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Introduction 

Stoney Creek Girls Hockey Association Mission Statement 
Our mission statement can be summed up in four words, “Hockey is for kids.” At the house league level our 
focus is on developing the skills of all players and teaching them to respect their teammates, their 
opponents and the officials. This will ensure that they enjoy the sport and benefit from being part of a team. 
 

The purpose of the SCGHA is to organize, develop and promote girls and women to play female hockey in 
the City of Hamilton including: 

a.) The opportunity for all females (from the ages of 4 years to 20 years old) to participate in 
recreational house league hockey, and  
b.) The development of and participation in competitive representative ice hockey. 

 

The values of the SCGHA are Fair Play, Fun, Excellence, Respect, Good Citizenship, Integrity, Honesty, 
Equity, with a strong focus on FUN. 
 

The continued success of this program is the primary goal and its executive members. Equal ice time, 
positive reinforcement and emphasizing the learning opportunities associated with winning and losing 
games are essential components of the program. 
 

As coaches you have a key role in delivering the hockey experience that the children in our community will 
benefit from now and in the future. 

 

Purpose of the Team Manager Manual 
This manual is intended to assist the team manager, in all divisions of the SCGHA, perform their roles in a 
consistent manner and to excel in their administrative functions. It is also intended to assist volunteers and 
team members understand how the SCGHA House League hockey program is organized and to ensure the 
hockey programs operate to the benefit of the players involved. 
 

The Team Manager is a central figure in creating the flow of communication – not only within the team, 
which is inclusive of the players, parents and coaches, but between the team and all support systems such 
as the Stoney Creek Girls Hockey Association (SCGHA), Division Managers, League Managers, other teams, 
referees, officials, etc.  
 

Simplistically, a team is like a small business with the Head Coach being the CEO and the manager being the 
CAO. Ultimately, the Team Manager is responsible for ensuring all the off-ice tasks are completed. This 
does not mean that the Team Manager completes all the duties; he or she is entrusted to ensure that it is 
completed in a timely fashion and is also allowed to utilize members of the team via delegation. 
 

Also, it should be noted that some of the Team Coaches will take on some of the activities that the Team 
Manager is normally responsible for overseeing. 
   
By taking on the operational aspects of the team, the Team Manager enables the Head Coach to focus on 
player development, on-ice instruction and to provide the players with a rewarding hockey 
experience/season. 
 

This manual provides information to aid Team Managers in the smooth operation of the team, by 
discussing the need to delegate and by identifying key topics that the Team Manager will need to address.  
Numerous appendices including samples, templates and references to SC website are included to assist the 
Team Manager in pre-planning and organization. 
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Confidentiality 
Team managers are reminded that any information you may learn or generate about parents and players 
throughout the course of the season must be kept in the strictest confidence. This includes, but is not 
limited to, information contained in registration reports, medical information sheets, incident reports, injury 
reports, player statistics and both pre-season and end of season player evaluations.  When sending out 
emails for wide distribution, please enter email addresses in the “BCC” line of your email message in order to 
maintain, as much as possible, confidentiality. 

 

Incident management 
Occasionally the SCGHA will be required to be informed about serious problems such as injury, abuse, or 
safety concerns.  Please ensure that you direct all types of instances to the convenor and/or Board of 
Executives. 
 

Record keeping/distribution 
The Team Manager is the keeper of the Team’s (player and coaches) personal information. At no given 
time, does anyone ever know when a specific piece of information is needed; therefore, it is best practice 
for the Team Manager to create a binder/folder of forms and handouts that can be taken to meetings, 
games, etc. to keep data easily accessible. 
 
Documentation will have to be completed following all games as well; therefore, it is also a good idea to 
have extra forms on hand. The Team Manager will want to become familiar with hockey terminology and 
acronyms to aid in reading and filling out forms properly. 
 
Documents to include in a binder: 

 Roster 

 Contact lists 

 Player medical forms (in a confidential folder within the binder) 

 Forms (game reports, injury reports) 

 Schedules (practices, games and parent volunteers) 

 Notices/memos 

 Arena information 

 Committee updates 

 Current financial information 
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Required Team Bench Staff 
Minimum Requirements 
Every SCGHA House League team must have a certified Head Coach, Manager and Trainer at a minimum. 
Each team may also have up to two additional bench staff who are either certified assistant trainers or 
certified assistant coaches. 
 
All staff are expected to conduct themselves in a professional manner, with consideration and with a spirt 
of cooperation with all persons involved in the hockey arena.  Personal misconduct, such as cannabis 
usage, will not be condoned and could result in suspension or severe penalty (removal).  In keeping with a 
safe place for players and staff, the use of cannabis as per the Canada legalization act, is strictly 
prohibited. 
 

Certification Requirements 
House League Head Coaches, Assistant Coaches and others assisting on the bench must be properly 
certified before going on the ice or behind the bench. Certification is vital to ensure that players are 
consistently coached to play hockey safely, to enjoy the game, and to develop their skills as well as a better 
understanding of the game of hockey. Certification is also important for the SCGHA to meet its insurance 
requirements. See Appendix 2. 

 

Coach Role 
The role of the coach is to find ways to teach and motivate the kids and to generate excitement and 
enthusiasm for hockey in his/her players. As a coach you will be an instructor, advisor, supporter, fact 
finder, motivator, and overall “fountain of knowledge.”  See Appendix 3. 
 
In order to be a successful hockey coach you will need to develop many skills. These include: 

 how to communicate effectively with your kids; 

 understand and implement appropriate teaching methods; 

 understand the capabilities of growing children; 

 assist players to develop new skills; 

 promote the SCGHA’s philosophy of safety, fun and skills development rather than obtain the 
win and/or goal. 

 work effectively with manager to complete administrative duties (See Appendix 8 – Sponsorship 
letter and Financial Institution documentation.  See Appendix 9 – Tax Receipt Sample.) 

 
You will also need to: 

 attend all games and practices, or arrange for a properly certified replacement; 

 prepare a practice plan in advance of each practice so that your team’s practices are run 
effectively and the ice time available to your team is used efficiently. See Appendix 10. 

 understand and be able to complete the role/tasks of Manager. 

 schedule team/parent meetings when required (i.e. .discuss upcoming tournaments).  (See 
Appendix 4) 

 send communication via email.  (See Appendix 4) 

 understand and be able to balance/present balanced budget (See Appendix 17). 

 assign a parent liaison/representative for the team. 
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Manager Role (non-skating volunteer position) 
A house league team Manager is responsible for: 

 monitor GHGHL website for any updates/inputting game information.  See Appendix 15. 

 maintain team record keeping (See Appendix 5) spreadsheets for team and coach rosters. 

 completion of the game sheet prior to each game; (See Appendix 14) 

 collecting jerseys to have player/sponsors(s) names placed on them once the team has been 
finalized; 

 obtain team bank account (See Appendix 8) and any financial payments for team expenses. 

 assist in obtaining team sponsor(s) (See Appendix 8) 

 being the timekeeper or recruiting a timekeeper for all games for which the team is designated 
as the home team; 

 gather medical forms (See Appendix 11) 

 assist the Head Coach with other team matters as necessary (i.e. communication to team). 

 schedule team/parent meetings when required (i.e. .discuss upcoming tournaments).  (See 
Appendix 4) 

 send communication via email.  (See Appendix 4) 

 understand and be able to balance/present balanced budget (See Appendix 17). 
 

