
 
 
 
 
 
 
 
 

 
 
 

 
TEAM MANAGER GUIDE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
(Last edited 10/10/2015)  



Coyotes Lacrosse Club Team Manager Guide Page 1 
 

Terminology 
 

Host Team.  Coyotes are the Host Team when the game is played at Burlingame High School. 

 

Home/Visitor.  The teams for each game are designated as “Home Team” and “Visiting Team” 

on the NCJLA website.  If we play two games on the same day at the same location, we might 

be Home Team for one game and Visiting Team for the other. 

 

Scorekeeper.  The Home team provides a scorekeeper for each game.  The scorekeeper for the 

Home Team sets up the scorecard for the game with player names and jersey numbers. The 

Opposing team fills in their roster information. The scorekeeper maintains the card during the 

game with scores, penalties, and timeouts.  

 

Timekeeper.  Each team provides a timekeeper for each game.  The timekeepers track the game 

time as well as timeouts and penalty times.   

 

Sideline Manager.  Each Host Team provides a sideline manager to maintain a positive and 

sportsmanlike environment around the playing filed. See page 4 for the Sideline Manager Job. 

 
 

Before the Season Begins 

 

1. Each team provides a scorekeeper, timekeeper, and sideline manager for every game, 

both home and away.  Before the season begins, make a schedule to assign these roles 

each week.  When you distribute the schedule, ask that if a family cannot cover their 

assignment, they find a replacement and then notify the team manager of the change.   

 

2. Schedule a team meeting for parents to explain the scorekeeper, timekeeper, and sideline 

manager responsibilities. 

 

3. Ask your team coach to add you to TeamSnap so you can communicate directly with 

parents each week.  Website:  www.teamsnap.com. 

 

 

 

 

 

 

 

 

 

 

www.teamsnap.com
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A Few Days Before Each Game 

 

See pages 5-10 for NCJLA Girls and Boys Pre-Game Protocols.  Note that these are subject to 

change for the 2016 Spring Season. 

 

1. Confirm the game date, time, and location with each opposing team.   

a. Check our schedule to determine the opponents. 

Website:  www.coyoteslacrosse.org   

b. Then go to the NCJLA website to obtain the contact information for the opposing 

coach and/or team manager.  Website:  www.ncjla.org 

c. Send an email with game date, time, and location.  Ask the other coach and/or 

team manager to confirm the logistics.  Include your cellphone number for any last 

minute changes, and copy your team coach on the email. 

d. If we are hosting the game at Burlingame High School, include the field rules (no 

dogs, no food or drinks on the field (except water), no players on the field until 

game time, no players/parents on the track at any time). See BHS Field Rules on 

Page 11. 

 

2. Confirm parent volunteers for scorekeeper, timekeeper, and sideline manager by sending 

a message onTeamSnap. 

 

3. If we are hosting the games at Burlingame High School, confirm the officials on the 

ArbiterSports website. 

a. Website:  www.ArbiterSports.com 

b. Username:  arbiter@coyoteslacrosse.org 

c. Password:  TBD 

 

Click here for a How To on finding and contacting the Officials.  

 

4. If the games are at Burlingame High School, and you are the first game on the field that 

day, ask for parent volunteers to help set up the field. Note if you team is a U9 team that 

you must take down your field as quickly as possible when your games are over if you 

have older teams playing after you. See page X for a Field Setup Guide. 

5. If you are the host team at BHS, and you are the last game on the field, ask for parent 

volunteers to help put away equipment and clean up the field. 

 

 

 

 

 

 

 

www.coyoteslacrosse.org
www.ncjla.org
http://www.arbitersports.com/
mailto:arbiter@coyoteslacrosse.org
http://www.ncjla.org/Page.asp?n=73966&org=ncjla.org
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The Day of Each Game 

 

1.  If you are the Home Team, make sure our scorekeeper has a scorecard and a current 

copy of our team roster. 

 

2. If you are the first team on the field for the day, parent volunteers should set up for the 

game.  The equipment is located in the Knaack locker in the northeast corner of the field, 

near the stands.  The key to locker is kept in a lockbox, combination is:  TBD.  

 

3. See pages X & X for Field set up instructions. 

 

4. If you are the Home Team, after the game is over, make sure our scorekeeper gives the 

white copy of the scorecard to our coach and the yellow copy to the other team. 

