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MILFORD UNITED SOCCER CLUB 

 

Volunteer Coach Responsibilities 

Travel REC 
 
 
 
 
 

OBJECTIVE: 

 

To ensure the successful management of the team and welfare of the players, while making 

sure that all off field matters are dealt with efficiently and timely. Provide support to the trainer 

and any support staff.   

 

 

Provided in this manual are checklists to help you through the Team Coach responsibilities and 

guide you through the process of managing a team effectively. 

 
 
 
 
 
 

*this is meant as a guide, and not a policy  
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Team Selection 

After MUSC Registration closes a team will be formed and a Volunteer Coach will be appointed.  The 
MUSC Board will also appoint a trainer to work with the team for team training sessions.  The Volunteer 
Coach will attend all appropriate scheduling meetings (SCD and MUSC).  The MUSC 
Registrar/Commissioner will provide the Volunteer Coach with a certified roster and laminated player 
cards prior to the start of the season.    

The next step in the process will be for the Volunteer Coach to a schedule a team meeting with parents 
and/or players to prepare and discuss the expectations for the season.  

 

Team Meeting 

The purpose of having team meetings is to enable the parents, players and coaches to understand the 
following: 

• Objectives and goals of the program – including equal playing time and 5-goal rule. 
• Any extra anticipated financial obligations and commitments (e.g. tournaments) 
• Make everyone aware of the ‘best’ way to reach both the Volunteer Coach and the trainer. 
• Specifics of the season, including required equipment, schedule of practices, practice locations, 

and general team policies 
• Inform parents of team camps, special clinics, and other programs 
• Recruit team parent volunteer positions 
• Address questions and concerns from parents 
• Stay away from making any “promises” such as playing time, positioning, etc. 
• Inquire which players, if any, will be playing for multiple teams during the season.  If able to, work 

around conflicting schedules as much as possible if they impact a majority of players.   
• Which tournament(s) is the volunteer coach/parents interested in playing in?  Prepare a list of 

optional tournaments for the parents so they can determine how each fits into their schedule.  It 
doesn’t make sense to register for a tournament that only half of your players can attend. 

o New volunteer coaches and/or trainers may not have firm idea of tournaments they would 
like to participate in so you many need to rely on the MUSC commissioner or more 
knowledgeable parents/coaches to help guide through this process. 

o SCD – CJSA usually keeps an updated list of local tournaments on its website 
(http://scdcjsa.com) 

• Meet the trainer and learn of their experience and coaching background.  What, if any, is the 
coaching/training philosophy for the season?  

o Trainers often have specific strategies that they will pursue with teams in certain age 
groups.  For example, with a younger, inexperienced team, the coach may wish to focus 
primarily on skill building and leave lessons on game strategy for the following 
season.  Parents need to know this up front because it helps to prevent some inevitable 
dissatisfaction if the team suffers a string of losses. 

• Make sure the parents are aware that if a dispute should arise during a game, ONLY the Coach 
and Team Captains may respectfully talk with the referees.  

http://scdcjsa.com/
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Volunteer Coach Responsibilities 

 
The Volunteer Coach is the liaison between the trainer, parents, players and the MUSC 
commissioner. The MUSC commissioner will filter information through the Team Coach(es) to 
disseminate to their teams.  

Being a great volunteer coach really means taking responsibility for all the off-the-field logistics of 
running the team.  Be the trainer’s right hand and take ownership of all of the 
paperwork/registration/coordination items that can distract the coach from his/her job during training 
sessions. 

 

In addition, the Volunteer Coach will be expected to perform the following duties, or, may delegate some 
of the duties to another parent on the team. 

• Ensure all players in attendance receive at least 50% playing time during each scheduled game. 
• Communicate timely and accurately. 
• Keep open lines of communication with the trainer at all times.  Maintain a relationship of mutual 

respect and coordination. Discuss with the trainer how you would both like to handle 
parent/player concerns. 

• Keep the team organized and running smoothly by communicating practice information and 
game schedules. 

• Keep the “pulse” on the team and parents by listening and passing concerns on to the trainer 
and/or the MUSC commissioner.  Treat all matters, especially those involving players and 
parents, in a mature, fair, honest, and confidential manner.  

• Maintain all records and information relevant to game play (e.g. player passes, recording game 
scores, confirmation with opposing clubs of game time/locations, directions to fields, etc.) 

• Handle all aspects of scheduling regular season games and attend appropriate scheduling 
meetings (e.g. League, Friendly, CUP, tournament registration) 

• Maintain the team binder, to include official rosters, phone list of all players and coaches, 
laminated player/coach/manager passes, tournament medical release forms, league and any 
other soccer Rulebooks, schedules and forms, field locations/directions, contact information for 
opposing team coaches/managers, MUSC contacts, game-day checklists, etc. 

