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INTRODUCTION

The Cleveland Suburban Hockey League wants to thank you for taking on the responsibility of Team Manager.  You will find this job to be both fun and rewarding.  You can really make a difference in your team’s experience!

This Reference Guide has been developed to assist you with your new responsibilities.  It is a working document and will change from year to year based on input from you and others.  Please make notes in it throughout the season.  The Cleveland Suburban Hockey League will ask you for your suggestions for changes or clarifications based on your experience – again, it is a working document.  

The main responsibilities of your job are to:

· Keep the coach and parents on your team informed.  

· Provide timely and accurate communications

· Compare newly released schedules with previous ones to ensure accuracy.

· Work closely with your coach.

· Check Team Mailbox every time you are at the rink (if applicable for your rink).

· Handle all tournament arrangements.

· Handle all fees as necessary

· Arrange extra ice time – if requested.

The Reference Guide was developed to provide you with basic information on these above-said responsibilities.  If you have a question and the Guide doesn’t have the answer, contact your program director or the League Office at cshloffice@aol.com or 440-821-3119.

GENERAL INFORMATION

Your hockey program is part of the Cleveland Suburban Hockey League (CSHL).  Only regular season games defined as League Games count in the league standings.  Each team’s coach schedules these at a CSHL scheduling meeting prior to the start of the season.  Teams may schedule additional games against non-member teams, at their coach’s discretion, but neither these games nor tournaments count in a team’s record.

PRE-SEASON:  

Runs from September 19 thru October 26 

REGULAR SEASON:  
Begins November 7 through February 12
POST-SEASON:

February 21 through March 1
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 2008-2009 Season Age Classifications

Division

Age


Birth Year
Midget U18

18 and under

1990, 1991
Midget U16

16 and under

1992, 1993
Bantam U14

14 and under

1994, 1995
Peewee U12

12 and under

1996, 1997
Squirt


10 and under

1998, 1999
Mite


8 and under

2000 and after

GETTING STARTED

Team File

You will need to create a team file that will contain the following items.  You or your coach will bring this file to each game.




Copies of Birth Certificates




Medical Releases




Copy of signed Official Roster




Internal Team Roster





Official USA Team Hockey Scoresheets 




Roster labels for the Scoresheets




Game Schedule




Snack Schedule

Birth Certificates:  Some programs require players submit these upon registration. Check if your program director or registrar can provide copies. If not, request a copy from the player’s parents. Take these to each game and all tournaments as proof of age if ever questioned.

Medical Releases:  It is a good idea to have a completed Medical Release form for all players.  Check with your program director if these are available. Copies should be kept in the Team File.

Internal Team Roster:  You will also need to create a listing of all players, parents’ names, addresses, e-mail address, phone/cell numbers, jersey numbers to distribute to each family on your team.  

Official Roster:  You will be given an Official Roster by your program director or registrar.  Each player needs to sign the roster.  After all the information has been verified by the parents and signed by each player, it must be returned to your program director or registrar for a stamp of approval and a copy will be returned to you which must be kept in your Team File.    

Please note that sometimes players are added during the season.  If this occurs, ask your program director or registrar to submit an addendum which will need to be attached to your original roster.

Official USA Hockey Scoresheets:  At scheduling, your coach will receive an envelope with blank scoresheets and your team’s CSHL number.  This number will be used on your score sheets throughout the season, so you don’t want to misplace it.  

At each home game, you are responsible for providing the Scoresheet.  At all games, you will be responsible for creating and placing team roster labels on the Scoresheet.    Avery Labels 5163 (3-1/3 x 4) works, but needs to be cut down.  The other option is Avery Labels 5263 (2 x 4).  Keep spare Score sheets and labels in your Team File.

Refer to Reporting Scores on pages 11 and 14 for more information on distribution of the completed Scoresheets at the end of a game.

Game Numbers:  Each game has been assigned a number by the CSHL and these numbers can be found on your team’s official master schedule. 

Team Contact Information Sheet

Your coach will be provided a Team Contact Information Sheet from the CSHL.  Be sure to complete this form and return it to Terry Horonzy, CSHL Secretary.  

Game Schedule

As soon as you are given the information, you will want to provide a Game Schedule to your parents.  You can incorporate the snack schedule and special events into it to alleviate additional paper.  

Snack Schedule:  It is customary to provide snacks and drinks to all players after each game at least through Squirt level.  A snack schedule needs to be created and distributed as soon as the pre-season game schedule is released.  