 

5. If you are the Winning Team, coordinate with your coach so one of you will enter the 

game score on the NCJLA website.  Website:  www.ncjla.org 

a. Sign in as manager/admin 

Click here for How To instructions.  

b. Select “Teams” from the menu tabs at the top of the page 

c. Select “Results” from the menu at the left 

d. Find the game you wish to edit and click the “Edit” icon to the right of the game 

e. Enter the score or any additional result changes 

f. Click “Submit to confirm changes” 

 

 

Near the End of the Season 

 

1.  Coordinate a team party. 

 

2. Assist the coach to collect any gear that will be retained for use again next season. 
 

 
 
 
 
 
 
 
 
 
 
 

www.ncjla.org
http://www.ncjla.org/Page.asp?n=73188&org=ncjla.org
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Sideline Manager Job Description 
First, thank you for taking on this role. We realize this important job may impact your ability to see your son or 

daughter play and you may have to deal with a difficult person. Please remember that this about preserving the 

Culture of Lacrosse; the reason we are here is for the kids to play and have fun. While we hope you have 

already had Positive Coaching Alliance training and read the materials about the Sportsmanship Card Initiative, 

we know that this may not yet have been possible. This job description gives a few basic ideas on your role 

today and how to handle it. 

 

Sideline Manager: Your role is to maintain a positive and sportsmanlike environment around the playing field, 

including both sidelines. The officials will handle on-field sportsmanship issues. 

 

Your coach should introduce you to your team which consists of yourself, the opposing team’s sideline 

manager, the officials, the coaches and everyone “Honoring the Game”. 

You should partner with the other SA and feel free to discuss issues with him/her. Please also feel free to 

discuss concerns with the coaches and officials. You may stop the game to speak with officials by asking the 

timer/scorer to sound the horn at a dead ball/on a whistle. 

 

Behavior that does not “Honor the Game” includes: 

 Entering the field of play, bench or table area. 

 Throwing objects onto the field. 

 Continued berating of officials or others involved with the game. 

 Verbal threats of bodily harm, injury or death. 

 The use of obscene or highly abusive language. 

 Fighting. 

 If you are unsure ask your team members so that you agree upon the intent of the behavior. 

 

Intervention 

1. In as private and calm a manner as possible ask the misbehaving person "Do you think you are Honoring 

the Game right now?" or say to them "You seem pretty upset." Remind them that part of the way we do 

things here is that we respect the official even if we disagree with a call. "You may be right about that 

call being incorrect, but here, we Honor the Game and show respect to officials even if they are wrong." 

2. Assertive Statement: Sometimes a person will not respond to your more subtle interventions. 

Here are some further things you can say: 

"That's not the way we do things in here!" 

"Yelling at the official is not Honoring the Game." 

"It's not okay to act like that here." 

"That kind of behavior has no place here." 

3. Hand the person the sportsmanship card and walk away. Head immediately to timer/scorer area and have 

them signal the officials. Inform the officials of the situation in as much detail as possible. The officials 

will give you any further instructions. 

 

If you feel the behavior warrants it, you may administer the sportsmanship card immediately. 

Don’t place yourself at risk. Remember to respect personal space, as you do not want to create another 

incident. 

√ The community will back up your judgment(s)…rest assured. 

√ If you need help…get back-up. 

 

Again, thank you for helping us maintain the valued Culture of Lacrosse and “Honoring the Game”. 
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     Northern California Junior Lacrosse Association  

Boys U9 Game Day Protocol 2015 

Have this card available for review at every NCJLA game 

It is NCJLA policy for teams to contact each other 48 hours before each game to verify 

each game’s date, time, and location, in order to avoid any errors and/or communicate 

any changes. 

A club may appoint someone other than the head coach or team manager to attend to these 

matters. Communication by phone or e-mail should be confirmed and messages not 

assumed received. 

 

Game Day Responsibility of the HOME team 

1. Provide a Score Keeper and Time Keeper. 

2. Provide Score Sheets and hand yellow copy to visiting coach after the game.  

3. Score Keepers and Time Keepers are responsible for keeping players behind lines and 

keeping the substitution  

area clear.  

4. Score sheet to be filled in completely, correctly and clearly with player names, jersey 

numbers, scores, assists,  

and penalties; teams, coaches, table personnel, and sideline managers’ names;. The  

yellow copy goes to the visiting team’s coach after the game.  

