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Manager’s Information Sheet
Official Role:

· Support Coach with positive team environment
· Pastoral & physical care for players

· Resources – Contact Sandra or Donna at WHA Office , manager documents pack and WHA Website
· Manage accounts

· Manage Equipment (including Uniforms) 
· Liaise with parents

· Liaise with WHA

· Organise quads and final tournament

Recommended Approach for Making Life Easier:
· Be organised – use lots of lists, and be early to everything.
· Communicate  often and repeat yourself
· Pick a couple of parents you can work with and rely on to go with you to tournaments – you can ‘try’ them out at quads and make changes if necessary.
· Managers mostly don’t organise the  fundraising – they delegate it to a group of parents 
· Stay out of the coaches hockey arena ie Don’t have an opinion on hockey unless asked 
· If you choose to split up the manager role that is your choice, however there are two proviso’s, you remain responsible and the sole point of contact with WHA and if you choose to delegate the accounts you need to check with Sandra so she is aware of who is handling the money.
Upon Appointment:

· Get a contact sheet filled out ASAP and send to Sandra.  NB please ensure the names on the contact list are proper names (this is to ensure the correct name is used when booking team flights and tournament entry forms)
· Hand out Player Contract, Athlete Commitment & Medical forms.
· Send test email out with each person’s contact details to check you’ve got it right.  Ask for permission to share the list with the team (Privacy Act).Confirm that you have correct contacts for both parents if they are separated or divorced and copy both in on all communications 
· Get practice times, dates and location from Donna.
· Get tournament schedule from the Rep timetable  – dates and locations of quads and final – check entries have been sent by Donna.
· Check what accommodation and vans and, if applicable, airfares have been booked by Sandra (only for National tournaments).
· Book quad accommodation/travel (Sandra or other managers can give you recommendations for good motels)
· If you are travelling on the ferry check with Sandra to see if Interislander contra is available 
Budget:

· Need to prepare a budget quickly to ensure parents/players know what the maximum financial commitment is as early as possible.
· Hockey trips can be expensive so ensure that the costs are minimised 
· Use $35-$45 per person/per night for  quad accommodation and $15/day max for food ($20 max for boys)
· For quads, WHA will reimburse no more than $45.00 per coach/manager per night for accommodation. The maximum contribution is $800 per team for build up games.
· The coach is expected to travel with the team.
· WHA will not reimburse for the coach/managers food, as it is expected that the coach and manager will eat with the team.

· Calculate budget for each tournament (quads and national)
· Add contingency amount (10% of non-equalised amount works well)
· Refer to sample budget

· Budget is to be sent to Sandra for approval before it is provided to parents/players
Accounting:

· When the team is named, WHA office will invoice every player the equalised amount $700 (for 2011)
· Players to pay this directly to Sandra (the manager is to avoid collecting payments for the equalised amount)
· There is normally three payment dates, however payments can be made at any time once the final team is named and a payment plan that continues until the end of the season is available if asked for early. 
For the costs administered by the manager (Managers Account): 

· Open a bank account for these costs (if you don’t have a spare one) It is not a good idea to intermingle hockey and personal money. If you are unable to do this then talk to Sandra about using the WHA account. Using an account you control is much easier as you can then use eftpos for your groceries and other costs. On the flip said you are taking care of other people’s money so you need to be careful and accurate. Ensure you bank all receipts and use cheques /eftpos for all payments so that the bank statement provides a complete record of the all the transactions.
· You should provide the bank account number to players  to internet bank their non equalised payments (remind them to put their name in the payment)
· Progress payments are recommended, i.e. pay for each tournament before you go, as is a deposit at the beginning to cover set up costs, motel deposits etc. If you don’t have enough money to pay a bill, contact Sandra and she will cover the bill in the interim. 

· Use WHA Account Package to record all transactions to provide transparent record for each player. Note if you don’t use this you must be prepared to provide any player with a written list of all payments if requested. (there is a blank copy and a worked example in the managers kit)
· Issue a receipt for all income (Sandra will provide receipt book)
· Issue new statement each time something changes. Record all expenditure items and get receipts

· Within one month of finishing tournament, prepare a summary of your accounts (list of expenditure supported by receipts, list of income supported by bankings and reconcile any WHA payments. Send copies of everything to Sandra by the due date. (use summary form provided)
· Need help – talk to Sandra 04 389 3337 / sandra@wellingtonhockey.org.nz
·  Be alert for anyone with difficulties with paying and be flexible if required (speak to Sandra as required) WHA are quite happy to have accounts paid off up until the end of the hockey season but prefer this to be arranged earlier rather than after the deadlines have all passed. 

