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P.A.S.A. F.C.

Manager's Guide

The following is a guide for managers of P.A.S.A. F.C. teams. There are many things for managers to do, we wanted to list them and describe them to help managers along. If you have any questions not covered by this guide email Carol Moriarty at thm808@comcast.net among other responsibilities listed below a manager is a liaison between coach and parents and also between parents and club. Managers attend Coach/Manager meetings and are privy to information about how the club functions. All managers will be included on the 'Coaches and managers' email distribution list. There are many functions for a manager but basically we hope they can expedite the flow of information, answer parents’ questions and help keep things organized. We would ask managers, as we do coaches, to return phone calls or emails asking questions within 24 hours. If there is an issue you can’t deal with personally we would suggest that you get help from the coach or a member of the Board of Directors, whichever is more appropriate. 

BASIC RESPONSIBILITIES 
· Attend coaches and managers meetings as scheduled by P.A.S.A. F.C. Director of Coaching. 

· Assist coach when needed with general team communication by e-mail i.e. practices, games, scrimmages, tournament updates (phone calls may be required) 

· Promote and give information to team families about P.A.S.A. F.C. events. 

· Check Maple, P.A.S.A. F.C. and tournament websites regularly.  
·  Be the team liaison to the clubs website PASAACADEMY.COM. Supply recent team pictures, team lists (no last names use 'Mia H. #9' to describe players). Supply other team specific information, stories, news... Keep your team’s page current. Attend and assist at P.A.S.A. F.C. Registration Night 
· Create a team notebook (use a 3 ring loose-leaf binder with page protectors) that has in it player birth certificates with highlighted birth dates, notarized medical release forms (for most ease put a players birth certificate and medical release forms back to back in the same page protector alphabetically) and copies of the current signed team Roster. Once you have done this for the first time it only involves adding new players and dropping others. Add a permission to travel form to your notebook. Add anything else that you might need such as a list of cell phone numbers, schedules, directions etc..
YEARLY RESPONSIBILITIES 
After P.A.S.A. F.C. tryouts and team selection, you will need to: 

Follow up with your team. Make sure all players chosen at P.A.S.A. F.C. tryouts have registered and ordered uniforms. 

· When uniforms arrive the team manager is responsible to distribute them. 
· Create a team communication list. Include player’s names and uniform numbers, parent’s names and addresses (both street and e-mail), telephone numbers (home, cell, and work). Print out copies for all families and coaches. Add new players if need be as the year continues. Update your team when that occurs. Periodically check with your team. Send an e-mail requesting any changes. 
· Create from the above team communication list a smaller travel cell list. This has proved invaluable during travel! 

When New Players are added: 
Very important, communicate in advance with P.A.S.A. F.C. Registrar and President about any players being added or dropped. 
When a player is added managers need to make sure that the added players provide a 
1. Photo for passcard 
2. Sign a passcard (must be signed on back exactly as it is printed on the front) 
3. Birth certificate 
4. Order a uniform 
5. Provide a completed and notarized medical release form. 
6. Player transfer form must be completed if leaving another club midseason. 
7. Make sure the new player is affiliated with MYSA, if not notify club Registrar. 
8. Help with the new players and parents orientation (schedules, introductions, etc.) 


TOURNAMENT RESPONSIBILITIES 
· Tournament application (use information from team historian). Manager and coach should decide who will do the application. 
· Hotel reservations. Keep a list of the credit card information of all families (**Keep total privacy with this info**) Hotel reservations sometimes must be made directly through the tournament. Make the reservations early. Check the cancellation policy so that if your team is not accepted or the tournament is postponed or canceled the families can cancel. 
· Airline reservations may be needed depending on travel destination. Research that, assist with flight reservations, car rentals. 
· 'Guest' players need a player card that is signed with photograph, medical waiver and uniform. See to this well in advance. This is especially true for summer tournaments after new players are added after tryouts. It can be difficult to get all these needed items together quickly so plan ahead. Double and triple check to make sure that all paperwork is in order and all players have a uniform and passcard well in advance. 
Tournaments typically require: 
Signed official rosters 
Medical release forms 
Passcards 
Permission to travel if out of state. 
Permission to travel (for out of state travel) 
Go to the MYSA website @ www.mayouthsoccer.org 
Click on 'Mass e-travel' system. You can get instant approval for travel. You submit your information on-line and then you will get instant MYSA approval in the form of a certificate. You then present this form to the tournament you will be attending. 
· Inform parents of the tournaments website 
· Send directions to hotel and then from hotel to field sites. 
· Send game schedules for tournament. 
· Collect from parents tournament fees if it is an 'extra' tournament. Columbus Day and Memorial Day tournaments are usually prepaid. If the club has advanced the tournament fee for your team (ask Treasurer Jay ?? about this) you must repay the full amount he fronted. This should be collected either prior to or at the tournament, the club should be repaid no later than the Tuesday following the tournament. 

If in need of uniforms for guest players the club has some. They can be secured through Manny Batista at Socrfam5@aol.com. They must be returned clean immediately after the tournament to 43 North Road Westford, MA. 

The above applies to indoor tournaments as well. 

P.A.S.A F.C. has a policy which directs that the team attending an 'away' tournament (one that requires overnight stay) must pay for the head coach' hotel stay. Determine the amount, including taxes, collect it from parents at the same time as the tournament fee is being collected (if not a Columbus Day or Memorial Day) tournament and give it to the coach. This is typically done at the tournament itself but could be done in advance. The coach must get himself/herself to and from the tournament on their own. 

The coach and team manager need to communicate and agree in advance who will be registering the team for the tournament. Sometimes it is done at tournament headquarters or at the field before the 1st game. Check tournament website to be sure. 
OTHER RESPONSIBILITIES 

The following tasks may be delegated to others if you choose: 
· Team Historian. Record all scores and opponents, both Maple and all tournaments-this is very important as many tournaments require very detailed information for your application. 
· Website Coordinator This involves sending photographs and information about your team for inclusion on the Club website. 
Thanks for taking on this job. Coaches are important to a team’s success for obvious reasons but managers can be equally important for more subtle reasons. The more the manager can resolve potential conflict, ease the flow of information and make the team’s environment harmonious the better the atmosphere around the team will be and the results of that may very well be reflected both on the field and in the number of smiling parents and players and coaches. Your efforts will be very much appreciated by many. 