Trainer Role (non-skating volunteer position) 
A house league team Trainer is responsible for: 

 helping with bench management during games; 

 being present at team practices, whether on the ice or not; 

 ensure medical forms are up to date and filed in medical bag (See Appendix 11) 

 acting for more than one team during a game if needed. 
 
A fully certified trainer must be available at ice level for every game. There may be additional certified 
trainers who volunteer with the SCGHA as well and who may be available for games.  
 
Providing a first aid kit: 
The coach/trainer must keep the first aid kit and make it available during all games. If supplies are used 
during a game, please replace the items and submit receipts to team manager for reimbursement from 
team budget. 
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Parent Communications 
There are two parent audiences that you may be required to address as an audience.  The website is an 
excellent resource for both groups (www.scgha.com or www.scgha.com/page/show/608793-contact ).   If 
you cannot answer questions or are in need of further information, please speak with your coach(es) or 
determine if you are required to send an email to your conenvor for assistance. 
 
Parents of Younger Players: 
These parents may be new to hockey and the SCGHA. They will require more detailed information about 
how the SCGHA operates and their responsibilities as parents as well as the roles of the coaching staff, 
conveners, referees and officials. 
 
Parents of older players: 
These parents may be familiar with the hockey routine after several years of involvement but as their 
children mature and become more independent will need to understand their responsibilities to ensure that 
the game is played in a safe and fair-minded manner. 

 
Communicating with parents: 
Team managers/Coaches will be provided with information that may require distribution to players, parents 
and team members. They will also need to communicate schedules and other information specific to players 
and parents in their division. The convener will provide the coaches with a list of player email addresses and 
phone numbers. This personal information MUST NOT be redistributed for any purpose. Team 
managers/Coaches MAY NOT use parents’ contact information obtained from the SCGHA for other than 
SCGHA-related communications. 
 
Communication methods can be in various forms:  email, Team snap, Sports Engine, etc.  Some methods 
are associated with an extra expense to the team; therefore, will be removed from the team’s budget. 
 
Team Meetings with parents: 
A formal communication method, amongst a team, are Team meetings.  Team meetings are an essential 
aspect in the development of the team and they encourage participation from all members. 
 
An initial meeting, could be referenced as a “meet and greet”, should be set up shortly following the 
formation of the team – for many, this will be the first time they meet other players, parents and coaching 
staff. Ideally, the manager should be in place before the initial team meeting, which should also discuss the 
seasonal plans and preliminary budget.  The initial meeting should be hosted/chaired by the Head Coach.   
 
In order to maintain a chaired meeting on time, an agenda (provided prior to or at the beginning of the 
meeting) will keep the meeting on track.  During the meeting discussion topics can include: (to assist all 
parents to understand) the commitment, both time and financial (including tournaments), up-front and 
before the season commences. See Appendix 4/17. 
 
Also, the importance of different rolls within the “team”; volunteers; team rules and safety should be 
introduced for discussion. There is so much information to discuss at the beginning of the season, so it is up 
to the Head Coach to lead this meeting, ensuring that the group stays on topic and does not exceed any 
time restrictions. 
 

Be sure that minutes from the initial meeting are taken and distributed to parents. These minutes may be 
useful when dealing with disputes or concerns later in the season. As well, have extra copies of any 
handouts or forms that need to be circulated to parents and players (i.e. Fair Play Codes). Having 
information in handout form for parents to take away will assist with the retaining of dates and details. 

http://www.scgha.com/
http://www.scgha.com/page/show/608793-contact
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Once the first meeting has taken place, team meetings can be set based on the team’s need and desire for 
more meetings. If necessary, sub-committees will form following the first meeting as well. Every Team 
Manager must delegate, it would be virtually impossible to perform all tasks alone. However, the Team 
Manager should be aware of or involved in the operations of these sub-committees and should pass along 
updates to the rest of the team. Should a volunteer not carry through with their tasks, this supervision and 
monitoring will ensure the problem is caught early on and dealt with based on team policy. Many of the 
duties covered in this manual will can be carried out by the parent volunteers and not directly by the Team 
Manager. 
 
A basic outline for the ‘First Parent Meeting’ is included in Appendix 4. Many of the topics listed in the 
outline will be discussed in more detail throughout the following sections of the manual. See Appendix 4. 
 
Volunteers – Recruitment/Delegation tasks: 
The most important item the Team Manager can complete during the season is to delegate!  It is almost 
impossible for a Team Manager to do everything without some help from their team. Not only will the 
Team Manager’s stress levels decrease, but having parents take a “hand’s on approach” with their child’s 
team, will increase communication among the parents and create a strong parent base which will result for 
a strong team. 
 
Most parents will be prepared to volunteer in some capacity but a good bench mark for any team, is to 
have at least each family take on at least one role. Training, may be required for some positions; therefore 
some parents may have some restrictions. The Team Manager should set up training sessions at the 
beginning of the season for the various positions (i.e. time keeping or operating the clock).  For example:  
the training could take place during a team practice for the game score keeping in order to avoid the need 
for additional time at the rink. 
 
Additionally, the Team Manager will want to ensure that the volunteers (and players) are in a safe 
environment when performing their tasks. Police checks can be used to help identify which person is right 
for which position; this is especially important when volunteers are working closely with minors or with 
large sums of money.  
 
The Team Manager will need to collect any required police checks. Please note: written consent must be 
provided by the involved persons before a report can be obtained and that there will be a fee associated 
with processing the report. Information on how to obtain a police check can be found under the Canadian 
Criminal Records Information Services Section of the RCMP website (www.rcmp-grc.gc.ca).  See Appendix 2. 
 
Once committees and areas of responsibility have been determined, the Team Manager should circulate a 
schedule and a parents’ contact / responsibility list to all parents. This could help resolve disputes later in 
the season, and helps direct information and ideas to the proper party.  
 
It is good practice, to have “back-ups” if the scheduled parent is not available.  These individuals should be 
a veteran to the position or have some experience.  Game volunteers or shift-work roles, should be 
considered roles that can be swapped or replacements to be found on their own to avoid undue stress. 
 
Although the role is defined, the Team Manager should be prepared on occasion to fill in when someone 
has to cancel. If people are consistently not fulfilling their roles, the Team Manager will need to ‘step in’ or 
find a permanent replacement. 
 
Parent Volunteer positions may include: 

http://www.rcmp-grc.gc.ca/
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 Jersey Care (if applicable) 

 Games Volunteers (time keepers, den mothers) 

 Post-Ice snacks (if applicable) 

 Phone/Communication (Phone Tree) 

 Tournament volunteers 

 Fundraising /Social / Event Committee (celebrations, photos, etc.) 
 

Team Contact List 
The Team Contact list should be distributed at the beginning of the season to encourage open 
communication within the team. It is a good idea to have extras on hand for parents who have lost their 
copy or to be able to easily look up a player should they need to be contacted on short notice, for example: 
to track down why a player is late for a game. 
 