· The managers account is to be settled in full before the final tournament (easier to give refunds after then chase outstanding amounts)If there is anyone who hasn’t paid after the completion of the tournament speak to Sandra and she will take over the debt and invoice the parent/player.

· This year WHA wants to ensure that all players are financial (ie paid the manager account and equalisation before the player goes to tournament or alternatively are on an agreed payment plan) Accordingly  ensure you check regularly the status of payments and one week before final tournament check with Sandra that all players have paid equalisation
Fundraising:

· Ask parents if they want to fundraise and delegate to parents if they do.
· Ask around what works and what has been done recently.
· Chocolates, lollies, samosas, pizzas are common.  
· Chocolates – get from House of Fundraising in Auckland.

· Don’t overburden the team with too many fundraising events.
· If you run a team event eg a carwash, all the team should participate and the money shared equally, if you have a product selling activity it is common practice to allocate the money proportionately to those who sold the product.
· Grants – teams are not to apply for grants. Permission must be sought in advance if  sponsorship by any company  or organisation is sought
Medical:
· Must have medical form before player can go to any tournament.
· Check for problems and advise team management if necessary.
· Keep forms in the bag you take to the turf.
· Name asthma inhalers with tape and carry in your pocket at the turf.
· Therapeutic Use Exemption Form for asthma and other restricted drugs (e.g. Ritalin).  Form is available on HNZ Website – to be filled in by doctor and sent to Drug Free Sport (Drug Policy on HNZ website covers this)
· First Aid Kit – issued by WHA. Check this for missing items as you use them and restock!!
· If you do a ferry trip, buy seasick pills in advance (too late and very expensive to buy on the ferry).
· Ultimately the managers are in charge of players health and wellbeing so it is your call (ie not the coaches) whether a player is fit to play

· Before going to Quad’s or national tournament find out where the nearest doctor including after hours. Hospital and Physio. Much easier to know in advance (including a map) than searching a town you don’t know at some difficult hour.
Tournament Organising:

· Have checklists for each tournament to ensure nothing is forgotten (accommodation booked, deposit paid, cheque for final accom bill, umpire sorted, final draw received and checked, tournament schedule finalised, travel arrangement confirmed , parents organised , menu completed etc)
· Contact tournament controller to get draw details as early as possible.  They often change so check a week and then a day before you go.  For National Tournament, check HNZ Website regularly.

· Get colour of uniforms of opposition so you can plan for uniform clashes in advance.
Transport
· Transport to the National tournament is booked by WHA

· Check with Sandra what the arrangements are

· If you have rental vans, confirm you have sufficient seats and whether there are luggage trailers or not

· If you are flying you will need to provide an electronic list of names 6 weeks in advance. Confirm with Sandra that you have the correct number of seats. 

· WHA do all bookings for 20 people. They will only pay for the manager, coach, 2nd coach or assistant provide they are WHA appointed, 16 players and umpire. If this is less than 20 then you will need to advise Sandra to see if the booking can be adjusted. However if you take parents with you to cook then you will need to check they can be accommodated within the 20 or increase it. Any extra cost will have to be paid by the parents (I do this via a charge on their child’s account)
· Airlines are very restricted on luggage so if you can get parents who are travelling separately to help. Otherwise plan your excess luggage carefully. Watch the goalie bag being used for overflow gear as there is a maximum weight limit of 32 kgs. Stick bags count a s a bag and will be charged as an extra bag ($15 per bag) so recommend you put sticks in the goalie bag and pack the stick bag in the players suitcase. Otherwise the player can pay the excess bag charge
For Quads, use rental vans if you have to.  Some teams prefer them however they are expensive.  Use parents with people movers if you can/wish to Increasing need to allow for petrol for manager and coach. Get them to carpool where possible. Parents who transport other players to sort petrol between themselves.
If you use rental vans make sure you fill them before they are returned to avoid the rental companies expensive petrol charges and WHA then gets a surprise invoice.
Accommodation

· WHA book the accommodation for the National Tournament. Contact Sandra and get the details. Make sure you are happy with the room configurations. Don’t have pullout beds/couches in lounge, have a separate room for the coach/manager.  As above WHA book for 20 people. If you have less of more than 20 then you will need to advise Sandra. If you take parents with you to cook then you will need to check that they can be accommodated and the parents have to cover their accommodation costs. (team covers their food costs)

· Manager books Quad Accommodation (check with Sandra or other managers for recommendations)

· Prefer rooms with ovens.
· Separate room for coach if not too expensive (compulsory for different gender obviously).
· Use largest room or conference room for meals – can monitor food intake and is good team time.

