
Managers will be responsible for creating a team poster, poster being a loosely used generalization. This should be a representation of the team and each player on the team should be represented. Prior year posters have been funko images of the players riding Wild Thing (when we hosted Hockey Day Minnesota), pennant flags for each player, hockey garland hung from a stick for each player, T. Swift inspired friendship bracelet poster – you have full freedom to be creative. 
There will be a welcome ceremony at which all kids will be announced and skate onto the ice individually, there will be signage in the locker room hallway, you will be responsible to line up your team in the designated order and assist in getting them down the hall, through the tunnel and onto the ice. 
Each manager will also be given a bag of SWAG for their team to distribute. Medals/ year end trophies will be handed out separately at the last scrimmage of the event. 
Full event details with schedules and timing will be sent out in February. Each manager is required to do at least 2 DIBS hours for the jamboree; we can work around your child’s event times. DIBS will be things like running clocks, running spotlight during welcome ceremony and a handful of other tasks. 
[bookmark: _Toc211276824]Jamborees (M2 +) 
All Saber teams M2 and up will participate in the Saber Showdown, 12/26/25 – 12/28/25. This is a great opportunity to pick up additional DIBS hours and has a lot of volunteer opportunities. 
M2 and up will participate in at least one external jamboree during the season. You will be responsible to check in your team in at the jamboree and distributing anything provided by the organizing association to players. If the Jamboree warrants a hotel stay, you can coordinate holding a hotel block for your teams. You may also choose to coordinate door signs if the team chooses to stay in a hotel, stays cannot be made mandatory and will remain optional to mite players. Please ensure parents are comfortable with door signage before creating and displaying. 
You will also be responsible for communicating any details about the jamboree. The Shakopee Ice scheduler usually loads these games to crossbar when final schedules are available, you will be advised ahead of time if this is not the case. It is suggested that you place a calendar “hold” in crossbar for the weekend of any Jamborees so that it appears on the team calendar. When schedules are loaded, you can delete the hold. 
[bookmark: _Toc211276825]Player Spotlight 
Each Mite player will be selected to be the Spotlight Player of the week. Coaches will submit comments about the players, when selected, the players will receive a certificate, a coupon for a single scoop of ice cream at The Bowl, and a $5 arcade card. Coaches will read the comments for each player to the mites during practice and distribute the certificates & cards. 
You are responsible for obtaining a photo of all players on your team and submitting them to the Off Ice coordinator (Cece) organizing the spotlight.  If possible, when taking your photos, please take all photos on a consistent background (the black block walls of the locker room hallway are a great spot) These will be displayed in the bulletin board near the entrance to rink 2 and at The Bowl. 
Please add the player’s name to the photo and title the photo file with the player’s name. This helps the organizer quickly identify the photos to pull and post in the board at the rink. You will be given a link to upload photos to a google drive and you are responsible to get photos in. See the Player Spotlight section of the appendix for detailed directions on how to add names to photos, save with player names, and upload them to the google drive. 
[bookmark: _Toc211276826]Flag Bearer 
At High School home games for both boys and girls, there are youth players that carry flags onto the ice prior to the players entering the ice. There is a limited number of flags, and it is likely that not all players will be drawn to carry a flag. The Off Ice coordinators will manage flag bearer assignments and players will be notified individually. Priority will be given to players who will age out at the end of the season and then move on to younger players/lower mites. If a player cannot participate on their assigned night the opportunity will be redrawn, and the player’s name will be entered back into the participant drawing pool. 
The flag bearers enter the ice carrying the flag from the home team entry tunnel, skate behind the home net, and to center ice. Players then stand at center ice while the team enters the ice and the national anthem is played. Players then exit the ice back to the home team tunnel. There will be a board member or support staff at all games to distribute flags and remind players what to do. Flag bearers are required to wear skates and a helmet and their jersey; if they are more comfortable, they can choose to wear full gear. They do not carry their own stick. 
[bookmark: _Toc211276827]Team Recognition Nights
Each team will be recognized as one high school boy’s game and one high school girl’s game. Assignment of games will be managed by the Off Ice coordinators. Mite teams will be recognized during the first intermission. You should line up your players near the Zamboni door for the girl’s game and by the glass facing the lobby for boy’s games, in jersey number order, coaches should be at the end of the line. You will walk your team around to the home team bench and enter the bench area. Have players stand behind the bench, each player’s name will be announced, and they should step up to stand on the bench and waive to the crowd. Coaches and managers will be announced after all players. Check in with the announcer to clarify any name pronunciation when you get to the bench area. 
Players are not required to stay for the rest of the game but are more than welcome to stay. All mite players and those with a Shakopee student ID has free entry to the game. Parents must purchase a ticket. Ticket sales are done through the GoFan app for all Shakopee High School sports and then scanned at the gate. 