If the Team Manager must ensure that all information is approved for distribution by parents.  It is 
important that the Team Manager respect any privacy regulations. This is true when dealing with any 
form of personal information. See Appendix 5.  Prior to distribution, the Team Manager will want to 
ensure that a team email protocol or process has been developed that is agreed to by everyone; this will 
help prevent negative comments and gossip. 

 
Collecting Emergency Contact Information: 
Since parents may not necessarily be at the arena during all practices and games, they are obligated to 
provide emergency contact information, as well as, information about any existing medical conditions that 
their child may have. Medical Information Sheets will be provided to the coaches by the SCGHA. They need 
to be distributed to each team, completed by the parent, and then collected. The coaches/trainers must 
then bring these sheets to each game.  See Appendix 11. 
 
Contact Lists (Parents’ Contact / Responsibility List) 
Having the parents’ contact / responsibility list available can aid the Team Manager during disputes by 
acting as an outline for where responsibilities lie. Distribution of the list at the beginning of the season 
allows it to be used by other team members to contact the proper party with questions or ideas, without 
first having to direct everything through the Team Manager. 
 

Code of Conduct 
The SCGHA has a responsibility to maintain discipline and order. We appreciate the efforts parents make to 
expose their children to the sport of hockey. 
 
The Team Manager and the team’s coaching staff should discuss team rules and safety procedures at the 
beginning of the year with both the players and the parents (preferably at the first parents’ meeting). A 
copy of the rules should be signed by the coaches and circulated back to the team. The most important 
thing to remember when dealing with team rules is to be fair, progressive and consistent! 
 
Further, the Team Manger and team needs to keep in mind that when dealing with minor hockey most 
players have other activities/priorities along with hockey, so conflicts and absences may/are to be 
expected. The level of commitment will vary with age, level of the team, etc. When implementing rules, 
explain the significance of the rule to the team and the consequence for not abiding by it. When enforcing 
rules, everyone on the team must be treated equally or team unity will break down. 
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Having a set code of conduct will ensure consistency when dealing with any team issues that may arise. The 
Code of Conduct should be discussed as part of the expectations for parents and players during the first 
parent meeting and a finalized copy should be distributed among all team members. It is a good practice to 
have parents and player’s sign a copy, showing that they are committed and will take responsibility for their 
actions should a dispute arise during the season. 
 
Parent Code of Conduct: 
Occasionally parents and coaches may forget that their actions are on display as much as their child’s. 
The following reminders can be used as required. This list can be posted in the dressing room or sent to 
parents to provide subtle reminders. 

 Applaud good plays. Don't dwell on bad plays. 

 Kids imitate their parents. If you behave badly, your child may follow your lead. 

 The stands are not a place to shout personal instructions. Your child likely cannot hear you and you may 
be contravening instructions provided by his or her coach!! 

 There is more to life than hockey. Encourage your child to participate in other activities. 

 Respect the coach's decision and abilities. Do not force your child to decide whether to listen to you or 
the coach. 

 Stress fair and sensible play. Nobody needs to get hurt because someone is not playing by the rules. 

 Stress the long-term importance of practice over the short-term excitement of games. 

 Keep things in perspective. The odds of your child making it to the NHL are pretty slim and even if they 
do make it, good character will serve them well. 

 Stress the importance of the team. Every player has something valuable to contribute to the team. 

 Never lose sight of the fact that you are a role model. 

 Winning probably means more to you than it does to your child! 

 Don't yell if your child makes a mistake. Point out what they did well. Positive reinforcement goes a long 
way. 

 Take time to learn the rules of the game. That way, if you insist on discussing an aspect of the game 
with a representative of the SCGHA, at least you will know what you are talking about. 

 Remember that coaches, conveners, administrators, and board members are volunteers. A "thank you" 
every once in a while is often reward enough. 

 If you have a serious issue to discuss with your child’s coach or the convener, wait 24 hours and then 
send an email message or make a phone call. A cool head and some perspective will allow you to 
provide a more compelling description of the issue. 

 Do not address the referee directly. Only the conveners may talk to the referee with regard to the 
game. If you have a complaint, wait 24 hours. If it is still an issue, contact your convener. 

 Utilize the SCGHA parent liaison in these types of situations. 
 
Disputes 
There may come a time where a Team Manager will have to act as a liaison between the team parents and 
coaches to resolve disputes.  This role can also be a volunteer position accepted by another parent.  Any 
parent should be comfortable knowing they can bring concerns to the Team Manager or volunteer liaison 
for any reason - equal playing time, coaching tactics, harassment, etc.  
 
The Team Manager/liaison should work with the coach and parents to first try to resolve disputes at the 
team level. Open communication, consistency, and mediation by the Team Manager are key. If a dispute 
cannot be resolved at the team level, the Team Manager should contact their Association for the 
appropriate next step. 
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Dressing Room Etiquette 
Den mothers are assigned for older levels; whereas, younger players’ may have Den mother assist girls to 
dress or prepare prior to their games.  It is strongly suggested that coaches communicate this rule prior to 
practice and games.  

 
Please ensure that parents are advised that two Den mothers (parents) must be present in the dressing room 

at all times. 
 

SCGHA has a policy of no Males in the change room from the Novice age group on. 
 

Skate tying and other activities MUST be completed in the hallway. 
 

Non-SCGHA Team Events 
Hockey Canada insurance covers players participating in SCGHA games and practices. Teams wishing to 
participate in other non-SCGHA events, such as on-ice team parties, holiday skates, etc. must first contact 
the SCGHA to determine if Hockey Canada insurance will cover the event. If there is no Hockey Canada 
insurance coverage for the event, all players and parents must be advised of this and given an opportunity 
to decide if they want to participate in the event or not. 
 

The SCGHA hockey ends with the completion of the last SCGHA scheduled game or practice for a team. Any 
team event taking place after the team’s final game or practice requires the approval of the SCGHA for 
insurance purposes. To obtain this approval, send an email to your convenor with details of the proposed 
event and the SCGHA will consider your request. Unless approval is specifically given, the event is deemed 
not to be approved. 
 
Celebrations 
Team celebrations, planned or impromptu, are a great way to increase team spirit. The Team Manager’s 
role is to ensure that all team members are included in the event and that the team continues to act in a 
respectful and sportsman-like manner as long as they are representing the team in public. As well, if team 
funds have been committed to the event, the Team Manager will need to make any necessary payments. 
Other off-ice events for team building include Holiday parties, pizza parties, movies, bowling, gym training, 
swimming, etc. 
 
Year End Wrap-Up Party 
A year end wrap-up party is a great way to thank all the parent volunteers and coaching staff for their 
dedication and assistance throughout the year. The team may want to consider creating or purchasing a 
thank you card / gift for those volunteers that went above and beyond to help the team. A final financial 
report should be presented at the yearend (should be done even if there is no planned party), along with 
any rebates to players and the bank account should be closed. This brings final closure to the season. 