· Get room layout from motel when you book – avoid too many people in one room. Ie 6 to a room with one shower.  Note beds in the lounge are fine for a quad but players shouldn’t share a bed. Allocate rooms in advance to ensure you get the right player mix (email to motel in advance)

· Stick room allocations on windows/notice board.
· WHA policy – no parent at same motel.
Schedules:

· Use them to ensure everyone, including management team, knows what they’re doing.
· Allow time for team talk, travel to turf etc.
· Draft up once you have the tournament timetable and get coach to OK.
· You may wish to use a food version as well for the parent helpers
· Stick each day on windows/notice board.
· Specify a time each day for parents to visit and communicate this to parents
National Tournament:

· Manager must attend Managers’ meeting at beginning of tournament.
· Take example of strip and alternative strip (including socks) for checking colour clashes.
· If applicable, take photo and tournament merchandise order and money with you.
· Take signed registration form (signed by players’ parents of players who are under 16 & WHA) to meeting.( get this done early as it can take several practices to see all of the parents) 
· Electronic registration form due well before tournament (dates on HNZ Website)
· Check out where turf is as soon as you can and time the trip.
· Get one of the parents to record results of the other games.
· Despite how you go – watch the final.
· Some tournaments, e.g. Collier and Hatch – have opening and closing ceremonies.
· Card stickies – use the template.

· Call WHA office with quad and national tournament results.

Uniforms:
· WHA issues: tracksuits, (jacket and trouser) playing shirts (yellow and black) and Playing skirts/shorts plus goalie shirts 

· Contact WHA office to arrange for pick up of samples of uniform sizes. This is change from previous years. You will need to contact Donna at least three weeks before your first quad. She will give you a set of sample for your players to try on. You will then need to supply her with the sizes you require (refer to Uniform Form) Donna needs to be given at least a week to get your order together and you will then be contacted to arrange for pick up. You will be asked to sign an equipment return agreement (outlined in Equipment above. Once you have allocated your uniforms you will need to send Donna the completed uniform form. Donna will advise you the deadline by which you need to return the uniforms. You will need to make a time before that deadline to meet with her so she can check that it is all been returned.

· #1 is always for goalie, if you have a second goalie you will get 2 #1 shirts and you should make them # 17 (add 7 to shirt using tape).
· Label all with player # (use  safety pin and tape).Makes it much easier to find the owner
· Issue bags, tracksuits and skirts or shorts.
· Retain playing shirts (to avoid the huge headache if a player forgets their shirt and stops the shirts from being washed carelessly or put in the dryer) and alternative strip and socks (so that you can have it at the turf in case of a last minute clash.- this does happen and you are obliged to have the gear at the turf and if you can’t get the gear in time you can be defaulted!)
· Use Persil High Performance liquid for washing shirts.
· Don’t put shirts in dryer (take a drying rack - $15-20).(Dryers ruin the fabric)
· At end of tournament get all uniforms and bags (even on tournaments where we fly) – it is too hard to chase up and means the next age group wait for gear.
· Wash them all and return to Donna at the appointed day/time 
· Polyprops/skins must be black or else not show when worn under WHA uniform.

· Girls – black good sized underwear for wearing with skirts.

· Girls/guys black head bands/bandannas

· Goalie shirts must be different colour to uniform – can’t be black.  Normally given 2 different colours.

· Goalies supply their own gear 
· Socks – all players need to carry one pair of black and one pair of yellow socks. They are available for $15 from Wellington Hockey
Equipment
· Each team is allocated a set of Balls, cones, bibs and uniforms (“equipment”)

· Equipment distributed to representative teams will be the responsibility of the team

manager. 
· The team manager must record who each uniform item has been distributed

to and return a copy of the form to the Office Administrator.