5. Place 4 balls on each end line, 4 on the sideline opposite the benches, and keep a 

minimum of four balls at the scorer’s table.  

6. Post scores on NJCLA website, www.ncjla.org if winning team fails to do so.  

Game Day Responsibility of HOST CLUB 

1. Assure fields are lined properly with seven (7) cones placed according to rules.  

2. Assure goals are of one color and nets of one different color  

3. Provide the following at the Scorers’ table:  

a. A score keeper’s table with 3-4 chairs.  

b. Provide a game clock  

c. Provide a flip scorer (for U117 only).  

d. Provide a substitution horn (unless prohibited by city ordinance) or buzzer.  

e. Keep at the scorer’s table a copy of directions to the nearest hospital and local 

police phone #.  

f. Directions to the nearest bathrooms.  

Game Day Responsibility of EACH CLUB 

1. Provide Scorer with legible team roster. Include for each player their name, jersey 

number, and position.  

2. Assign an identifiable Sideline Manager for each game to encourage, maintain, and 

manage sportsmanlike  

behavior.  

http://www.ncjla.org/
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3. Assure fans are on the opposite side of field from teams wherever possible.  

4. Assure no spectators are on the end lines.  

5. The winning coach or team manager for U117 teams only must post the score on the 

NCJLA website, www.ncjla.org within 24 hours. 

TEAMS MUST ARRIVE IN TIME TO WARM UP AND BE READY TO PLAY AT THE 

SCHEDULED TIME. 

Game Management Responsibilities of EACH CLUB 

1. It is the responsibility of the coaches to keep the game on schedule. 

If a team is late (not dressed, warmed up and ready to play) it forfeits with a score of 1-0. 

However, they may play a scrimmage during the remaining scheduled time. 

  

http://www.ncjla.org/
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Northern California Junior Lacrosse Association  
Boys U11-HS Game Day Protocol 2015 

Have this card available for review at every NCJLA game 

It is NCJLA policy for teams to contact each other and the game officials 48 hours before 

each game to verify each game’s date, time, and location, in order to avoid any errors 

and/or communicate any changes. 

A club may appoint someone other than the head coach or team manager to attend to these 

matters. Communication by phone or e-mail should be confirmed and messages not 

assumed received. 

 

Game Day Responsibility of the HOME team 

7. Provide a Score Keeper and Time Keeper. 

8. Provide Score Sheets and hand yellow copy to visiting coach after the game.  

9. Score Keepers and Time Keepers are responsible for keeping players behind lines and 

keeping the substitution  

area clear.  

10. Score sheet to be filled in completely, correctly and clearly with player names, jersey 

numbers, scores, assists,  

and penalties; teams, coaches, table personnel, and sideline managers’ names; and 

officials’ signatures. The  

yellow copy goes to the visiting team’s coach after the game.  

11. Place 4 balls on each end line, 4 on the sideline opposite the benches, and keep a 

minimum of four balls at the scorer’s table.  

12. Post scores on NJCLA website, www.ncjla.org if winning team fails to do so.  

Game Day Responsibility of HOST CLUB 

4. Assure fields are lined properly with seven (7) cones placed according to rules.  

5. Assure goals are of one color and nets of one different color  

6. Provide the following at the Scorers’ table:  

g. A score keeper’s table with 3-4 chairs.  

h. Provide a game clock and at least two penalty time clocks.  

i. Provide a flip scorer.  

j. Provide a substitution horn (unless prohibited by city ordinance) or buzzer.  

k. Keep at the scorer’s table a copy of directions to the nearest hospital and local 

police phone #.  

l. Directions to the nearest bathrooms.  

m. Water for game officials.  

Game Day Responsibility of EACH CLUB 

6. Provide Scorer with legible team roster. Include for each player their name, jersey 

number, and position.  

http://www.ncjla.org/
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7. Assign an identifiable Sideline Manager for each game to encourage, maintain, and 

manage sportsmanlike  

behavior.  

8. Assure fans are on the opposite side of field from teams wherever possible.  

9. Assure no spectators are on the end lines.  

10. The winning coach or team manager must post the score on the NCJLA website, 

www.ncjla.org within 24  

hours.  