 

Photos 
The SCGHA Calendar of Events will show a date or dates for individual and team photos. Following this date, 
individual photo packages will be available for purchase directly from the photographer. Check the SCGHA 
website for details. All players and coaches will receive a team photo.  
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Player Information 
 

Full Equipment for Players 
Players must wear full hockey equipment at all times while on the ice. This includes a neck guard and it is 
strongly suggested to wear a mouth guard. Refer to the policy and procedure’s manual for detailed 
information on fitting and wearing hockey equipment. 
 
In order to ensure safety for all, please make sure that no one on the ice is wearing jewelry or chewing gum. 
If someone needs to wear a medical bracelet, it should be covered with a sweatband to reduce the 
possibility of injury. As well, long hair should be tied back, before putting on a helmet. 

 
Water bottles 
All players should be encouraged to bring their own clearly labelled water bottle with them to both games 
and practices. Lack of proper hydration can negatively impact a player’s performance. 
 

Mandatory Mouth Guards 
Players in all SCGHA divisions, it is strongly recommended that an ‘in-mouth’ mouth guard is worn, when on 
the ice. Mouth guards help prevent concussions and are not mandated by the OWHA.  
 
Off the shelf mouth guards are available at sporting goods retailers. Many dentists also provide custom 
fitted products for a nominal cost.  Generally, mouth guards maintain proper fit and protection for one 
season. They should be cleaned after every use and checked regularly for fit. 
 

Goalie Equipment 
The SCGHA can assist with goalie equipment at the start of the season. Goalie equipment can be picked up 
at the SCGHA Equipment Room by the Equipment Manager. Coaches must also return all goalie equipment 
borrowed from the SCGHA at the end of the season on the dates and at the times communicated to 
coaches by the SCGHA. A deposit amount must be provided by either parent or coach at the beginning of 
season for equipment.  Once equipment is returned and it is in satisfactory condition, deposit can be 
returned. 
 
It is the responsibility of coaches to ensure that this equipment is kept in good repair throughout the 
season. Should the goalie equipment need repair or replacement, coaches should contact the SCGHA 
Equipment Manager immediately. DO NOT attempt repairs yourself. Send an email to the SCGHA 
Equipment Manager, with your division, team name and details of the problem. The SCGHA Equipment 
Manager will look after all needed repairs. 
 
Goaltenders shall wear both a neck protector and a flap protector for throat and neck protection.  

 
Helmets 
Anyone who is on the ice at any time is required to wear a CSA-approved helmet and must have the chin 
strap fastened at all times. This includes parents, coaches and players and anyone else who is assisting with 
the practice. This is a requirement of the OWHA and failure to abide with this requirement can result in a 
suspension by the OWHA.  All players must also have a CSA-approved full cage or visor attached correctly to 

their helmet.    **Note** 

Helmet manufactures recommend that adhesive labels not be applied to hockey helmets. 

Please avoid affixing any sort of label to a player’s helmet. While the SCGHA uses temporary 

helmet labels for identifying players during evaluations, these labels must be removed by 

parents immediately following the completion of the evaluations. 
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Jerseys 

Distribution 
Team manager/Coaches should consider, if at all possible, not handing out jerseys at all until teams are 
balanced. In the lower divisions, as all teams are sponsored by Tim Horton’s, convenors/coaches should 
consider assigning team colours by a random draw rather than by coach or parent requests to maintain 
fairness. 

Jerseys must be handed out based on size, not based on a player’s favouriate number. If this is not done, 
then some players may not have a proper sized jersey. Additional jerseys are not available to 
accommodate allocation based on number rather than size. 
 
If games are being played before jerseys are distributed, (if available) pinnies can be used. Otherwise, 
coaches should instruct players on the home team to wear white jerseys and players on the visiting team to 
wear dark jerseys. 
 
If available, practice jerseys can be distributed to HL players.  This is determined per season and will be 
communicated at Annual Coaches Meeting prior to season commencing. 
 

Players’ Name Plates 
It is optional to have a player’s name on his or her sweater. Under no circumstances should the names be 
placed on the jersey prior to the final team balancing is completed and/or communicated. The cost of the 
name plate is not covered by the SCGHA and should be collected from the parents/sponsors directly. 
 
If jerseys are sent out to have players names added, it then becomes that team’s responsibility to have the 
jerseys returned in time for the next game or to provide a suitable alternative for their players, so as not to 
conflict with their opponent. This is not the convener’s responsibility! 
 
The Team Manager will be responsible for the care of the team jerseys, if needed (many teams will not 
have a team set). They will want to ensure that both home and away jerseys are present at all games and 
that additional markings, such as names, are added to jerseys only if allowed by team and association 
policy. A volunteer position can be created to delegate this responsibility to a parent who will organize 
jerseys, collect them after games and wash them between games. 
 
If Head Coach determines that each player is responsible for their own jerseys, the above is not applicable. 
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Medical Forms 
Team manager/Coaches are asked to have every player on his or her team complete a Medical Information 
Sheet as soon as possible after the start of the season so that the SCGHA has pertinent information which 
might be needed in case of an injury to the player.   See Appendix 11.  If a player or parent refuses to provide 
a completed Medical Information Sheet, please document the refusal and advise the convener as soon as 
possible. 
 
A player will not be given her team jersey until she has submitted a completed Medical Information Sheet to 

the SCGHA.  
 

These sheets are to be submitted to the coach/trainer and are to be kept readily accessible (during every 
game) should an injury occur to a player.  The Medical Information Sheets are to be kept strictly confidential 
by coaches, conveners and the SCGHA throughout the season. All Medical Information Sheets are to be 
returned to the SCGHA office by the convener immediately following the end of the season so that the 
SCGHA can shred them or the convener can confirm to the SCGHA in writing that the convener has 
shredded all Medical Information Sheets obtained for that convener’s division. 
 
Each player / parent should fill out a medical information sheet. While it is important for coaches and staff 
to review this information and be aware of any medical concerns, it is not likely they will remember every 
detail about every player. Having the medical sheets close can provide important information in the case 
of an emergency, as well as provide contact information for family physicians and emergency contacts 
when the parents are unavailable. Coaches also need to fill out the medical form. 

 
Social Media Policy 
The SCGHA and all persons affiliated, have an expectation that at any time, they act in a professional and 
positive manner.  In order to participate/represent in play for any team, player and parent/guardian are required 
to agree, sign and conform to the Social Media Policy.  See Appendix 11. 
 

Rowan’s Law 
The SCGHA requires, as per OWHL, prior to any player partaking on a SC team, she must sign the OHF Rowan’s 
Law Acknowledgment form, to acknowledge the review of the Concussion Safety (Ontario Regulation 161/19 – 
Concussion code of Conduct).  This must be completed on an annual basis and must be submitted to the HL 
convenor prior to any player advancing on the ice for season start practice or game.  See Appendix 11. 

 

A player will not be given opportunity to skate for SCGHA until she has submitted the completed Social Media 
Policy and Rowan’s Law Acknowledgement Forms.  