Parent Meeting

Your coach may decide to have a Parent Meeting to kick-off the season.  The Team Manager will be introduced/selected at this time.  Either you or your coach should gather pertinent information such as e-mail addresses, scorekeeper/time clock experience, etc.  This will also be an opportunity to discuss tournaments and upcoming vacation plans for game scheduling purposes.

Instructions for First Hockey Game

At the Mite and Squirt levels, instructions for the first hockey game will need to be communicated to the parents.  Your coach will probably handle this communication as well as most of the communication to your parents.  However, if you are requested to handle it, be sure the coach approves your e-mail(s) prior to sending. This information should cover what color jersey to wear, location of the rink, who is bringing snack/drinks, what time to arrive, who to call if you can’t make the game, equipment reminder (mouth guards, etc.)…

Communication

Talk to your coach about who should handle which types of communications. The  CSHL requires each team designate a preferred Team Contact and that all league communications been conducted between the league and this person via email. This can be the head coach, assistant coach, team manager or volunteer parent. Not only will important news and league updates be distributed this way, but an internet-experienced person is necessary for the team to access the website to receive their league schedule confirmations, locate game numbers, verify requested game changes, and enter scores directly into the league standings database.

Your coach may prefer to remain the league contact and have the team manager be the liaison between the coaching staff and the parents. Which ever works for your team, be sure it is someone’s responsibility to double check that the parents are receiving the necessary information, and it is not ending up a crushed ball of paper in the bottom of the player’s hockey bag. 

  
Be sure the parents know to contact the coach if they are unable to make a game.  The coach will want to know all missing players in advance to plan position assignments.  Work with your coach to find out how much involvement your coach wants from you on this issue.

Fundraising
Every program has their own guidelines for the types and limits of approved fundraising. Check with your program director before planning a fundraising event for your team.

Schedule Comparison

Practice and Game Schedules are subject to changes, sometimes last minute. Be sure these changes are communicated to your parents.  Sometimes you will identify a conflict – be sure to let your Program Director and your coach know immediately.  

Rink Directions

Maps and detailed driving directions to facilities across the United States and Canada can be found via links to the CSHL, MidAm and USA Hockey websites. See page 14 for website addresses.

GAME RESPONSIBILITIES

General Information

For all home games, you will need to have someone keep score, work the clock and sit in the penalty box.  At away games, you just need someone to cover the penalty box.  Those parents serving in these capacities are minor off-ice officials and should not be coaching the players.

Ask which parents are interested in handling these positions.  If you have more volunteers than you need, rotate them through so everyone gets a chance to help.   If someone wants to learn one or more of these positions, you will need to find someone to train them. Some programs have a special training session for these off-ice official positions at the start of the season.

At the beginning of each game, be sure you have your volunteers set and have all materials necessary:

	
	HOME GAMES
	AWAY GAMES

	Timekeeper
	(
	

	Scorekeeper
	(
	

	Penalty Box Coverage
	(
	(

	Snacks/Drinks
	(
	(

	Roster labels
	(
	(

	Score Sheet
	(
	

	Reporting Scores *
	Winning team
	Winning team


* In the event of a tie, the home team reports the score and sends in the score sheet.

Check if your coach wants you to find a volunteer to handle the water bottles.  

Types of Games

There are three types of games: league, non-league and independent games.  The terminology is important to understand because different rules apply to the different types of games.  Also, if you communicate with the CSHL office, you may get incorrect information if you use the wrong terminology.

League

A league game is scheduled at the CSHL General Scheduling meeting.  These are the games that will determine the division champions and playoff contenders at the end of the season.  These game results are posted on the CSHL website throughout the season.   The refs are scheduled and paid for directly by CSHL.

Non-League

A non-league game is a scrimmage.  It is a game that may have been scheduled at the CSHL General Scheduling meeting, but does NOT count toward playoff contention.  The league allows teams to use the scheduling day as an opportunity to have coaches schedule these extra games while all are present.  This reduces the need for phone calls, follow-ups and errors.  It also allows the refs to be automatically scheduled for convenience.  

For those non-league games that are scheduled at the CSHL General Scheduling meeting, the refs will be scheduled and paid for through the CSHL.  