TEAMS MUST ARRIVE IN TIME TO WARM UP AND BE READY TO PLAY AT THE 

SCHEDULED TIME. 

 

Game Management Responsibilities of EACH CLUB 

2. Pre-game lineups are to be held at all levels 

3. It is the responsibility of the coaches and the officials to keep the game on schedule. 

4. Referees must start and stop games on time. If running behind, the game time factors 

shall be adjusted before the start of the game with agreement of both coaches or before 

the start of the final period if lost time due to injuries or weather is deemed excessive. 

If a team is late (not dressed, warmed up and ready to play) it forfeits with a score of 1-0. 

However, they may play a scrimmage during the remaining scheduled time. 

  

http://www.ncjla.org/
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Northern California Junior Lacrosse Association 

GIRLS PRE-GAME PROTOCOL 2015 

Have this card available for review at every NCJLA game 

  

It is league policy for teams to contact each other and the game officials to verify dates, times 

and locations.  We consider this a courtesy that should be afforded each other in order to avoid 

problems.  Communication by phone or e-mail should be confirmed and messages should not 

be assumed received. 

 

Pre-Game Confirmation, “Host” Team:  

1. Two days before each game, the “host” coach or team manager is responsible to contact the 

visiting head coach(es) and team manager(s) to confirm game date, time, location, and 

directions.  Also, give each other a head’s up on weather related field conditions.  All team 

contacts can be found at ncjla.org under Team Contacts.  Any actions requiring changes to 

the game schedule must be done via the Girls’ Game Change Form located under the 

“Administrators” tab on the ncjla.org home page. 

2. Two days before each game, a single administrator from the host team should establish 

direct contact with game officials to confirm teams, date, time, location and directions.  

Look for assignments and officials contact information on Arbiter Sports.  If there are 

conflicts or unassigned games please contact our umpire assignors, Marcos Amezcua (North 

Bay/Sacramento) or Leni Rodgers (East/South Bay) at elenirodgers@gmail.com. 

3. If your game change or cancellation is due to a rainout or an unforeseen and imminent 

change of location please contact the officials assigned to the game AND the visiting team to 

alert them of the change or cancellation immediately and then complete the game change 

form.  You must also notify the NCWLUA assignors at: elenirodgers@gmail.com. 

 

Game Day Responsibility of the  “HOME” Team 

1. Provide the following: 

a. Score Sheets 

b. Numbered pennies or change of jersey if both teams have same jersey color 

c. 2 yellow NOCSAE certified game balls plus 3 balls on each end line (total of 8 balls).  

Umpires will not start the game and will cancel a game in progress if balls are not 

NOCSAE certified.  This will result in a forfeit awarded to the “HOME” team. 

2. Scorekeepers and Timekeepers are responsible for keeping players behind lines and keeping 

the substitution area clear. 

3. Score sheet to be filled in completely and correctly with scores, assists, and penalties, and 

required signatures.  Yellow copy goes to the visiting coach after the game. 

4. Responsible to post scores on NJCLA website, www.ncjla.org within 48 hours. 

 

Game Day Responsibility of  “HOST” CLUB 

1. Assure that field is lined in accordance with Rule 1 of the US Lacrosse 2014-2015 Women’s 

Rules and that there is a cone at each corner of the field. 

http://www.ncjla.org/
http://www.ncjla.org/
http://www.arbitersports.com/
mailto:elenirodgers@gmail.com
mailto:elenirodgers@gmail.com
http://www.ncjla.org/
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2. Assure goals are in accordance with Rule 1 of the US Lacrosse 2014-2015 Women’s Rules. 

3. A Field Marshall must be present at all times to monitor activities, provide information, keep 

games on time by notifying umpires and acquiring roster for each game from each team to 

give to the score table.   

4. Provide the following:  

a. Scorer’s table with 3-4 chairs (Timekeeper and Scorekeeper from each club). 

b. Game clock, separate time-out/penalty clock, and horn (unless prohibited by city 

ordinance). 

c. A copy of the 2014-2015 US Lacrosse Women’s Rules, Girls’ US Lacrosse Youth 

Rules, and NCJLA rules adoptions at the scorer’s table. 

d. A flip scorer or other visible means of score keeping, so that officials can clearly see the 

score from the field.  

e. A copy of directions to the nearest hospital and local police phone # at the scorer’s 

table.  

f. Directions to the nearest bathrooms at the scorer’s table. 

g. Directions to the nearest hospital at the scorer’s table. 

h. Water for game officials. 