 

Injury log 
The use of a team injury log provides the Team Manager or Safety Person with medical updates based 
on injuries that take place throughout the season, after medical forms have already been filled out. The 
log ensures that the most current information is available should the needs arise, as well, the log may 
detail how to manage current team injuries (for example, does an injury require taping prior to a game?) 
and act as a quick reference to injury reports that have been filed throughout the season.  See Appendix 
13. 
 

SCGHA Incident Report 
In the case of an accident, a report must be submitted immediately following the incident or injury.  The 
reports are standard and can generally be obtained at the arena. Blank copies of the form should be kept 
in the Manager’s binder. Should an accident occur, it is easier to fill the form out at the time of the 
accident than it is to track down details afterwards. See Appendix 12.  
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Rosters 
Convenors will assign your team an OWHA Team Number.  This number is extremely important.  Full 
team rosters are required by October 15 of current season and prior to any games played.  Insurance will 
not commence until a full roster is approved. 
 
The following steps are required to be followed: 
 

 SCGHA require the coaches to fill in the Roster spreadsheet for their team.  See Appendix 6. 
 

 Submit the completed Roster Sheet to Registrar for Submission to OWHA. 
 

 The OWHA will return a Waiver (See Appendix 7).  The waiver must be signed by each player and 
respective Parent/Guardian. 

 

 Once fully signed, take a copy and leave the original in the SCGHA mailbox at Gateway arena. 
 

 An Official Roster will be returned to Head Coach.  This is used for submission in tournaments etc. 
 

 For reference purposes, the Official Roster must be kept with your Team Documents. 

 
Sponsors 
Each season, many local businesses and companies step forward to sponsor teams in each of the divisions 
of the SCGHA.  On behalf of the association and the team, a plaque is presented to the sponsor in 
appreciation of their support.  If the team chooses to do so, they can also support their sponsor(s) on their 
own via different methods. 
 
In order to obtain sponsors, documentation on letterhead maybe required.  See Appendix 8. 
 

Team Finances 
In order to obtain a bank account at a financial institution, documentation on letterhead maybe required.  
See Appendix 8.  The Team Manager is also responsible for the team’s finances; however, it is a good idea 
to appoint a Team Treasurer so that one individual is able to focus on this important area. The Team 
Treasurer is responsible for collecting, banking and distribution of all funds. It is important to identify 
a qualified Treasurer as the need for proper budgeting and accurate and timely reports is essential.  
Typically, the Team Manager and Treasurer are or have the signing authority for the banking account.  In 
some instances, the Head Coach has the third signature. 
 
Budgeting 
Budgeting issues should be discussed with the parents at the beginning of the season to ensure that 
team expectations are reasonable. Determine what expenses cannot be avoided, what additional 
activities the team would like to participate in and their additional cost to the team and then, how the 
necessary funds will be raised and distributed. Various budget spreadsheets are provided in the appendix 
to aid in number crunching.  See Appendix 17. 
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Expenses 
There are numerous expenses that the team should be aware of when budgeting. It is a good idea to 
provide a small cushion in the funds should something unexpected arise. 

 Games / practices 

 Events / tournaments 

 General operations 

 Miscellaneous payments 
 

Income 
In most cases, it is up to the team to raise their own funds. Fundraising efforts should be 
determined on need and parents’ commitment.  
 

Team Account 
A team account should be set up at the beginning of the season with a recognized Canadian financial 
institution. Many institutions have special team/organization/society accounts with reasonable service 
charges (sometimes none) that the team should consider when selecting an account. 
 

When working with a team account it is especially important to implement numerous checks and balances 
to ensure that the funds are managed based on the team’s agreed upon budget, and to ensure that funds 
are in no way misappropriated. 
 

When writing a cheque, the description line should always be filled out; and, if one is available, 
write the invoice number on the cheque. When selecting an account type, the team may want to select an 
account that will return used cheques with the monthly statements so that these notes are available for 
justification. 
 

When organizing a team account DO NOT: 

 Set up or allow the use of debit cards on the account 

 Write cheques made out to cash 
 
Checks and balances may include: 

 Ensure that the account requires two signatures (team manager/treasurer/head coach). 

 T he two individuals (and any others that have signing authority) should not have a personal 
relationship or connection outside of the team. This separation of duties means that no single 
person is responsible for a transaction from start to finish. 

 The Team Manager/treasurer to provide the parents, a copy of the account’s monthly statement 
and they have the right to ask financial questions at any time as it is their money in the account. 

 

Any unforeseen payments that arise should be discussed with the parents before any transaction takes 
place. 
 

Ensure receipts are obtained or a copy provided for all transactions that take place. In general, 
receipts should be numbered in order for easy tracking and should contain the following information: 

 date of transaction; 

 service rendered / purpose of payment; 

 company owing payment; 

 company receiving payment; 

 signature of individual accepting payment; 

 amount; 

 form of payment. 



 

15 | P a g e   

Team Events/Activities 
The off-ice activities of the team can have a great impact on how a season unfolds. Some activities may be 
decided upon from the very start, such as fundraisers and team photos. Others may be more 
impromptu, such as team celebrations. Regardless of the goal, each activity is a great way to build team 
spirit. When organizing team activities note that some on-ice and off-ice activities need to receive approval 
from the Association as a sanctioned event to ensure insurance coverage. 
 
Fundraisers 
Almost every team will have to raise funds throughout the season. As a team, it is important to discuss 
what set costs and what extra costs the team will face throughout the year (from officials fees to a year- 
end celebrations). The Team Manager needs to ensure the team’s goals are reasonable and that the 
team has the ability and dedication to perform the chosen fundraising initiative. A fundraising committee 
will often be formed to coordinate efforts. The team should be determine up front whether the fundraiser 
is a team event or on a per player basis and whether minimum participation levels are required/expected, 
etc. 
 
Some fundraising suggestions (the Team Manager should check with local and provincial gaming regulations 
prior to the selection of a fundraising activity): 

 Raffles (donated items, auction off players to perform community chores) 

 Sponsors 

 Sales: chocolates, magazines, pizza, cookies, etc. 

 Bottle drive 
With certain fundraising activities it is important to build community support for future years; therefore it is 
important not to step on the toes of any other groups or to pressure anyone into donating funds. 
 

**Note** 
SCGHA may require the teams to take part in pre-determined fundraising. 

Also, specific criteria may determine as to what the funds can go towards. 
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Practices 
Only players registered with the SCGHA and assigned to the team(s) scheduled to practice may be on the ice 
during the practice. Siblings, players from another division or friends of players are not permitted to 
participate in the practice. 
 
SCGHA philosophy for levels in regards to practices is as follows: 

Novice  - Skating and Skills development. 
Atom  - Skating and Skills development. 
Peewee  - Skills and several team tactics. 
Bantam  - Skills and team tactics. 
Midget  - Skills and team tactics. 

Stoney Creek girls’ hockey is known for its skills development.  It is the duty of the Coaches to develop the 
players’ skills and abilities.   
 
Practices are shared between two similar level teams.  The association expects that the full ice is utilized for 
the majority of the practice and would like to see the coaches working together to develop the players 
skills. 

Novice 
Novice players have regular team practices and skills practices according to their division schedule.   
Professional skating and hockey instructors will provide the skills training and coaches are expected to assist 
on the ice at these sessions which scheduled by the division convener. 

