Welcome to the exciting world of being an administrator for the Maroons Soccer Club! While each person (especially if you’ve been doing this for a while) has their own style, I was asked to share my thoughts as to how to be an effective administrator…. And everyone thinks coaching is the hard part!! New ideas are always welcome so please write in as you find things and we will adapt this guide as needed. Sincerely, Rob Rundle -July 2006
1. Getting the Team ready: Once the team has been selected by the Maroons, your job beings in earnest. 
 
a) First make sure you have an up to date contact list for all members of the team. The sheet from tryouts is a good start, but you will need more info as the year goes on. This list should include:

1) Name/Nickname
2) Address

3) Home Phone

4) Email

a. Player

b. Any/All Parents/Guardians

i. Work

ii. Home

c. anyone else who may need team info (grandparents/babysitter/etc)

5) Cell phone/Emergency contact numbers for

a. Player

b. Parent

c. Any/All Parents/Guardians

2. You will receive a registration packet from the Maroons Registrar which will include:
a) 4-part NJYS Team Roster

b) 18 blank player passes

c) 4 blank coaches passes.

d) Some U8 teams and any U8 team that has U7-aged players are registered in the “recreation” or “rec” category within NCSA. Registration of “rec” teams follows the same procedures as the older teams, but with NSCA documents. 

e) All other forms can be found at http://www.njyouthsoccer.com/regforms/regmain.htm 

In order to properly register a child/coach you must have the following:
1) For Players

a. a current 1x1 picture on photo stock paper (no Polaroids, photocopies, or computer pictures)

b. Completed and notarized medical release form

i. Please check the form carefully. Make sure Insurance # and SS# are included.

ii. Where it says “therefore I designate ___________ and __________” have the parents fill in the coaches/trainers names.

c. A Signed NJYS (NCSA for “rec”) membership form.

i. signed by both player and parent 

ii. Enter the age, league #, club #, and team #. (provided by MSC)

iii. Enter player pass number.

d. Player Pass

i.  glue the photo of the player on the 

ii. player signs back of pass. NOTE: the player’s signature must be exactly the same as the printed name on the front of the pass, as well as, the roster. If player signs “TJ Smith”, then that is the name you enter on the pass and roster. (suggestion: have player sign pass first – then complete roster and front of pass) 

iii. Signature on pass must be identical to signature on Membership Form. Parents cannot sign for their child.

iv. No crossouts or whiteout. If a mistake is made the pass is void. Complete a new pass making note of the new pass number. If your roster was already filled out you will need to cross out the corresponding line and enter the information, along with new pass number, on next available line.

v. Complete front of pass – print player name (as signature appears), enter birth date, enter complete team name, enter age group. Do not add flight letter. 
e. A copy of a birth certificate/passport/visa.
2) For Coaches/trainers:

a. a current 1x1 picture on picture paper (no Polaroids, photocopies, or computer pictures)

b. Coach Membership Form

c. Kids Safe Form

d. Copy of Coaches license.

e. A signed coaches pass.

i. make sure you use the ‘coaches pass’ 

ii. follow guidelines above 

iii. a coach can only be carded to one team. If you have a trainer that is already carded to another team DO NOT include him/her on your roster 

3) For any paid trainers you must also have the Non-Volunteer membership form filled out in lieu of the coaches’ form.
Assemble and Submit the Registration Packet 

a. NJYS Team Roster Form 
i. List players in alphabetical order – always enter the last name first 

ii. if you make a mistake cross out the entire line and enter the information on the next available line – do not write over or use white-out 

iii. enter League number: provided by Maroons SC
iv. enter Club number: provided by Maroons SC
v. enter DC number: provided by Maroons SC 
vi. in the column for pass numbers – for the first player enter the complete pass number then you can enter “-02, “-03, etc or list last four digits only, 99-02, 99-03, etc for the others.
vii. be sure the pass number on the roster agrees with the pass number on the card assigned to that player 

viii. use a ball point pen so the information goes through all 4 copies.

b. For the player: using a paperclip, attach the Medical Release, Membership Form, Birth Certificate, and Player Pass. Repeat this for every player. The pass should be on top.

c. For coaches: using a paperclip, attach the Membership Form, Disclosure Statement, Coaches License Certificate, and coach’s pass. Repeat for each coach – pass on top.

All items will have to be given to the Maroons registrar at some point (check your emails) for submission to the league.

Getting Ready for the Season: 
a) Make sure your contact list is available to all coaches and trainers. I also give a copy to the team, but only with the name, address and home phone info


b) Make sure your coaches/trainers medic kits are fully stocked.



1) If you need additional supplies, I use Collins Sports Medicine (http://www.collinssports.com) to purchase ice packs and bandages at a fraction of CVS costs.


c) Get parents to volunteer for various functions. The more people you get to do these jobs, the better the experience will be for the whole team.