 

Game Day Responsibilities of EACH Playing Team: 

1. Provide a Scorekeeper and a Timekeeper. 

2. Provide Scorers with legible team rosters.  Include for each player their name, jersey number 

and position.   

3. Have a Sideline Manager for each game to encourage, maintain, and manage sportsmanlike 

behavior. 

 Sideline Manager will ensure fans and parents are the opposite side of field from teams 

wherever possible including photographers. 

 Sideline Manager will ensure no spectators are on the end lines. 

 

ALL TEAMS MUST ARRIVE IN TIME TO WARM UP AND BE READY TO PLAY AT 

THE SCHEDULED TIME.   

 

  

http://files.leagueathletics.com/Text/Documents/6490/15042.pdf
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BHS FIELD RULES 
 

BHS has very specific rules of use, and these rules are enforced to the letter. Violations are dealt 

with swiftly and strongly by permit cancellations and forfeiture of future use. Please do not be 

the person who causes us to lose all of our permits! 

 

Rule 1:  

Permit start and end times are exact (like to the minute). No starting early, no ending late. You 

MUST wait in the collection area (blacktop area just inside the gate where the concession stand 

and bathroom are located) until the permit time starts. Do not enter the field or track area for 

any reason. If your game starts late and you wont be able to play it out before the permit ends, 

then you MUST shorten your game. 

 

Rule 2:  

No using the track area. The only time a player should be on the track is while crossing to get to 

the field. No loitering on the track, no bouncing balls on the track, no nothing on the track. 

 

Rule 3: 
This is the High School’s field, not ours. If the HS runs late, then you have to wait. We are their 

guests, not the other way around. 

 

Rule 4: 

No dogs on the campus and nothing but water on the field. (no gum, gatorade, etc) 

 

These rules are very important and must be respected.  Rule #1 is especially important for the 

teams with the first and last games.  Coaches/managers should notify opponents that no one is 

allowed on the property before 1:00pm.  If you are the second or third game and it's after 

1:00pm and Coyotes are on the field, then you can warm up in the end zones if it seems safe, 

but per Rule # 2 NEVER ON THE TRACK. 
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Field Set Up & Clean Up Instructions 

 

 First In: responsible for setting up field for the game.  This should be done 30-45 

minutes before the game is scheduled to start.  

 Last Out: responsible for putting it all away! 

First in - Setup: 

 

Use the heavy goals for games.  They weigh about 120lbs each so grab parents to help set up. 

  

The rest of the scorekeeping equipment is stored in the large Knaack box on the backside of the 

storage container at the northeast corner of the football field.  The key to the locker is in the 

attached lockbox whose combo is TBD 

 

Field set-up includes: 

1. Orange cones (one on each corner) 

2. Cones to mark 50 yard line opposite the scorekeeper's table and to mark scorekeeper's 

box (cones are in scorkeeper's box) 

3. Table and three chairs 

4. Scoreboard 

5. Balls on endlines and a new gameball (put 3-4 out right before the game starts, after 

warmups are over and replenish during the game as needed). White for boys, yellow for 

girls.  Endline balls don't have to be new, game balls should be. All balls played in games 

need to be NOCSAE approved and will be stamped as such. 

6. Scorekeekpers box: 

o Timers (extra batteries) 

o Scoresheets 

o Pens 

o Airhorns (extra cannisters) 

o Water for officials 

o First aid kit (ice packs, bandaids, AED, etc.) Coaches will have these items. 

o Game rules 

o Directions to hospital and other important numbers 

o Field and sideline managers vests 

o Cones 

  

There are also extra supplies of just about anything you might need in the locker too: first aid 

stuff, goal and stick repair items, extra mouth guards, etc. 
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Last out - Tear down: 

1. Put it all away and LOCK IT UP!  Checking that the doors are shut for the storage 

locker! 
2. 'Sweep' field for balls, leftover gear, water bottles/jugs, etc. 

3. Remind players and spectators, both teams, to pick up after themselves - including trash.   

Make sure the storage locker is locked by checking the doors!  The padlock can be a little 

tricky to get locked.  Sometimes it helps if you hold both doors shut while you're jiggering the 

padlock. 

 

 