Atom and Pee Wee 
House League teams at the Atom and Peewee are each assigned one hour of practice ice per week. The 
importance of player attendance should be stressed and the practices should consist of a variety of pre-
planned drills that improve the players’ skills in a manner that is fun and constructive. 

Bantam 
Each team will be assigned one practice session per week. The importance of player attendance should be 
stressed. 

Midget / Intermediate 
There are no team practices scheduled for this division; as a result, there are 4 inter-association exhibition 
games. Games are 32 minutes in duration. 

Extra Skill Development Sessions 
There will be extra power skating sessions and goalies skills clinics offered by the SCGHA to various divisions 
throughout the season. Information regarding these sessions will be provided once the sessions are 
scheduled. 

Attendance 
Players are expected to attend all games and practices scheduled for their team, unless sick, injured or if 
there is a conflict with a school-related activity. If a player cannot attend a game or practice, she must 
provide the head coach with as much notice as possible. The head coach should then discuss the situation 
with the convener to determine what, if anything should be done. 

Full Ice Skills and Power Skating 
Power skating is a critical part of any practice. For the power skating component of each practice run by 
SCGHA coaches, the teams practicing together shall participate in power skating together and the full ice 
surface shall be used. Coaches for the teams practicing shall work together to lead this component of the 
practice. Afterward completing the power skating component, teams may choose to continue to practice 
drills together or break off into teams and use only part of the ice surface. 
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Regular Season Games  
Season Schedule 
A Calendar of Events for the season will be provided by the SCGHA and posted on the SCGHA website. The 
Calendar may need to be updated periodically throughout the season. Please monitor the SCGHA website 
for changes to the Calendar. This information should be communicated by coaches and/or team manager to 
all players and parents on their team as soon as it is received. 
 
The SCGHA will provide each division convener with a standard form season schedule to be used based on 
the number of teams in the division. The schedule will have practices, games, notes and additional 
information shown on it. 
 
Typically, the following amount of games are assigned to the divisions: 
 Novice   - 10 half ice games until Jan 15 of season then becomes full ice games  

  (no playoff games) 
 Atom   - 16 games (6 playoff games) 
 Pee Wee - 20 games (6 playoff games) 
 Bantam  - 20 games (6 playoff games) 
 Midget  - 20 games (6 playoff games and 4 inter-association exhibition games) 
 
In all cases, the second team listed on the schedule (Team 1 v. Team 2) is designated as the home team. 
The game and practice start time noted on the schedule will be the time at which the players may take to 
the ice, not the flood time. 
 

Game responsibilities 
For a game to run smoothly and follow all regulations, the Team Manager must not only monitor what is 
happening during the game, (such as off-ice conduct), but they must put in time prior to each game to 
ensure all positions are staffed.  
 
Tasks can be divided in to pregame, during game, and postgame. 
 
Prior to the game, the Team Manager has many duties: 

Check dressing rooms and secure; 
Organize volunteers and train if necessary. 
This could include stats sheets, game clocks, monitoring dressing rooms, etc.  

 
Volunteers need to be alerted to the schedule well in advance and there should be a policy in place that 
volunteers can use to fill their position if they have to cancel, for example: swapping shifts, contacting the 
Team Manager within a certain time frame, etc. 
 
During the game, the Team Manager’s main role is supervision. This may include: 

Fill in for a volunteer parent if they need a break; 
Monitor off-ice conduct of players and parents; 
Frequently check that the dressing rooms have remained secure. 

 
Postgame duties for the Team Manager include: 

Ensure rink has been left in good condition (dressing rooms); 
All players have left the dressing room; 
Submit the game report to Association or League; 
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Rules of the Game 
Emergency Action Plan: 
Coach must ensure that the Trainer has an Emergency Action Plan, which is something addressed at the 
Trainer’s Course.  Please make sure that this is circulated to all coaches so that everyone knows what to do 
in case of an emergency. 
 
Understanding the role of the referee: 
Coaches are neutral observers of the game and are not expected to pass judgment on calls or over-rule the 
referee’s decisions. The coach may be required to advise of rules of play as they relate to the fair rotation 
of players.  
 
Running the games: 
It is the coach’s role at the games to ensure a trouble-free experience for the players. Understanding the 
applicable rules, meeting with the manager, trainer and other coaches before the game to get the game 
sheets completed and to answer any questions is usually all that is necessary. Occasionally parents will have 
questions about rules or express concerns about the action of players, coaches, referees, or spectators. You 
will need to deal with these questions accordingly or refer them to the parent liaison and/or HL convener. 

 
Managing game sheets: 
The Manager is required to either distribute the games sheets to the coaches or to complete the game 
sheets at all scheduled games. The manager must ensure that the game sheets are signed by the coaches 
and the officials and that each coach receives a copy of the game sheet at the end of the game.  See 
Appendix 14. 

 
Timekeeping: 
The home team should assign a timekeeper. It is the responsibility of the timekeeper to record the game 
information as passed to them by the referees, using the legend provided on the game sheet.  
 
Responsibilities include ensuring the clock is operated correctly and ensuring that the games start and end 
on time. If there is a curfew in effect, this must be communicated to the referees and both coaches, and 
noted on the game sheet.  Stopping the time clock should only be done when unusual circumstances occur 
(i.e. an injured player requires attention on the ice).  Long stoppages of the time clock may result in 
subsequent periods of play being shortened to keep the day’s schedule on time. 
 
Time clock instructions are available in the timekeeper’s booth. The most effective way to learn how to use 
the clock is to work with an experienced timekeeper until you are comfortable running the clock. Ideally, 
two people should be in the Timekeeper’s booth for every game. One person can run the clock, while the 
other person can concentrate on completing the game sheet correctly. 
 
Please observe the following rules: 

 Referees are the ultimate authority during a game, and their decisions are final! 

 The OWHA Rule Book is available from the SCGHA and sets out the detailed rules and regulations 
governing minor hockey. Please contact the SCGHA if you need a copy. 

 Off sides and icings are called at all divisions from Novice to Midget. 
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**Note** 
The objective for house league players is to have fun. The “mercy rule” requires that the scoreboard show no 
more than a 5-goal differential in all divisions. The timekeeper will record all goals on the official game sheet, 

and these will be included in the final official score.  
 

 

 
The exact score and a record of goals and assists must be recorded on the Game Sheet. It must be signed by 
the coaches, scorekeeper, and referee(s). 
 
Jerseys: 
If there is a jersey colour conflict in a game, the team designated as the visitor team by the division schedule 
will wear pinnies. If pinnies are not available, then the home team will wear white jerseys and the visitor 
team will wear dark jerseys. .  If practice jerseys were made available, then these are to be utilized.  If this is 
not possible, the convener will determine how to best proceed with the game to minimize the jersey colour 
conflict as much as possible.   
 

Goaltender 
In Peewee and above, if a team does not have a goaltender available just prior to game time, the head 
coach may, with the convener’s consent and approval of the goaltender that the head coach wishes to ask, 
recruit a goaltender from another team in the same or lower division. A goalie from a higher division may 
not be recruited. 
 