Independent Games

Games that are scheduled after the CSHL General Scheduling meeting will be handled as Independent (cash) games.  An Independent game is scheduled through the Coaches.  Once the logistics have been worked out, a designated person from the team seeking to add the game (usually the home team) must contact the CSHL Scheduler/Assigner (see following section on CSHL Assigner for more details) so that refs can be scheduled.  This designated person can be either the coach, program director or team manager, as long as efforts are not duplicated. The refs will need to be paid in cash at the end of the game.  Be sure to communicate any add-on games with your team and Program Director to avoid double-bookings or unused ice time.

2008-2009 Referee Fees

Mite C:
 $23
(only one official needed for Mite C games – teams split ref fee)
Mite B-AA:
 $21    per team (2 officials required Mite B - Bantam) 

Squirt:

$23     per team

Peewee: 
$28     per team
Bantam:
$39     per team


You will need to place the cash in separate envelopes for each referee.  It is usually easier to just split the fees at each game with the other team – regardless of whose ice you are using.

CSHL Referee Assigner/Game Scheduler

Barry Lulas is responsible for scheduling all the refs for all the hockey games for the CSHL.  Contact him at cshlrefs@roadrunner.com or 440-570-5529 to have referees assigned for any extra games scheduled outside of the original ones or for any changes that may occur. A minimum notice of 48 hours is required to schedule referees or cancel referees without additional charges.

When scheduling extra games, you will need to provide the following information to your coach or program director:

· Home Team Name and Team Number

· Away Team Name and Team Number

· Name of Rink (since Winterhurst, Strongsville, Mentor, Gilmour and Cleveland Hts. have more than one rink, the specific rink must be identified)

· Identify the person on the other team that you have communicated with that agrees with the addition/change.
 

Preseason and Regular Season Game Schedules

League-prepared preseason schedules will be distributed at the Preseason Scheduling Meeting. Either the Head Coach, Assistant Coach or Team Manager must be in attendance at this meeting to receive your schedule. Upon conclusion of the preseason teams will be placed into Regular Season Division Levels. Coaches and/or Team Reps will meet at the Regular Season Scheduling Session to agree on game dates and times with the other teams in their division level. You must come to the regular season scheduling meeting with enough game ice time slots to schedule your assigned number of home regular season games. Your Program Director will provide you with the available ice times for your team before you go to scheduling. 

The two-hour regular season scheduling session will begin with teams representatives working out the game times and dates for their regular league games. Once these games are planned, teams will be able to schedule additional non-league scrimmage games as well. Coaches and team representatives will then attend an informative session on hockey-related topics while league officials enter the schedule data. At the conclusion of informative sessions coaches/team reps will receive printed copies of their schedule. You will be asked to review the printed schedule for accuracy. Any simple errors can be corrected on site; more complex problems may be resolved during the 10-day free change period.  

Game Changes

There are very specific rules in place regarding making game changes.  If these are not followed precisely, it could cost your team money.  The best approach is not to have any changes!

Review your team’s schedule as soon as it is posted on the league website. If anything does not match the printout you received before leaving the scheduling session, contact your opponent, compare your schedules and submit a game change if necessary. 

During the 10-day free change period Coaches and/or Team Managers may submit changes. You are responsible for contacting the other team’s coach or manager to confirm game changes. Game changes are submitted via the league website. Click on the “Game Change” link and follow the instructions. Be sure to include team numbers, game number (can be found on website schedule), reason for change and new game time and location information. Remember to include rink ID information (East, West, North, South, 1 or 2) for 2-rink facilities. Otherwise, refs will show up at the wrong rink, wrong date or wrong time.  

Free changes must be submitted no later than midnight on Tuesday, September 23 for preseason and Tuesday, November 11 for regular season.  After these dates all changes can only be submitted by your program director and regardless of reason will have a $100 change fee.

The Game Change Form must be submitted at least one week in advance of the previously scheduled game. Be sure to double check website schedule to confirm that game change has been processed. This may take up to a week after submitting the change because originally scheduled referees must be cancelled and new referees assigned. 

AFTER DECEMBER 1, ABSOLUTELY NO CHANGES WILL BE ALLOWED BY THE LEAGUE!!!!!

Player Movement/Shortages/Injuries

Once teams are formed and rosters are official, there are strict rules governing the movement of players between teams. Your Program Director must approve any and all player movement.  This includes adding players for scrimmages or because of injuries.  If your team is going to be short players or has players with injuries, contact your Program Director as soon as possible so arrangements can be made to add players to your team.  