[bookmark: _Toc211276828]Player and Coaches Gifts
Coaches’ gifts are welcome and appreciated but entirely voluntary. Gifts should be coordinated with all parents before finalizing and purchasing. Families are not obligated to participate in coaches’ gifts. Some ideas: gift cards to local breweries, gift cards to local hockey apparel stores (or where they can get skates sharpened) – most teams do some form of gift card. 
Players’ gifts are also welcome and appreciated but entirely voluntary. Gifts should be coordinated with all parents before finalizing and purchasing. Families are not obligated to participate in gifts for players. It is at your discretion to determine how to proceed if any family chooses not to participate in gifting. Some ideas for player gifts: personalized skate towels, hockey bag tags, team/personalizes stocking caps, etc. 
[bookmark: _Toc211276829]Financial Responsibilities
You, as the team manager, are not solely responsible for funding team events and any player/coach gifts. You are responsible for contributing to the cost for your child/family’s portion of any activity or gift. Advise families of the per player cost of anything prior to booking, provider pictures or copies of receipts as a best practice. If you don’t have Venmo it is suggested to set up an account as this is a quick, easy, and traceable way to send and receive money.
There is no monetary support from the association for team activities or player/coaches’ gifts.
[bookmark: _Toc211276830]Volunteer Hours 
Managers receive 9 DIBS hours for their time. Your/ your family is responsible for the remaining 9 hours to meet your annual DIBS obligations. 
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Lower Mites scrimmages will always be half or 1/3 ice, there is no full ice play allowed. 
Upper Mites scrimmages prior to January 1 will be half ice, after January 1 each team is allotted up to 10 full ice scrimmages (in house scrimmages do count towards to 10) 
Intermediate nets ONLY, No goalies at M1 or rookies 
Shifts are 60-90 seconds; the buzzer will sound to signal shift change. Each period is running time. At least 1 coach from each time will be on the ice with their team. 
There is ABSOLUTELY NO SCOREKEEPING. 
[bookmark: _Toc211276832]Upper Mite: Scheduling Protocols
[bookmark: _Toc211276833]Responsibility of the Ice Scheduler:
· Attend the Game Draw and get all 10 full ice games scheduled for all upper mite teams. 
· Full ice Games are allowed starting January 1. 
· If the games do not all get scheduled at the game draw, they will continue to work on this until they are full. 
[bookmark: _Toc211276834]Scrimmages 
CANNOT BE FULL ICE EVER (the ice scheduler will manage and schedule all full ice games for Upper Mites and keep track of the allotted full ice total) 
Establish responsibilities between you and your coaches to avoid overlapping and scheduling issues. Guidelines:
· Teams are allowed a maximum of 4 scrimmages in December 
· Teams are allowed to schedule extra scrimmages after January 1 (Avoid Butch and Moses times – usually Saturdays) 
· Must keep to a 3 practices to 1game/scrimmage ratio per week
· All scrimmages must be submitted for approval and scheduling prior to the day of the scrimmage. Best practice would be to give Josh and Mitch at least a week to review and enter into crossbar. 
· If this does not happen, then your extra scrimmages may be revoked for a determined time period based on the number of offenses. 
[bookmark: _Toc211276835]How to Schedule Scrimmages 
Managers and coaches are allowed to communicate with opponent teams to establish time and location, once details are finalized: 
· Time, location, team and opponent information must be sent to Josh shakopeeice@gmail.com and Mitch mitch.benson@shakopeehockey.com. 
· Josh, the ice scheduler, will add them to Crossbar and Mitch will approve them and add it to your tracking sheet once approved. 
[bookmark: _Toc211276836]Appendix 
[bookmark: _Toc211276837]Intro Email Sample
Hey All - I'm Cece, Tomi's mom and team manager! 
Some logistical things to get us started for the season: 
1. Team communications will be through Group Me after this - please download the app and I will send invites to all those on this email 
a. If your co parent/ significant other is not on this email and they should be - please let me know ASAP and we can get them added
b. This email distro was created using the info currently listed in sports engine, if you need help getting your co parent/significant other added in sports engine please let me know and I can help you out 
c. On SUNDAY — please find me for a wonderful snack (look for the mom with a HyVee grocery bag) and to show me that you have downloaded group me and... This leads to point 2
2. I will put names on Jersey's I will have them Sunday afternoon at practice and we can land on sizes/ numbers (preference on the XS sizes given to the teeny kids on our team - Ian, Sophia, and Tomi assuming we have any) 
2. This will be at no cost to you all, I already have the materials to do it.  I will keep the Jerseys Sunday after we figure out who's is who's.
