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PRE-SEASON DUTIES

• Pass out all required forms for Club registration during tryout and for gathering all completed forms from the players parents. 

• Collect the player deposit fees from players at tryouts.

• Choose a coach to train/coach the players on your team for the season. The Club Administrator/Board of Directors have interviewed and screened professional coaches who agree to work with the teams of the WV Chaos. From this resource managers may chose an available coach that suits their team best.

•The team manager assumes the responsibility for communications between the coach and parents. 

• Although the Team Manager may be a single point person for overall communication, the duties of managing a team may be shared.  Feel free to separate the duties and enlist help from other parents. 

• Collect phone numbers, addresses and email addresses from each player’s

parent(s) or guardian using the WV Chaos Parental Information form.  Keep these forms and compile a record of this information on the Team Contact Information sheet. 

• It is important that the manager registers the team information with the Club. Please provide a copy of the Parental Information & Team Contact Information forms to the Club office.  Each team manager shall forward the team e-mail database to the Club Administrator in order for the Club to communicate with parents and players directly about Club functions and announcements. This process provides hard copies of team 
information for the Club files and streamlines the maintenance of a current Club e-mail data base by forwarding it electronically.

• Create and distribute a team roster to each family.  Include names, phone numbers, addresses and e-mails.

• Create and manage your team’s budget. It is recommended that each manager gets a volunteer parent team treasurer. A guideline to help develop a budget is included in this manual.

• If funds are tight for your families or if you have scholarship players consider having a team fundraiser to help cover expenses.

• Uniforms – be sure all players have their team uniform. Instruction sheets are included in this manual.  The Kelme Celta uniforms are ordered through Mountain State Athletics, Benton Erskine – (304)-415-2960 or bser@suddenlink.com.  Under Armour is our new style, spring 2008 on for team orders.  Benton can help you navigate your way on the web to place your team order.

• Email parents with any announcements/information concerning practice, games, WV Chaos club events club training opportunities, etc.

• Decide how many and which tournaments to apply for in the upcoming season.

• Collect mandatory documents: a copy of each player’s birth certificate, emergency contact form, medical release form. (see Managers Paperwork for details)

• Collect pictures for player passes.  Include one for the coach/trainer team manager. Deliver the completed team registration information and check to the Club Registrar who will take them to the KVSL registrar for processing. Pick up the signed passcards from 

the Club Registrar when complete. Get the player pass cards laminated. This must be done by the first game. The back of the finished pass should look like the diagram below 

when finished.  (Remind your players to use their normal signature as they could be asked for verification later during the year)  
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IN-SEASON DUTIES

It is crucial to the success and enjoyment of the team that scheduled events are communicated in an efficient manner.  E-mail is the most popular and efficient means.  When handouts are necessary, it is a good idea to date each piece of communication and 

write each player’s name on handouts. By doing this, you’ll know who has or has not received the handout.

Managers must keep in this or a separate notebook the following paperwork.

This notebook must be brought to all games/tournaments. If the manager

can not attend a game, a designated fill-in must bring the notebook.   Each manager will keep copies of all medical release forms and birth certificates.

Items to include in Managers Notebook:

1. Player Passes

2. Official State Team Roster 

3. Coaches passes (laminated, signed exactly as name on front, color

picture)

4. Birth Certificates (Xerox copy of official certificate with seal

5. Medical Release Forms (Needed if an injured player is taken for

treatment)

8. Player Insurance Info (Needed if an injured player is taken for treatment)

All WV Chaos players are covered by insurance against injury. It is a secondary policy that pays after a claim has first been submitted to the insured’s primary insurance company. After the primary insurance company has settled, a claim for any remaining balance can be sent to the WV Chaos office for signature before sending it to the WVSA insurance company. Coach’s and volunteers driving to games have liability coverage. Coverage begins when a player gives the registration information and fees to the team manager who then submits it to the Club registrar. Tryouts are sanctioned events and players are covered by insurance.