1) Field Maintenance (it’s a bigger title than it is job)

a) Responsible for checking the fields before practices & game to ensure safety (fields condition and goals being secure).

b) Keep the corner flags

c) Work once or twice a season year with the club’s fields chair to help set up and shut down the fields (takes 1 hour). 

2) Treasurer – handles team money, 
3) Publicity - writes a news report of the game for the club to put in the local paper. (make sure each player gets mentioned in a season).
4) Snack coordinator - One the schedule comes out, assigns each game to family and make them responsible for bringing snacks/juice/water/oranges to the game. (Teams may do it differently, but we ask our families to bring oranges for halftime, a snack bag & juice box for after the game, and a container of ice along with some bags in case of injury (it saves your ice packs and real ice is better anyway)). Also include tournament games in this list.
5) Practice coordinator (if you have a trainer practice there should be a parent present)
6) Maroons tournament representative – one or two volunteers to work on the Maroons tournament committee. This is normally not a bad job until the tournament in June when it can get hectic.

7) Tournament Coordinators (see item f below)


d) If you haven’t already, establish a team slush fund. This basically covers the cost of any tournaments you might enter, events you might attend (such as the Red Bulls, National team games, etc), and pays for the Maroons tournament program ads. It’s easier to collect $50 or $100 up front than to go back every time for little things. Use a spreadsheet to keep track of everyone’s contributions or deductions and at the end of the season, you can return whatever money is left over. Make the slush fund part of your regular registration process over the summer.


e) Meet with your coaches to see what they want to schedule for the year as far as tournaments or other events. Make sure to communicate with your parents what that schedule is as far in advance as possible. For example, when I wrote to my daughter’s team in the summer of 2005 for the 05-06 season, I told them that there would be a pre-season tournament in August, the fall regular season, a tournament over Columbus Day weekend, a winter indoor league, the regular spring season, and a tournament over Memorial Day Weekend. This way, the parents know what they are signing up for and there are no surprises. There will be anyway- but at least you’ve told them in advance. I personally don’t think it’s fair to ask a player to come to a last minute addition in the schedule and then be upset when they have another obligation that was scheduled beforehand.

f) If you have signed up for a tournament or event out of the area, set up housing as soon as you can (August for Columbus Day tournaments and late winter for Memorial Day Tournaments). Ask a parent to coordinate the housing for the team. For the 2005 Wall tournament, I found the motel we stayed at in and made the arrangements in June, but told each family member to call and make the reservations themselves (I didn’t want the charges on my credit card). Every week or so I would check in with the Motel to make sure everything was okay. The same happened for the Memorial Day 2006 Weekend. A list of New Jersey tournaments can be found at http://www.njyouthsoccer.com/travelntourn/tourn_list.htm . If you are a lower flighted club, I would highly recommend the Pocono Cup Tournament (http://www.poconocup.com) for Memorial Day weekend. 

g) Monitor the Northern Counties website : (http://www.ncsanj.com). Make sure your coaches know about upcoming events or meetings. For example there is a mandatory coaches meeting before each season. If the coach can’t go, a representative from the team must be present. Also check the Maroons website for news information. (http://www.maroonssc.org).


h) If you have any changes to your team (additions or deletions), you must have those changes approved by the Maroons and then the state. Talk to Doug Wamsley (wamsleyd@msn.com) about the forms you need


i) Check and make sure all players have uniforms that fit (again this could be a job that a parent coordinates for the team). Remind everyone that Uniforms can be found at the Soccer Post in Franklin Lakes (http://www.soccerpost.com/Franklin-Lakes/index.html). 

During the Season:


a) As soon as its posted (late August for the fall season and mid to late March for the spring), direct all your parents to the NSCA schedule webpage (http://www.ncsanj.com/asp/Games_Sched_Menu.asp)  and teach them how to find out your team’s schedule. Also make sure they know how to find the directions for the fields you will be playing on. Ask your team to let you know of any conflicts.

b) About the same time, the Maroons will post the practice schedule for that season. Let all your families know what the schedule is and ask for conflicts so your coaches know who is or isn’t available.

b) Tell them about the Maroons hotline number 201-612-1281 – and tell them to put it in their cell phone memory. This message will be updated at any point Ridgewood closes its fields. This will save you from having to make 12-18 phone calls every time the fields are closed and should also save you some of the 6am “is there a game/practice today?” phone calls. 
c) for away games, the Northern Counties website has a message board that will list cancellations as soon as they know about them. (http://www.ncsanj.com/asp/Forum/Forum_Main.asp). Direct your parents to this link and tell them to click on NCSA Corner for info.

3. Before/During a game:
a) During the week before the game, email/call the coach of the other team to:


1) Confirm the location and time of the game


2) make sure there are no color conflicts (the home team gets to choose color)


3) get and give a contact number in case of emergency.