2. I will then also put everyone's numbers in SE 
3. Pictures are Wednesday December 4th at East Middle School (also loaded in sports engine) 
3. Kids will be in full gear EXCEPT helmets and skates 
3. Plan to wear a black t-shirt under the gear - you will be able to see this in pictures 
4. We will have 2 team recognition nights (one HS girls game and one boy's game, also loaded in Sports Engine) 
4. Girls Game: Saturday 1/11 1:30pm game time
4. Boys Game: Thursday 2/4 7pm game time
5. Team Gatherings - I will coordinate at minimum and end of year party after our season is over. I will also try to get something on the calendar early in the season too if the calendar works in our favor. These will be COMPLETELY OPTIONAL - we are all busy humans doing our best. 
6. Jamborees - we will play in the Saber Show down which is Thursday 12/26 - Saturday 12/28, we will play in Waconia sat 2/22 - sun 2/23 and the year end Jamboree in March 14 - 16 - details will be loaded to Sports Engine as the become available 
7. Snack Schedule - the most important part... I will make a schedule for Game Day Snack and send reminders before each game day and if I get real fancy get them loaded in Sports Engine 
7. PLEASE let me know if your child has any allergies or dietary restrictions 
If you need to get a hold of me for any reason - please feel free to text me at 218-576-7828. I also monitor Group Me and emails closely. If you have any other questions, reach out at any time, if I don't know the answer I'll go find it. I assume most of us are at least into year 2 of hockey but if not, I am happy to give more details to you, just let me know! 
[bookmark: _Toc211276838]Player Spotlight Photos
On an iPhone, here are steps to set you up for success and save Cece’s sanity:
Labeling photos: 
1. Take photo of player 
2. Tap the edit feature (bottom of the screen, 3 lines with dots on it to the left of the trash can) 
3. Tap the pencil icon (top right of screen, under done)
4. Tap the + (lower right, furthest right icon)
5. Tap add text 
6. Enter the name of the player
7. Drag the text to the bottom of the photo
8. To change text color if needed, Tap the Aa in the menu showing above the text box, select the color wheel, choose color 
9. Tap done until you are back to the photo home 
Naming and Uploading:
1. Open the Files App
2. Tap browse (bottom right)
3. Select the location you want to load photos to 
a. iCloud will be accessible from a computer/ other devices 
b. on my iPhone will save items directly to your phone
4. Tap the 3 dots in a circle at the top right corner
5. Tap “New Folder”
6. Name the folder something you will remember 
7. Take your photos or if you already did, now open your photos app
8. Select a player photo
9. Tap the send icon
10. Scroll down to “Save to Files”
11. Find the folder you created in step 6 (you may have to the blue text in the upper left if it says “iCloud drive” or “On My Phone”) – the white text in the middle should be the name of your folder from step 6
12. Tap the name field at the bottom of the screen – likely titled something like IMG_1234
a. This tap will allow you to change the name of the file, enter the players name
13. Tap Save
14. Repeat steps 8 – 13 until all player photos are saved
15. Navigate to the google drive link you were given by the coordinator team 
16. Select upload file (a multi color plus sign) 
17. Select upload file
18. Select browse
19. Navigate to the folder you stored photos in (See step 11)
20. Select the photos
21. Tap open (upper right)
22. Tap upload (upper right) 
On an Android, here are steps to set you up for success and save Cece’s sanity:
Labeling photos: 
1. Take photo of player 
2. Click on the photo from the camera app or locate the photo in the gallery app
3. Tap the pencil icon at the bottom of the photo
4. Click on the face icon with a pencil
5. Click text
6. Enter the name of the player
7. Drag the text to the bottom of the photo
8. To change text color if needed, Tap the Aa in the menu showing below the text box, select the color circle, choose color 
9. Tap done until you are back to the photo home 
Naming and Uploading:
1. Re-name each photo from the default name to the player’s name:
a. Navigate to the photo in the gallery app
b. Click on the three dots at the upper right corner
c. Tap Details
d. Tap edit
e. Locate the photo name (ending in .jpg), delete the default name and replace with the player’s full name
f. Click save. 
2. Create an album to make uploading images simpler:
a. Navigate to the photos in the gallery app
b. Hold and select all player photos
c. Tap More at the lower right corner
d. Select Move to Album
e. Tap Create at the upper right corner
f. Name your album
3. Upload player photos to Google Drive:
a. Navigate to the Google Drive link you were given by the coordinator team
b. Select upload file (plus sign at the lower right corner) 
c. Select upload
d. Under Browse Files in Other Apps select Gallery
e. Navigate to Albums at the bottom of the screen. 
f. Tap on the album you created
g. Hold and select all the photos
h. Tap Done at the upper right corner of the screen
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