Claim: If a player is injured, get a claim form from the WVSA.

DUTIES:

• Call team meetings with all the parents, at beginning of season, during and

afterwards as needed.

•  Distribute uniforms to the players before first tournament.

• Publish and distribute practice and game schedules and deep the team updaed with changes to the schedule.

• Work with the Club Fields Coordinator to schedule fields, or reschedule them in case of cancellations or weather postponements.  

• Make payment to the Club for your team field expenses.  Keep a copy for your team files and submit a copy to the Club treasurer.  The Club pays for the field times for all

teams in good standing to the designated soccer venues.   This way your team pays the club discounted rates. 

• Throughout the season make payment to your coach(es) from the team checking account based on the coach(es) submitting a completed and verified Independent Contractor form to you.  Keep your copy & submit another to the Club office.  This can be done for all collected forms at the end of the season. The Club must generate the 1099’s for training/coaching expenses exclusive of any travel reimbursements.

• Email parents with any announcements/information concerning practice, games, WV Chaos club events club training opportunities, etc.

• Submit Permission to Travel forms to the WV Soccer Association. Applications are available on http://www.wvsoccer.net and copies are in your Managers Handbook.

• Submit Guest Players roster forms, if needed.

• Work with Club Registrar for player adds, drops and transfers and for all issues concerning the official registration process.  

• Apply to tournaments the team chooses to go to for the season.  Be patient.  Some tournaments will only send confirmation if you ARE NOT accepted. Others will send a confirmation upon acceptance while some consider your cancelled check as your confirmation. It is a good idea to call and confirm acceptance several weeks prior to going.  You will get an information packet a week or two before the tournament. This will include maps, field locations, tournament hotel and check-in information.  You will then need to get the pertinent information to your player families with their weekend instruction packet.

• Make the team hotel reservations for each tournament. (see Travel Guidelines form)

• Check team into tournaments, usually the Friday night before the tournament at the designated “tournament hotel”. As mentioned above, each tournament will give you specific instructions where and when.  You must have your team Managers Notebook with complete information & player passcards.  You will also most likely be given a tournament packet for everyone on your roster. It may contain the tournament booklet, food coupons and local information.  Distribute these to your families at the hotel or at the field before your first game.

• Provide Communications Director or Club Administrator with your team’s results in games and tournaments for inclusion in website/newsletter.

• Organize and keep on file a team picture (digital picture taken by parent is

sufficient) Place a team picture on your team page on the website. Get a parent volunteer to update the team page with new pictures and season news. Your team page can also be 

the place to make team announcements about practice updates and cancellations if you can get your parents into the habit of using this as a tool.

• Distribute Player Profiles to players age 14 and up.  Keep a team file copy & submit a photocopy to the club office for the Club files.  See Club Forms section for blank form.

POST SEASON DUTIES

• If your U-12 or older team has won the state championship in Beckley, and therefore will be representing the State of West Virginia in the U S Youth Soccer Region 1 Championship @ the first weekend in July, you must plan on the ongoing practice schedule. The soccer season just became extended an extra month so plan accordingly. 

You will need to secure fields through the Club Fields Coordinator and will need to consider how you will fund an extra month of coaching.  You may consider doing a fundraiser to cover the additional travel expenses and game fees for your coach at the 

Region 1 Tournament.  We have experienced managers in the Club who have attended on many occasions that can share pertinent information with you.

•  Have parents fill out a Coach Evaluation and a Manager Evaluation form.  These are to be filled out anonymously and need to be mailed to the Club, P. O. Box 3769 Charleston, WV  25337.  The results of both will be reviewed by the Club Administrator and will be discussed with you for future team planning.

• Organize or find parents to volunteer to plan an end of season party for your players if you so choose.



Player’s


Photo





Players Signature








PAGE  

9


7/20/2008
224 Capitol St.   Charleston, WV    25301


