Team Manager Reference
Team Manager – 
Primary coordinator for team support.  
Volunteers:  Recruits other team parents for key tasks and fills in where necessary.  Attend Parent Night and meet with your team parents.  Determine the number jobs per family, (60 -70,  positions need to be filled, depending on number of home games / divided by the number of players on your team.  Approx. 2 to 3 per family)  Have parents sign up for positions that evening, and assign positions as necessary.  Send reminder email prior to game to volunteers.
Communication:  Assures coaches have necessary support.  Is the primary contact person for the parents for any schedule changes and relays messages as necessary via email, web site and/or voice mail.  Will be provided with a list of your team members email addresses, and you will need to set up a group email distribution list.
Uniforms:  Distribute uniforms at the beginning of the season and collect a deposit check for $75, (to be returned when the uniform is returned at the end of the season).  Update the CM Blue Jays via email with the players' uniform numbers.

Pre-Game Confirmation:  Three days before each home game, contact visiting coaches and officials to confirm game date, time, location, and directions.  See pre-game protocol for more details.

Game Day:  Follows pre-game protocol which can be found on the NCJLA website (www.ncjla.org) and in this binder.  Make sure all volunteer positions are filled for each game.  Bring score sheets to games, make sure water is filled and cups and ice are available at each game.  You are responsible for making sure the merchandise table and concessions are covered for the one hour period before your game.
Community Service:  As part of the Blue Jay Lacrosse program, we would like the players to be involved in their community.  The team will look to organize a community event, but each team is encouraged to organize a team event to build community spirit and teamwork.  It is good opportunity for the players to get to know each other at the beginning of the season.  Examples include visiting a nursing home, cleaning up a park or playground, writing and sending cards to servicemen and women, etc.  Be creative and have fun. 
Positions to be Filled for Home Games
	Scorekeeper
	Timekeeper
	Spotter
	Side Line Mgr

	Water/Snack
	Merchandise (2)
	Concessions (2)
	General/Backup


Scorekeeper – Keeps official score.  Should be at field 20 minutes before the game to set up and log names and numbers of players.  Hands score sheets to coaches at the end of the game.  Maintains and brings scoring equipment to the field, e.g., score pad/score sheets, pens, air horn, portable score board, time clocks and field cones.  May need to coordinate with scorekeeper from the same division if equipment is shared.  Should be familiar with the rules of YOUTH field lacrosse.  Boys’ rules: http://www.uslacrosse.org/the_sport/boys_rules.phtml
Girls’ rules:  http://www.uslacrosse.org/the_sport/girls_rules.phtml
Timekeeper - The timekeepers are responsible for keeping the time of both the game and any penalties called.  Since there are rarely scoreboards at most of the fields where field lacrosse is played, there must be more communication between the timekeepers and the referee to ensure the game is timed correctly.  The timekeeper may also be responsible for using the air horn as needed.
Spotter/Air horn – Assists scorekeeper/team statistician and time keeper.  Confirms referees calls, calls out ground ball pickups, goalie saves, scores and assists.  Should be familiar with the rules of youth field lacrosse and referee hand signals.  Boys’ rules: http://www.uslacrosse.org/the_sport/boys_rules.phtml
Girls’ rules:  http://www.uslacrosse.org/the_sport/girls_rules.phtml
Referee hand signals: http://www.laxrules.com/
Side Line Manager – Assures spectators are seated only along the side line opposite the side reserved for players and coaches approximately 6 yards away from the sideline and never behind the end lines.  Employs techniques and process for maintaining decorum during the game. 
Water and Snack Coordinator – Assures there is a full 5 gallon water jug with paper cups available at the start of the game for players and referees and ice.  Also coordinates snacks, if appropriate for players.
Positions to be Filled for Home Games, continued.
Merchandise – There will be a merchandise desk set up for each home game with Blue Jay T-shirts, sweatshirts, etc. for sale along with the Blue Jay Brew.  Each team is responsible for covering the desk for the hour preceding your child's game.  Assist with concessions as needed.
Since players need to be at games at least one hour prior to game time, parents can drop off players, work a shift and still be able to see the game. Two half hour shifts need to be assigned.  
For the first and last game of the day, the shift will help with set up and breakdown.

Concessions -   A barbecue and concession stand will be set up for home games, and assistance is needed to BBQ and sell hot dogs, soda, water, etc.
Since players need to be at games at least one hour prior to game time, parents can drop off players, work a shift and still be able to see the game. Two half hour shifts need to be assigned.  

For the first and last game of the day, the shift will help with set up and breakdown.

General volunteer – Available for fundraising functions, e.g., cook, serve or run cash box at fund raising barbeque; deliver flyers to schools; trash patrol; assist Committee Chairs and Managers as requested/needed.
Additional Team Positions

Team Photographer – Volunteers should be recruited as a team photographer.  Ideally one person should be responsible, with a back up photographer as needed.  Photographer would be responsible for taking pictures at games and uploading photos for sharing.
Team Party – Responsible for helping out at the end of season BBQ.  Duties to include set up, clean up, BBQ, etc.
Blue Jay Directory Helper - Assist with the putting together the directory, contacting businesses and sponsors to advertise, help with printing and distributing the directory.
Fundraising Helper – Assist with any of the fundraising events.  You may be contacted to help with the Blue Jay Bash, the directory, sponsorships and any other events.

Concessions Costco Runner – Make the Costco run to purchase and deliver items for the concession stand for home games.  All items will be fully reimbursed by the team.  Submit receipt for reimbursement.
Registrar’s responsibilities

Set up registration programs working with the club president and treasurer.

Assist registering parties with registration related questions and the registration process.

Follow up with parents to assure all requested documents and payments are in.

Maintain database of registered members US LAX numbers, birthdays and date of expiration.

Update member files as needed (but after encouraging each member to maintain their own files)

Provide appropriate Excel reports:

Medical insurance report to coaches

Contact and payment information to the accountant/bookkeeper

Contact and uniform information to Uniform manager 

Team roster information as required by the NCJLA