Penalties 
Penalty times are 2 minutes, 5 minutes and 10 minutes.  A penalized player shall serve the full period of his 
or her penalty, except in the case of a 2 minute penalty which shall be cancelled by a goal scored against the 
penalized team.  Fighting during any game will result in immediate expulsion from the game. In addition, 
the SCGHA may impose such further and other consequences as it deems appropriate. 
 

Protests 
Protests are not allowed. Please put your comments and concerns in writing and address them to SCGHA 
Board of Directors. 
 

Switching Ends 
Switch ends at the end of each period for all age groups. 
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Game Start Times 
 
Playing Time 
Games must be completed within the one hour scheduled time. This includes any time it takes to resurface 
the ice. If a delay occurs, the game will be curfewed so that the delay does not impact subsequent games. 
If you know that a delay will cause a curfew, it is recommended that you shorten the length of the third 
period to ensure the game ends on time. The referee should be advised that you have made this change. If 
you do not shorten the game, the referee has the responsibility of blowing his whistle and ending the game 
once the allocated ice time is over. 
 
In the case of injuries, please be aware if you stop the clock, you run the risk of creating a curfew situation. 

 

All Divisions 
All teams play 2 X 10 and 1 X 12 minute, stop-time periods. The timekeeper will stop the clock every time 
the referee whistles down the play and restart the clock when play resumes. The buzzer will also sound at 
the end of each period. Players are shifted on the fly while the clock is running and at all whistles, at the 
discretion of the coach. 
 

Goaltender Safety 
If a goaltender is hit in the mask with a puck, the referee has the discretion to blow the whistle to stop the 
game in order to check on the well-being of the goaltender. Play will resume once the referee is satisfied 
that the goaltender can continue or when a replacement goaltender takes over. 

 

Shaking Hands 
Players line up and greet the opposing team AFTER the games ends to shake hands. 
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Timekeeper and Scorekeeper 
The home team is required to supply a timekeeper and a scorekeeper for each game, unless otherwise 
advised by the convener. The timekeeper and the scorekeeper should be at least 16 years old. It is 
preferable to have two people in the timekeeper’s booth for each game. However, an experienced person 
may wish to do both jobs. Children are not permitted in the timekeeper’s booth unless supervised by an 
adult. 
 
To reduce the need to “train” a new scorekeeper and a timekeeper for each home game, it is advisable to 
have a few parents agree to take on these jobs for the season. 
 
Timekeepers and scorekeepers should be at the timekeeper’s booth at least 10 minutes before the start of 
the game to get the clock set up and ensure that the game sheet is ready. 
 

Running the Clock 
There should be a set of instructions in the timekeeper’s booth beside each time clock. If you are a first-time 
timekeeper, play around with the clock while the ice is being cleaned. If you have any questions, these 
should be addressed by the convener or the referee before the game begins! 
 
Starting a New Game 
Press the NEW GAME button. 
Press the ENTER button. 
Press the CLEAR button. 
The scoreboard will now be cleared and ready for the next game. 
 
The window will show the game starting in period 1, with a flashing cursor under the 1. To accept this, press 
ENTER. If for some reason you are starting a game in another period, enter the number of that period and 
press ENTER.  The window will now show the length of the period with the cursor flashing below the 
number of minutes the clock is presently programmed for. If this is correct, press ENTER. If not, enter the 
correct number of minutes on the keypad and press ENTER. 
 
To check if the clock is programmed for sounding the buzzer every 3 minutes, press the AUTO HORN button. 
The window will show the number of seconds that will elapse between buzzers. The cursor will flash below 
this number. (i.e., for a 3 minute buzzer the window should show 180 seconds). If the number of seconds is 
correct, press ENTER. If not, change the number of seconds as required and press ENTER. If you do not want 
the buzzer to sound, set the number of seconds to 0 and press ENTER. (The buzzer will still sound at the end 
of each period). 
 
The clock is now ready to start the game. The window should show the period number and the length of the 
period on the top line and ‘P-Run’ on the bottom line.  When the referee drops the puck, press the TIMER 
RUN button and the scoreboard will begin to count down the time.  If it becomes necessary to stop the 
clock temporarily, press the TIMER HOLD button. Restart by pressing TIMER RUN. 
 
Entering Goals 
Simply press the SCORE button for either the HOME or VISITING team. This should increase the score by one 
goal. If not, press the SCORE button and use the Keypad to select the number of goals to be shown on the 
scoreboard. Press ENTER. 

  



 

22 | P a g e   

 
If you make a mistake and want to reduce the number of goals shown on the scoreboard, press the RECALL 
button, and then press the SCORE button for team you want to correct. The cursor will flash under the 
number of goals shown on the scoreboard. Override this number by selecting the number of goals you want 
to appear on the board using the Keypad. 
 

Changing Periods 
The clock will automatically advance to the next period, using the same settings. Press ENTER several times 
to advance through the settings until the window shows the next period, the period length, and ‘P-Run’. 
Start the period by pressing TIMER RUN. 
 
Showing Penalties 
Each penalty is set up individually. 
 
Penalties must be monitored by timekeeper.  If any player has accumulated a total of three (3) penalties (of 
any type or severity) prior to game end time, the timekeeper must report this to the referee and coaches to 
ensure that the player is removed from the game. 
 
Press the HOME or VISITOR penalty button for the team receiving the penalty and press ENTER. 
The clock may ask for a player number. Ignore this and press ENTER to advance to the penalty minutes 
option. 
 
The penalty minutes will appear in the window. The default is 2 minutes. Press ENTER to accept this or 
change the number of minutes using the Keypad. Press ENTER. 
 
The penalty time will now show on the scoreboard. Enter any other penalties that were assessed the same 
way.  During this time, the clock will NOT be running. When you press TIMER RUN after entering the 
required penalties, the time for each penalty will count down as well. 
 
If there are offsetting minor penalties assessed, DO NOT enter these penalties on the clock. As the teams 
will be playing with 5 skaters each, the penalized players may only leave the penalty box at the first whistle 
after serving their two minute penalty. Make a note of the time that the offsetting minor penalties were 
assessed so you can advise the players when they can leave the penalty box. 
 
Cancelling a Penalty 
Press RECALL and the press the PENALTY BUTTON for the appropriate team. 
If there is only one penalty on the clock, just press CLEAR. Then press ENTER. (Note: the penalty remains on 
the scoreboard until the ENTER button is pressed.) 
 
If there are multiple penalties, you can use the ‘+’ and ‘—’ buttons on the Keypad to scroll through the 
penalties. Press CLEAR when you have selected the right penalty and then ENTER to have it removed from 
the scoreboard. 
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Game Sheets 
The convener will provide a game sheet for every game at the start of the season. The roster for each team 
must be completed by a coach for that team. All coaches and bench helpers must sign the game sheet prior 
to the start of the game. The timekeeper must also fill in his or her name and phone number where 
indicated on the game sheet. 
 
During the game, the scorekeeper must record all goals, assists and penalties where indicated. After the 
game, the referees will sign the game sheet. Copies of the game sheet are then to be distributed to the 
home and visitors teams and the remaining two copies are to be returned to the convener. 
See Appendix 14. 
 