• Assign responsibilities of Volunteer Coach to another parent, or Volunteer Assistant Coach, in 
the event that the named Volunteer Coach will be unable to perform his/her duties. 

• Other smaller crises can be averted by thinking of the little things. Have an extra pair of socks, 
shinguards, bottle of water, granola bar, and a ball in your bag for the player who ran out of the 
door without them. For girls teams, keep a package of hair ties and a few small plastic baggies in 
which to put a player's earrings or watch. And always carry a Sharpie. 

• Perform other reasonable duties, as requested, by the coach or MUSC commissioner (e.g. 
confirm that all players have a uniform, etc.)  



4 | P a g e  
RECv3 March2016 

 

 

Responsibilities that can be delegated to team parents:  

• Team Treasurer – who will handle financial duties for the team; collecting money from families to 
cover team expenses (e.g. tournament registration fees, special training fees) 

• Tournament Arrangements:  Check team  in prior to the beginning of any tournament play and be 
familiar with the rules and regulations of the tournament in which the team is competing, collect 
signatures from parents for tournament waivers, coordinate team food/drinks/canopy, confirm all 
game times, directions, field and parking locations.  Tournaments can be tons of fun, but also 
tons of work! 

• Home Field set-up and takedown – prior to home games ensure fields are lined properly and 
visibly, ensure goals are located and secured properly, set-up and removal of corner flags, 
communicating with MUSC Field supervisor regarding supplies as needed (paint, flags, nets, 
etc.) 

 

 

Don’t do it all by yourself!  Keep everyone involved, manage expectations, 
and keep the duties current. 

 
 
 
 
Depending on whether you have a new team, a returning team, your trainer’s level of 
involvement, and your other team parents’ level of involvement, you may or may not be 
responsible for everything contained in this outline. In most cases, other team parents and/or 
Volunteer Assistant Coaches will be more than willing to help if you simply ask for what you 
need. 
 
  



5 | P a g e  
RECv3 March2016 

 

What else can you do to prepare for the Volunteer Coach responsibility? 

• Be willing to listen to parent’s complaints and concerns. 
• Keep private information provided to you in confidence. 
• Encourage parents to become active participants in the Milford United Soccer Club 

organization. Don’t be afraid to ask them to help out! 
• Know the policies of the Milford United Soccer Club; ask the MUSC commissioner any policies or 

questions you are unsure of. 
• Handle confrontations one-on-one, not in a public setting. Be willing to listen – often that will be 

all that is truly needed. 
• Be consistent and fair in your dealings with parents and players. 

 

 

Player / Administrator Management 

Each player must have a current US Youth Soccer Association player pass (player card) issued by 
CJSA-SCD. These passes are checked prior to each game by the referees. Without them, your players 
cannot participate.   

All coaches, assistant coaches, backup coaches, managers, assistant managers, and any other adult 
including parents, actively involved with the team must have proper credentials as required by CJSA-
SCD 

Upon completion of all required documentation, the MUSC Club Registrar will obtain from CJSA-SCD a 
pass for each individual. The MUSC Registrar, with your help, will need to obtain a picture of each 
individual for the passes.  Background checks will also need to be completed, as required.  The MUSC 
Registrar/Commissioner will provide the team coach/manager with a certified roster and laminated 
player passes prior to the start of the season.    

Player Cards Require: 

• Birth certificate uploaded to musc.org personal profile, by player’s parents. 
• Head shot photo 

Coach / Administrator Cards Require: 

• Birth date entered in musc.org personal profile 
• Heath shot photo 
• Background check completed through cjsa.org  
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SCD Scheduling meeting 

• The SCD scheduling meeting occurs prior to each fall and spring season (typically end of August 
and middle of March).  The managers/coaches from each team in the division will gather at a 
specified time/location to schedule games for the upcoming season.  You will need to schedule 
at least one league game against every team in your SCD division.   

• A MUSC representative will be there with the field assignment book – make sure you confirm 
that there is a field available for any home games you wish to schedule. 

• Wear your MUSC shirt as it makes it easier to find each other amidst the chaos. 
• Any games that are not scheduled during this meeting can be done so by email with the 

opposing manager/coach. 
• Always follow-up with opposing manager/coach after the scheduling meeting to confirm game 

date, time, and location. 
• You can schedule ‘friendlies’ both within, and outside of, SCD. 
• Try to stay within your division, or a similar division, for friendlies.  We do not want anyone from a 

‘C’ division scheduling a game against a team in the ‘A’ division…it won’t be fun for either team. 

 
 
 
 
Game Hierarchy 

• League Games 
• Tournament/Friendly games 

 
League games take priority over all friendly games.   
 
