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Becoming a Manager 
Becoming a team manager is a great way to get involved in your child’s hockey experience. 
There are many task that need to be completed over the season but don’t be overwhelmed.  

The team manager should DELEGATE 

Your role is to facilitate the team activities not to do all the work yourself! 

Coach Responsibilities Manager Responsibilities 
Set the overall tone for the team’s 
season 

Organize the team 

Decide on the level of ice time and 
number of tournaments 

Submit paperwork as required 

Set and answer questions about ice 
time, play, team rules, coaching 
philosophy 

Organize things to make the logistics 
of the team run smoother 

Ensure parent participation Delegate work to parent volunteers 
 

Team Manager Checklist 

As soon as possible after the team is determined: 

1. Meet with the Coach 
 Understand coach’s expectations for the team 
 Discuss preferred methods of communication between coach & manager 
 Set a rough draft budget for the team based on expectations for fundraising and 

player contributions  
 Set a date for a team meeting and communicate that to the team 
 Set the agenda for the team meeting  
 Is the team using name bars? 
 Check SMHA calendar for dates and events such as coaching certification 

deadlines, etc 
 Who will manage the jerseys? 
 How will the coach assign numbers? 
 What happens when two players request the same number? 
 Attend SMHA coaches/managers meeting  
 Attend the Aces coaches/managers meeting 

 
2. Contact the Families 

 Send out information and agenda for the team meeting 
 Send coach contact information to all parents 



 Prepare parents to volunteer with information on tasks that will require parent 
volunteers 
 

3. Team Meeting 
 The main objectives of the team meeting are: 

i. Coach sets expectations for the season and shares team plans 
1. Note: Share and reinforce the importance of the 48 hour, cooling off 

period if there are any incidents 
ii. Manager delegates task to parent volunteers 

iii. Manager collects completed forms 
1. Medical – Player 
2. Parent Code of Conduct – Parents 
3. CRC – Coaches 

iv. Determine parent commitments on tournaments: 
1. Hosting one as a fundraiser? 
2. Local or overnight trips? 

v. Share draft budget and allow time for discussion with parents 
vi. Collect team fees based on budget  

vii. Don’t leave the meeting without people to fill all volunteer positions 
viii. Name bars: 

1. Will one person purchase them? 
2. Will one person arrange to put them on? 

ix. Agree on whether or not to host a tournament: (this can be a great fundraiser) 
1. Tournaments typically raise quite a bit of money 
2. Your team doesn’t pay registration into the tournament 
3. Parents volunteer commitment is absolutely required to make the 

tournament run smoothly 
4. Offers good team bonding time 
5. Provides an opportunity to run a tournament to suit the level of your 

team (teams from smaller towns are not tiered so they may enter a tier 
2 tournament but have tier 1 players on the team which can be 
discouraging to city teams whose players are generally the same 
calibre) 

6. Find a committee chair and ask for other parent volunteers to help 
 Will the team fundraise? 

i. What kind of fundraisers and how many? 

 

 

 



 

Fundraiser Approximate Funds Raised Commitments 
Bottle Drive $1,000-$2,000 Parent drivers 

Parent sorters 
Parents to take bottles in 

Steak Night $1,000-2,000 Parents need to sell additional 
tickets 
Volunteers to collect 
contributions for prizes and 
silent auction 
Parent volunteers to sell 
50/50 tickets and manage 
draws & auction 

Raffles $2600 - $5000 Parents to collect raffle items 
(gift cards, drinks, food) 
Parent to create tickets 
Parent to create the raffle 
baskets  

 

Team Volunteer Tasks 
(not all volunteer tasks are needed but can help lighten the Managers role) 

1. Treasurer 
a. Collect team fees 
b. Sets a budget with the manager 
c. Accounting, track individual accounts, templates available 
d. Set up a bank account: 

i. Requires team letter  
ii. Decide if 1 or 2 signatures are required  

 
2. Scheduler 

a. Communicates SMHA schedule 
b. Adds in tournaments and extra practices, zone player/goalie development 

sessions, events 
c. Creates time keeper/box schedule rotation 

 
3. Tournament Planner 

a. Books tournaments, hotels, team meals, bus 



b. Register early!  Many overnight tournaments will be full before the team 
meeting occurs. 

c. Check the list of sanctioned tournaments on SHA 
d. Check Regina Minor Hockey Assoc, Moose Jaw Minor Hockey Assoc, 

Lloydminster Minor Hockey and OTHER sites for listings.  Most cities have 
minor hockey sites. 

e. Before committing to the tournament, check hotel availability in the 
community. 

 
4. Tournament Organizer 

a. Book ice early 
b. Register any raffles for SLGA grants before the tournament.  Complete 

SLGA accounting form at the end of the tournament.  GRANTS are a great 
way to supplement your tournament income, register your raffles!  Grants 
are only processed when you complete the easy accounting form! 

 
5. Clothing – try to use sponsors when possible such as Al Andersons or Olympian 

Sports 
a. Work within team budget. Choose one team item. Decide if it is included in 

the budget or parents will pay for their own 
b. Get samples for players to try on 
c. Review your order carefully! 
d. For player safety and privacy, do not include first names on gear.  Consider 

initials.  It stays the same year to year. Something you can discuss with 
families 

e. Every decal/logo costs more. Local suppliers will have Aces logos on file for 
use 

f. Decide if the team is ordering team socks  
 

6. Photos 
a. Book early but make sure you have your jerseys 
b. Best to do at the start of a practice if on ice 
c. Decided whether you want them on ice or not? 

 
7. Social Coordinator 

a. Some teams book gym time early in the season to work on some positioning 
without using valuable ice time (good team building) 

b. Coordinator can book the gym and communicate with team (or through 
coach/manager) 

c. Arrange any snacks, etc. 
d. Ask parents if any are teachers with access 
e. Catholic School Gym booking contact 
f. Public School Gym booking contact 
g. Elim Church 



h. Most teams hold a party at the end of the year to celebrate the season 
i. Depends on budget and age of players 
j. Ideas: 

i. Bowling (easy as they do everything for you, not expensive) 
ii. Rent a room at a hotel with a waterslide  

iii. Mars Mini Golf (they serve food and have a party room) 
iv. Paintball (longer time commitment, easy to organize, better for older 

players) 
v. Lazer tag 

vi. Swimming at a civic centre 
vii. Parents vs kids hockey game 

k. Most teams hold a parent party  
l. Ask the team for a parent volunteer to host 
m. Potluck/BYOB 
n. Arrange for a parent room for out of town tournaments 

8. Blades & Huskie games 
a. Arrange dates & tickets with Blades and/or Huskies 
b. If you would like your team to participate in intermission games for U7, this 

needs to be booked ASAP 
c. Blades and Huskies have great team options as well  

 
 


