Spencer Hockey Club

Role and Responsibilities for Junior Team Manager


Purpose of the role

The main purpose of a Junior Team Manager is to organise the players in the squad, making sure that they get good coaching, there are appropriate match fixtures, and that players feel included, have fun and can develop.
Responsible to


The Junior Hockey Co-ordinator

Work closely with


Junior team coaches, Junior Fixtures Secretary, Junior Social Secretary (,Junior Membership Secretary)
Requirements

As a Junior Manager it is important for you to have:

1) excellent communication skills, you will have to deal with parents as well as players,

2) masses of enthusiasm,

3) good organisational skills,
4) access to email and the ability to send and receive at least several times per week,
5) experience of playing hockey (or at least another team sport)

6) CRB clearance

7) safeguarding and protection children training (or willingness to attend a course)
8) 1st aid training and umpiring experience, although not essential

9) some coaching experience, although not essential

Time required

Approximately 2-4 hours per week.

Volunteer Agreement

All coaches, team managers, helpers and officials working within Spencer Hockey Club are encouraged to work to high standards and adopt recognised best practice where possible. In addition to their own standards of practice, coaches, team managers, helpers and officials should be aware of and adopt Spencer Hockey Club’s own:

· codes of conduct for coaches, team managers, helpers and officials

· child protection guidelines

· equity policy statement

· safety guidelines.

The club will ensure that its coaches, team managers, helpers and officials have a copy of each policy and guidance note that is relevant to their work. The club will listen and respond to matters that the coaches, team managers, helpers and officials bring to its attention in relation to their work and will support, where possible, their training needs. 

Declaration

I, ____________________________________(name), am familiar with Spencer Hockey Club’s standards of practice named above and will adopt these in my work. I accept the responsibilities outlined in the attached task description.

 Signature:______________________________

Date:_____________________________________
Team Manager of _________________________________ (insert team name)
Tasks and Responsibilities

General 

· Liaise every week to fortnight with the Junior Fixtures Secretary to obtain details of the games – colour of opposition’s strip, venue, directions, push back time, etc.

· Maintain an up to date list of players in the age group including email address, emergency contact numbers, medical conditions.

· Keep players and their parents informed of fixtures and social events and changes to fixtures.

· Ensure there is a 1st aid kit and qualified first aider is available at pitch side for all sessions and matches.
At Training:

· Ensure that the register of players attendance is taken every week.

· Communicate details of upcoming fixtures and social events to players and their parents.
Before Matches:

· Communicate and agree with the team coach who is selected to play in the match.

· Obtain player availability at least 5 days before the match is due to be played (ideally longer)

· Ensure that umpires are organised for the matches.

· Attend matches played by the team if the coach is unable to attend.  

· Ensure all players’ parents, the coach and umpires have directions, maps, meeting time, and match start time.

· For players requiring transport, put them in contact with other parents travelling from a similar area so they can arrange lifts amongst themselves.

· Check the opposition’s strip and ensure that away bibs are taken to the game if necessary.

· Ensure that the goal keeping kit is available for the match. 

· Ensure that there will be a 1st aid kit at the match

· Ensure that there are hockey balls available for the warm up.

In the case of match cancellation:

· Inform the Junior Fixtures Secretary so that she can liaise with the opposition.

· Contact team members and Team coach and umpires

At the match

These tasks will usually be performed by the coach. If the coach is not at the match, the Team Manager needs to do them.  The Manager is advised to take guidance from the coach before the match on player positions.

· Ensure that the team wears Spencer Kit. 

· Let team members know their positions.

· Roll substitutes on and off the pitch.

· Ensure a captain is selected and performs the toss for first push back, and “three cheers” at the end of the match.

· Organise a warm-up and warm down before and after each game. 

· Manage the half time talk to the team, and post match debrief.

After the match

· Ensure a match report is written and posted on the website.

· Inform the league organiser (if relevant) of the match result by email.

Club Responsibilities

· Attend committee meetings.

· Disseminate information from the committee to the players and their parents.

· Encourage attendance at training.

· Encourage team members to support social activities.

· Pass on all moneys collected (subs, social, kit etc) to the treasurer promptly.

· Towards the end of the season, identify suitable committee members and manage the selection of Team Manager for the following year. 
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