 
 
Roster Rules   
A player may not be simultaneously rostered to two comp team rosters or to two rec team rosters in the 
same age group.  A player, however, may play simultaneously on both a comp and recreation team in 
the same age group. 
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Playing Time 
SCD rules require that every player on a rec travel team play at least half the game, except for 
reasons of injury, illness, or discipline.  This rule is absolute.  If it is established by the 
Commissioner that players are not being given their rightful playing minutes, the game will be 
deemed a forfeit and the club in violation will be subject to associated fines.  Further, SCD may 
elect to take steps to discipline the offending team manager.  Do not let the desire to win the 
game interfere with the prime objective of recreation travel soccer – playing for the fun of the 
game and learning the game! 
 

 

FIVE-GOAL RULE    
SCD uses a rule in all recreational travel divisions that is meant to keep the competition healthy between 
teams. 

• If at any time during the game, one team achieves a five-goal advantage over the other, the team 
that is ahead must remove one player from the field and play down until the five-goal margin is gone. 

• If the team holding the five-goal lead increases their lead, another player must be removed and the 
team must play down two players until the goal margin is returned to five goals. 

• No team will be required to remove more than two players in this situation.  Teams are reminded that 
removing weaker players defeats the purpose and intent of this rule.  Teams with five-goal leads 
should focus on removing stronger players first. 

• If this rule comes into play during the game, SCD rules requiring all players on recreation travel 
teams to play half the game are held in abeyance.  Again, taking time from the weaker players works 
against the intent of this rule. 

  
In the event the game finishes with a goal differential greater than five goals, the team manager of the 
winning team is required to provide an e-mailed explanation describing the circumstances leading to this 
final score. This explanation must accompany the reported game score.  If the team has a second game 
with a winning margin in excess of five goals, the president of the associated club is required to provide 
a written explanation of the circumstances of this second score and further address steps being taken to 
avoid another similar result.  Failure to provide the first letter will result in assessment of fines to the 
parent club.  A second violation, even if explained by the club president, may result in the offending 
team being charged with a forfeit and be subject to associated fines. 
  
Team managers are strongly advised to ensure their team parents understand this rule prior to the start 
of the season.  Please respect the feelings of the players involved from both teams when dealing with 
this situation.     
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Game Day Checklists 
 

 

Bring to all games: 

 Team binder/bag (laminated player/coach/manager passes, registration forms, rules) 
 Recommendation: Ice packs, first aid kit, extra water, granola bar(s) 

  

 

Week of the Game  

 If a home game, confirm field and referees with MUSC. 
 Confirm with opposing coach of upcoming game date/time, location, and uniform colors. 
 Notify your team of the upcoming game date/time, location and uniform requirements.  

 
EXAMPLE:  

Sat 11/11 

2:00p Game v. Opponent @ Name of Field 

Players be at field by 1:00p for warm-ups 

Wear blue jersey/blue socks (bring white jersey) 

Directions to Field (provide the directions) 

 

 

Before the Game 

 Print out three (3) copies of the Official Roster.  
 Cross off any player who will not be participating in the game. 
 You or your coach must sign the bottom of each form, if instructed to. 
 Give the Game Roster forms and player passes to the referees when directed to, prior to game 

time start. 
 Referees will check-in the players and verify player names with player passes, check equipment 

(e.g. cleats, shin guards, etc.) and check field equipment (e.g. flags, goals, etc.).  
 If you are home team, you are asked to provide the game ball.  
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 During the Game 

 Volunteer Coach controls the sidelines, makes all coaching decisions, handles all substitutions, 
and ensures at least 50% playing time for all players. 

 If a dispute should arise, ONLY the Volunteer Coach(es) and Team Captain(s) may respectfully 
talk with the referees. 

 It is a good idea to keep track of goals scored for both teams and penalty cards given for both 
teams (yellow or red) and the jersey number of the person receiving the penalty card. Verify this 
against what is noted by the referee on the Game Roster form. 

o Yellow/Red cards must be reported by both coaches when a player, or coach, for either 
team receives a card in any game (friendly, league, cup, or tournament).  
(http://scdcjsa.com – Yellow/Red card report under ‘Team’ tab) 

 

 

Immediately After the Game 

 Get your player passes back from referee and return them to your team binder. 
 Thank referees and opposing coach/manager 

 

 

Returning Home 

Enter Game results and any Yellow/Red cards (within 48 hours) 
Failure to submit a game report will result in a forfeit being charged against the offending team, 
regardless of the actual game outcome.  All forfeits are scored as 1-0 losses. 

• LEAGUE GAMES 
CJSA-SCD website (http://scdcjsa.com)  
and  
MUSC website (http://musc.org). 

 

• FRIENDLY GAMES 
MUSC website (http://musc.org). 