Reporting Game Scores

The winning team (or home team in case of a tie) is responsible for reporting the game scores to CSHL.  Go to “Scorekeepers” link on the left hand side bar of the website for instructions on score reporting. Only games that appear on the CSHL website require scores to be entered. A designed team representative must register on the CSHL website to post scores.  Teams are required to submit the top white copy of the scoresheet within 48 hours of the conclusion of the game.  Scoresheets can be emailed, faxed or sent by standard US mail:

· Email to: cshlscoresheets@hotmail.com (preferred method)

· Fax to: 440-503-6781

· US Mail: CSHL Scoreheets, 4016 Spencer Road, Rocky River, OH 44116

Team and Game ID Numbers

Team numbers and game numbers can be located on the league schedules and via the website. 


Game Results and Division Standings

In the CSHL website, you can track how your team is doing in relation to the other teams in your division.  Keep your coach and team informed! If you notice a score posted incorrectly (mistakes do happen) please notify the league office right away. 

END OF SEASON INFORMATION

It’s a long way from when teams are selected until the last regular season league game is played. Celebrate by planning a team party. This can be elaborate or simple, whatever your budget and the preference of the coaches, parents and players. Gather party ideas from other parents that have been around hockey for awhile. Some programs provide participation trophies for all players or a get-together for the entire program. Check with your program director so you’re not duplicating efforts. It is also customary to present a gift to the coach(es) at this time.

Division Winners/Trophies/Banners and T-Shirts

If your team wins its division, your team will automatically be in the Playoffs as the number 1 seed.  Your team will receive a banner, individual trophies for players and coaches and the option to purchase special t-shirts.  

Division winner t-shirt ordering information will be posted on the website.  CSHL will accept only one order per team, so you have to submit a team order.  Collect the orders and money from your team and send one check to CSHL with the completed order form.  Division winner T-Shirts orders will be available for pick up at your first playoff game. If your team loses its first playoff game and isn’t playing during the final round, you can pick up the Division winner banner and individual awards at the rink where postseason games are being played, on the last day of the playoffs.  You would then present them to the players at a time of your choice. If a Division Winner team advances to the championship playoff games, the Division Winner Banner and individual trophies are presented after the championship game.

Note:  The CSHL league pays for all banners and awards.  However, if you wish to have the players’ names, coaches, etc. put on the banner, the team is responsible for the additional cost.  You will be given a flyer with this information when you receive the banner.  

Player Award Patches
These are available free of charge from USA Hockey at the conclusion of the regular season. Limit is one of each award per player, regardless of how many times the player qualified for the patch. Patches are given for shutout (goalie) and for hat trick and playmaker awards for skaters. Patches are awarded on an honor system; it is not necessary to submit score sheets for verification.

Program directors are given a form during the end of January/beginning of February which is used to submit patch requests to USA Hockey. If your program director did not receive this form patches can be ordered directly through Cathy Fievet, the USA Hockey Associate District Registrar for our area. Cathy can be contacted at 440-777-8182 or cathyfievet@sbcglobal.net.

POST SEASON

Playoff Games

If your team makes it into the playoffs, you will want to communicate with your parents about the upcoming post-season games as soon as possible. The playoff schedule is posted on the website by the end of January and team names are added to site as soon as final standings are available. Sometimes final seeding cannot be determined until the very last games of regular season have been played. Playoff games are usually scheduled for weekends and not during mid-week unless otherwise unavoidable. As soon as the actual schedule is posted, be sure each family receives a copy ASAP.

Awards, Banner & T-shirts

Playoff Champions receive a team banner and individual trophies. Playoff runner-ups receive a team trophy and individual trophies. Teams will be asked to provide (via email) a typed list with player and coach names for trophy name plates. Playoff winner and runner-up t-shirts will be available for team or individual sales on-site at the rink during championship games.

The CSHL league pays for all banners and awards.  However, if you wish to have the players’ names, coaches, etc. put on the banner, the team is responsible for the additional cost.  You will be given a flyer with this information when you receive the banner.  

TOURNAMENTS

Your coach will probably have a good idea of which tournaments he wishes to participate in, but you can identify other tournaments through links on the CSHL, MidAm and USA Hockey websites.

Every program has a procedure in place for how many tournaments teams may attend and who is responsible for the tournament entrance fee. Some programs pay for one or more tournaments per season, other programs do not and tournament fees must either be paid for by the parents or through fundraising. Check with your program director for how tournaments are handled within your organization.