My typical email was : “Fran, just confirming our game on Sunday the 26th at 12pm at Somerville field in Ridgewood. We will be wearing our Maroons shirts. You can call me at 888-888-8888 if you have any problems or questions. Let me know if you need directions…. Thanks Rob”

If you’re not sure, I would also check and see what type of field it is, grass, new “fieldturf/Astroturf”, old Astroturf. Once when I saw on a schedule that a game we had in Newark was on turf (sometimes the directions tell you) I assumed that it was a new style of Astrotruf only to get there and find it was the 1970’s version which is basically plastic on cement. Had I known I would have told our kids to wear sneakers and something protective on their legs to avoid rug burns. Its that old line about “when you assume”… 

e) Download a copy of the Northern Counties Match Roster (http://www.ncsanj.com/Download_Service.htm) and fill out before each game. I would make a template with all your kids, their uniform numbers and pass numbers (and coaches) and then go back in and include the date and game information as needed. You must bring two copies of this form to each game. The referee uses them to check everyone in and then gives a copy to the other team. She should also then give you a copy of your opponent’s roster. If not, please let your division commissioner know.

e) Make sure there is extra water at every game, especially in the spring. I normally bring a cooler of water with us, but one game I had to run to the corner store to buy gallons of water because it was 95 degrees outside, the sun was blazing, and the kids were coming off the truf field complaining that their shoes were burning.

f) A day before any home game check (or ask your field representatives to check) the game schedule on the Northern Counties website (sort the games by field) to see if your game is the first or last game on that field that day. If it is, your team is responsible for setting up the goals. Remember you must have the goals secured.
g) Your field reps need to look over the field before every game and practice, it is each team’s responsibility to make sure that the fields are safe and the goals are secure for our children. If a goal is not properly secured do not play the game. God forbid something should happen and a goal tip over….

h) Make sure someone (coach/treasurer/you) has the referee fee for every game. For all full sided teams, go under the assumption that there will be a Center Referee and two Assistant Referees (linesmen) at all games. Each AR receives ½ the fee that the Center Referee does but if someone doesn’t show, you are not obliged to give over all the money. My idea would be to prepare three envelopes beforehand and give them out as needed. Many of the ref’s don’t have change and it just makes life easier. Hand the envelope(s) over with the roster.


1) In the event a home game gets rained out and you are the first game on that field, you must have someone at the field to meet the ref. You don’t have to pay them the full fee, but you do need to give them a travel fee (which was $25 in 2005). Also if a game gets moved or changed at the last minute, the home team is responsible for having someone at the old field to let the ref know of the change.

i) After each game that you win or tie (if the home team), you must report the score to the league. Depending on how they want to receive the info, email your commissioner right away (someone must have a blackberry), or plug their number into your cellphone and call them before you leave the field. You must include all the information on the schedule (game #, time, field, date, home team, visiting team, score) etc.

j) Download a referee evaluation form (http://www.ncsanj.com/Download_Service.htm) and submit after each game. The league wants to know about their referees – good and bad. Unless there is a factually bad call, don’t write and complain about judgment calls, you will not win. However there is other information on the form that is helpful to the league in evaluating the referees. It is also your only opportunity to get your side in should a card be issued to any player or coach.

k) In the event of any problems at the game (yellow or red card, injury, fight, or other problem) please report it to the Maroons that day.

Misc Notes:

1) Make sure you and the coach know what the combination is for the goals and lights on the field. Also keep a flashlight with you for late practices where the lights aren’t on but you can’t see the combination. Please remember it is your responsibility to secure the goals used during practice and to put them back after your done. This is especially true during the spring.

2) Give your coach(es) a copy of the FIFA laws of the game and the Northern Counties Rules of Competition (http://www.ncsanj.com/rules.htm) and make sure they come to each game. You never know what a referee is going to come up with. We had a ref last fall who, while we had the ball and were attacking, stopped the game to attend to an opposing player who was hurt, then restart the game by giving us an indirect free kick (should have been a dropped ball). I’ve also seen a ref call a penalty in the penalty box, and award an indirect free kick instead of a penalty shot). I don’t expect the admins or the coaches or parents for that matter to be arguing with a ref, but give the coach the backup he needs.

3) Have suntan lotion and bug repellant with you at games/practices.

4) If you have a tent, they are great in the heat to keep the sun of the kids not playing.

5) The other thing I have used that’s great are pump spray cans which I guess are used at home for weeds- but I just took a new one and filled it with water. This way the kids can get cooled off while their on the bench but you can also get kids on the field when needed. 

6) It should go without saying that the Medical release forms should be with someone who is at every game and practice. The worst injury on our team (broken ankle) occurred during a Wednesday night practice with no parents around. Fortunately we had the form (and our contact list) and were able to start treatment at Valley before the parents arrived.