 

• TOURNAMENTS:  Per tournament rules; MUSC website optional. 

 

  

http://scdcjsa.com/
http://scdcjsa.com/
http://musc.org/
http://musc.org/
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Over the years, MUSC has stepped in to a number of situations where teams found themselves in great 
organizational distress. Though unhappiness with team performance is often an issue, in many cases it 
has been clear that better communications between players, coaches, team managers, and parents 
could have avoided much of the unpleasantness that evolved. That overall responsibility generally falls 
within the responsibilities of the Volunteer Coach. 

 

 

Finally, being a great volunteer coach is about keeping the 
team running smoothly so the kids can have FUN! At any 

age, that's really what it's all about. 

 

 

Thank you, and enjoy the experience. 

 

The MUSC Board  
(Yes, we are all volunteers too) 

 

 

http://www.musc.org/Default.asp?snid=164383220&org=musc.org
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Player/Parent Concussion Awareness Form 

 

WHAT IS A CONCUSSION? A concussion is a type of traumatic brain injury that changes the way the brain normally 

works. A concussion is caused by a bump, blow, or jolt to the head or body that causes the head and brain to move 

quickly back and forth. Even a “ding,” “getting your bell rung,” or what seems to be a mild bump or blow to the head 

can be serious. 

 

WHAT ARE THE SIGNS AND SYMPTOMS OF CONCUSSION? Signs and symptoms of concussion can show up 

right after the injury or may not appear or be noticed until days or weeks after the injury.  

If an athlete reports one or more symptoms of concussion after a bump, blow, or jolt to the head or body, s/he should 

be kept out of play the day of the injury. The athlete should only return to play with permission from a health care 

professional experienced in evaluating for concussion. 

 

WHY SHOULD AN ATHLETE REPORT THEIR SYMPTOMS? If an athlete has a concussion, his/her brain needs 

time to heal. While an athlete’s brain is still healing, s/he is much more likely to have another concussion. Repeat 

SYMPTOMS REPORTED BY ATHLETE 

 Headache or “pressure” in head 

 Nausea or vomiting 

 Balance problems or dizziness 

 Double or blurry vision 

 Sensitivity to light 

 Sensitivity to noise 

 Feeling sluggish, hazy, foggy, or groggy 

 Concentration or memory problems 

 Confusion 

 Just not “feeling right” or is “feeling down” 

SIGNS OBSERVED BY COACHING STAFF 

 Appears dazed or stunned 

 Is confused about assignment or position 

 Forgets an instruction 

 Is unsure of game, score, or opponent 

 Moves clumsily 

 Answers questions slowly 

 Loses consciousness (even briefly) 

 Shows mood, behavior, or personality changes 

 Can’t recall events prior to hit or fall 

 Can’t recall events after hit or fall 
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concussions can increase the time it takes to recover. In rare cases, repeat concussions in young athletes can result 

in brain swelling or permanent damage to their brain. They can even be fatal. 

 

“IT’S BETTER TO MISS ONE GAME THAN THE WHOLE SEASON” 

 

 

  

 

CONCUSSION DANGER SIGNS 

In rare cases, a dangerous blood clot may 

form on the brain in a person with a 

concussion and crowd the brain against the 

skull. An athlete should receive immediate 

medical attention if after a bump, blow, or jolt 

to the head or body s/he exhibits any of the 

following danger signs: 

 One pupil larger than the other 

 Is drowsy or cannot be awakened 

 A headache that gets worse 

 Weakness, numbness, or decreased 

coordination 

 Repeated vomiting or nausea 

 Slurred speech 

 Convulsions or seizures 

 Cannot recognize people or places 

 Becomes increasingly confused, 

restless, or agitated 

 Has unusual behavior 

 Loses consciousness (even a brief 

loss of consciousness should be 

taken seriously)  

WHAT SHOULD YOU DO IF YOU THINK YOUR 

ATHLETE HAS A CONCUSSION? 

1.  If you suspect that an athlete has a concussion, 

remove the athlete from play and seek medical attention. 

Do not try to judge the severity of the injury yourself. 

Keep the athlete out of play the day of the injury and until 

a health care professional, experienced in evaluating for 

concussion, says s/he is symptom-free and it’s OK to 

return to play.  

2.  Rest is key to helping an athlete recover from a 

concussion. Exercising or activities that involve a lot of 

concentration, such as studying, working on the 

computer, and playing video games, may cause 

concussion symptoms to reappear or get worse. After a 

concussion, returning to sports and school is a gradual 

process that should be carefully managed and monitored 

by a health care professional.  

3.  Remember: Concussions affect people differently. 

While most athletes with a concussion recover quickly 

and fully, some will have symptoms that last for days, or 

even weeks. A more serious concussion can last for 

months or longer.  