Be sure your program director aware of all tournaments your team is planning to participate in to avoid scheduling conflicts.  If a conflict does occur, it is your responsible to let your program director know so he/she can re-allocate ice time appropriately prior to requesting a check.
PLAYER INCENTIVES

Each coach has their own ideas about what player incentives are appropriate for the age group involved.  Some of the ideas used in the past are listed below.  These can be reviewed with your coach to determine which – if any – should be pursued.

Goodie Bags at Tournaments

Stickers for helmets (pictures, player of the game, MVP, etc.)

Game Program (team stats, player profiles, etc.)

Kick off Party at beginning of season

Parents only get-together for adult bonding

Your coach will advise you about what incentives seem appropriate for your team and will request assistance from you in executing these ideas.


SPRING HOCKEY

Spring hockey begins a new season.  It is not required to play Spring Hockey in order to play in the Fall.  Whatever age classification is applicable for the following Fall becomes effective beginning in Spring Hockey.  In other words, a Mite player who will be a Squirt in the Fall will play on a Squirt team in the Spring.  

Please note that the Team Manager’s responsibility is much less intense for Spring Hockey.  Some teams may not even have a Team Manager.  But it is a good stepping-stone for first time team managers to get their feet wet, if your coach is looking for assistance.

APPENDIX

Websites:

cshlhockey.org (Cleveland Suburban Hockey League)

midamhockey.com (MidAmerican District)

usahockey.com (USA Hockey)


CSHL Schedule of Events 2008-2009*

· Deadline to submit preseason home ice slots/blackout weekend:
Wednesday, September 3
· General Meeting: Monday, September 8
· Preseason Scheduling: Saturday, September 13
· Preseason Play: Friday, September 19 – Sunday, October 26
· Preseason Free Change period ends Tuesday, September 23 at midnight. 

· Deadline for Petitions/Appeal of Team Placement: Monday, October 27 at 12:00 noon

· Board meets to determine team placement: Monday, October 27
· General League Meeting: Tuesday, October 28
· Regular Season Scheduling: Saturday, November 1
· Regular Season play: Friday, November 7-Thursday, February 12
· Regular Season Free Change  period ends Tuesday, November 11 at midnight

· Deadline for all Regular Season Game changes: December 1

· Deadline to apply to participate in State Tournaments: December 1
· USA Hockey Team Rosters frozen (Tier I and II only, Peewee, Bantam and Midgets): December 31 

· Last date to play non-league games: January 31

· General League Meeting: Monday, February 2

· First Playoff Weekend: Saturday and Sunday, February 21 & 22
· Second Playoff Weekend/Championship Games: Saturday and Sunday, February 28 & March 1
· Annual Meeting and Board Elections: Monday, May 18
*Please note: General Meetings are for Heads of Program and the Board of Directors.  Members of the general public are welcome to attend.  Board of Directors meetings are for Board attendance only.  For meeting times and locations go to cshlhockey.org

League Mailing Address:
7063 Lassiter Dr.  Parma, OH 44129

Board of Directors

Commissioner:   Tim O’Shaughnessy 
                           timosh1313@yahoo.com   (440) 899-1313
Secretary:  Terry Horonzy 

                  cshloffice@aol.com  (440) 821-3119 (phone) / 440-842-3565 (fax)
Treasurer:  Chris Kendel  

                   ckendel@clvhts.com     PH: (216) 691-7347(work) / 216-780-2353 (cell)
Director of Officiating/Assigner:  Barry Lulas

                                                      cshlrefs@roadrunner.com
                                                      440-570-5529



Directors:

Mark Clendenin
Don Lewis

Mark.Clendenin@LSInsights.com 
llewis@adelphia.net
(330) 858-1276
(330) 655-8861

Mike Radosevic
Pam Rice


rado46@wowway.com
psricetime@hotmail..com
(216) 271-6000 ext 312
(440) 356-5673
Jim Smith


John Stojak





JSmith@scity.com

jstojak@att.net
(330) 501-984                                       (330) 995-3440        

Dan Straka

djstraka@ameritech.net
(440) 716-9533



Committees/Chairs:
Division Representatives
Coaches & Referees: John Stojak
Mites: Pam Rice

Discipline: Mark Clendenin,           
Squirts: Don Lewis
                 Mike Radosevic
Peewees: Mark Clendenin & Mike Radosevic
Marketing: Jim Smith
Bantams: Dan Straka
Playoffs: Don Lewis
 

Rules: Tim O’Sahughnessy
Scheduling: Terry Horonzy, Pam Rice & Dan Straka
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