· The team manager must sign an agreement form and a bond of $300 will be invoiced

to the team before the equipment is distributed. The agreement form states that the

bond will be repaid once the equipment has been returned to the Office Administrator (Donna)
in good order.

Manager’s Kit:

· See suggested gear list for manager’s kit

· Always keep blood shirts (and alternative strip ones) plus spare socks and skirt/shorts in your bag at the turf.
· Keep alternative strip and socks in the car that goes to the turf, just in case.  To keep track of stick bags get 16 yellow squares with #s on it laminated, punch a hole and use cable ties to attach to bags.
· Have spare mouth guards
Merchandise:

· Contact Sandra office to get list of merchandise and prices and communicate it to the players/parents
· Merchandise orders are done through Sandra – players /parents should call well in advance to arrange for payment and pick up
· Fleeces embroidered are very popular with Under 11’s and Under 13s (for a team lot Muzzys in Petone are commonly used, for an individual one, Westfield plaza is cheaper).
Food at Quads/Tournament:

· Ask for information on food allergies and extreme ‘won’t eats’ plus vegetarian requirements early.

· Raspberry buns and bananas immediately after game to replenish body. Chocolate milk is also good
· Don’t eat within 1½ hours before a game.
· Good food is low fat, plenty of carbs and easy to digest protein.
· Get 2 parents to manage food, buying groceries and doing cooking.  You won’t have time.
· Players do meal prep, clean up and dishes.
· Use Replace or Powerade (powder) after a game to restore lost energy – really important when playing 2 games in a day.
· Asking each player to bring a 2L ice cream container of home baking for the national tournament gives the team more variety.  Don’t ask for muffins – they don’t keep.

Parents:

· Use newsletters to tell them what is going on. I have emailed these over the last few years but they get read the best when you print them! (E.g. print them on yellow paper so they stand out from others.)
· Check that you have got the communication working with all parents, ie make sure they all get the messages/ emails and check that separated /divorced parents are both getting the information if that is what they have asked for.
· Don’t rely on players telling parents anything!
· Tell them often and repeat key dates and deadlines.
· Set boundaries in advance, e.g. specified visiting times at tournaments, not allowed in dugouts etc.
· Ask for volunteers to come to tournament as parent help and then choose them once you’ve got to know them a bit (try them out at quads).
· NB parent helpers pay their own travel and accommodation costs.
· Give them instructions on what is expected/appropriate support (coach)

Flexibility:

· Flexibility is more for U11s, e.g. let parents stay at motels, visiting more etc.
· U13s are tougher – e.g. take cell phones off them at night.
· U15s – watch for dummy cell phones and proximity of opposite sex.
· U18’s – more self managing
Practices:

· Important for manager to stay – first aid, assist coach etc
· Hand out newsletters, accounts, receipt money.
· Get to know players and parents
Miscellaneous:

· Ribbons – if required (usually only Hatch and Collier).  
· Muzzys in Petone.  
· Decorating ribbons – some tournaments do this, e.g. Collier have a team night and collect them when completed (otherwise they forget them).
· Water bottles:

· Need 2 sets of 18 (1 water and 1 Replace/Powerade)

· Can use nail polish/labels to number them

· Quads – for getting routines sorted, food preferences ironed out, sleeping patterns and player room allocations before the final tournament.  Also for manager to get all their routines sorted.
· Do post-tournament get together – good for reflecting on how it went and invite all the parents – can do a presentation of photos etc.

· Make list of thank you’s so people don’t get forgotten
· Laundry bags – buy $2 Shop ones and mark one for each player for washing socks and undies (I use nail polish to mark the bags so it doesn’t wash off).
· If Wellington won the tournament the year before, remember to take the trophy back.

· Arrange umpires for tournaments, warm up games etc (NB WHA will try and appoint an umpire to each team for the season – however can’t always achieve this).
National Tournament Checklist
	Accommodation

· Booked (by WHA)
· Deposit Paid (by WHA)
· Final cheque requested
	

	Transport finalised
	

	Parent Helpers – Confirmed
	

	Tournament Controller – Contacted
	

	Tournament Draw
	

	Budget – approved by WHA
	

	Schedule
	

	Meal Plan
	

	Room Allocation
	

	Card Stickers
	

	Pack for Management Team:

· Map

· Room Allocation

· Schedules

· Meal Plan
	

	Practice Booked
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