Reporting Game Results 
It is a respectful practice to input the game information in a timely manner (within 24 hours). Game details 
must be entered into the GHGHL web site by the Home Team.  Visiting teams will should review the game 
sheet and confirm the sheet has been entered correctly.  See GHGHL.ca website for directions to enter the 
scores.  See Appendix 15. 
 
Reporting scores: 
You will receive an ID to log in to ensure that all game sheet information has been logged in accurately.  
Games sheets must be submitted in a timely fashion.  This ensures that players will see their 
accomplishments online. A format for completing this information is included. See Appendix 15. 
 
 

Division Results 
Team game results and standings will be posted on the GHGHL website. Two points are awarded for a win 
and one point is awarded to each team for a tie. No points are awarded for a loss. This information will be 
used to determine the end of season playoffs/standings. 
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Incident Management and Dispute Settlement Guidelines 
Game sheets provide areas to document goals, assists, penalties and other critical game information. 
Additionally there is space on the back to record circumstances where injuries or other serious problems 
occurred. Properly filling out the game sheet will provide you and the SCGHA with proper documentation of 
how the game unfolded.  See OWHA Accident Report at www.owha.ca. 
 
Occasionally special circumstances may arise where the game sheet is not sufficient or is inappropriate to 
document an incident. These situations require additional steps to ensure they are handled quickly and 
fairly. 

With any suspension or game misconduct,  
ALL REPORTING OF EVENTS MUST OCCUR WITHIN 24 HOURS TO HL 

DIRECTOR/CONVENOR. 
 
 

 

**Note** 
If you witness physical or sexual abuse of a player you are required by law to contact the Children’s 

Aid Society and/or the Police. 
 

 

 
Some examples of ‘special circumstances’ that may not require Children’s Aid Society or Police involvement 
include: 

 Inappropriate behaviour by a player, parent, coach or official that does not involve a child; 

 Injuries that are accidental in nature; 

 Complaints that are repeated or escalating but that are not abusive in nature. 
 
As a team manager, if you have witnessed or are informed of an incident, you must complete the following 
documentation. 

 A SCGHA Incident Report for documenting non-medical incidents. If you need help in completing 
this form or have any questions, please contact the Director, House League or Vice President, 
Hockey Programs, immediately.  

o This form must be completed as soon as possible. The 24-hour rule does not apply to these 
situations. 
 

 A Hockey Canada Injury Report for use in the case of medical injuries. If you need help in completing 
this form or have any questions, please contact the Director, House League, or the Vice President, 
Hockey Programs, immediately.  

o This Report must be completed by the convener to the extent possible and then provided 
to the parent(s) of the injured player. The convener should keep a copy of the Report and 
immediately provide it to the SCGHA. The convener should also advise the parent(s) that it 
is their responsibility to submit the Report in accordance with the instructions on the 
Report in order to access additional insurance coverage. 

 
Coaches should advise the convener immediately if an incident occurs necessitating the completion of an 
Incident or Injury Report. 
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As well, the SCGHA should be advised of the nature of the incident and what follow up information is 
forthcoming. Please contact the SCGHA indicating that you have completed an Incident or Injury Report. If 
the matter is urgent, the convener or a board member is required to be contacted by phone. 
 
The sooner you complete the required forms, the better for all involved. Documenting information while it 
is fresh and clear in your mind will result in the most effective resolution. Ask others who were involved in 
the incident or who witnessed the incident to independently record the ‘who, what, when, where and why’ 
information as well. Use a separate form and ensure each witness provides complete contact information. 
 
The SCGHA Board is responsible for acting on the information presented to them in a manner that is fair and 
impartial, while preserving the spirit and integrity of its membership. The nature of the concern will dictate 
the method of, and the time frame for, resolving it. In the event that a quick resolution of the matter is 
necessary to ensure safe operation of its hockey program, if possible, the Executive will convene a special 
meeting to deal with the concern before the next scheduled game. 
 
 

 

Racism or discrimination of any kind will not be tolerated! 
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Suspensions 
 
Player Suspensions 
If a player is suspended while playing in a game, that player must serve the suspension given, NO 
QUESTIONS ASKED. The player is still eligible to practice while the suspension is being served.  The SCGHA 
reserves the right to review each such suspension and to impose such further sanctions as are deemed 
appropriate. 
 

Coach Suspensions 
If a coach is suspended while coaching in a game, that coach must serve the suspension given, NO 
QUESTIONS ASKED.  The coach may attend and hold practices during the suspension term.  The SCGHA 
reserves the right to review each such suspension and to impose such further sanctions as are deemed 
appropriate. 
 

Request for Discussion 
If a player or coach who receives a house league suspension wishes to discuss the suspension with the 
SCGHA Board, the player or coach may request a meeting with representatives of the Board by sending an 
email to the convenor. The Board will need a minimum of ten days to schedule a meeting after receipt of 
the request. 
 

Suspension Carry Over 
If a player or coach receiving a house league suspension is not able to serve the full suspension in the 
current season, the player or coach shall serve the balance of the suspension in the following season. 

 
With any suspension or game misconduct,  

ALL REPORTING OF EVENTS MUST OCCUR WITHIN 24 HOURS TO HL 
DIRECTOR/CONVENOR. 
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Playoffs 
Schedule 
All teams in each division, excluding the Novice level, will participate in playoff games according to the 
GHGHL Playoff Schedule. Before the schedule is circulated to coaches and players, the format for playoffs in 
each division shall be proposed by the GHGHL. 
 
 

 

**Note** 
The playoff schedule and format are subject to change at all times at the discretion of the SCGHA due to 

changes in ice or referee availability, division format, etc. 
 

 

 

Minimum Number of Players 
In all divisions, a game shall be forfeited if a team is unable to ice seven players. The seven players shall 
consist of six skaters and one goaltender. 
 
If a team forfeits a game, the non-forfeiting team shall be awarded a 1 – 0 win. No player will be credited 
with the goal, nor will the goalie on the winning team be credited with a shutout for the purposes of 
individual statistics. 

 

Pee Wee and Above 
When a team at Peewee and above has more than one designated goalie, fair shifting rules in playoffs will 
apply. Opportunity to play, equitable ice time and parent/player/coach/SCGHA communications are keys to 
establishing the fair shifting policies in this situation. 
 
Scenario #1 
Both goalies have player and goalie equipment: 
If both goalies have goalie and player equipment, and both goalies want to play in net, the coaches must 
provide an equitable opportunity for these players to share this position (half the game, one game in; one 
game out etc.) throughout the playoffs. 
 
If one goalie decides that he would rather not play in net for the playoffs, and the other goalie would only 
like to play in net, then the coach will be asked to accommodate this request. 
 
If both goalies do not want to play in net during the playoffs, then it is up to the coach to remedy the 
situation as an alternate goalie may not be asked to fill in. Alternate goalies are used for illness, injury and 
absences only. Both goalies have to be away, injured or sick for an alternate goalie to be asked to fill in. 
The goalie not playing in net should be given the opportunity to participate in the game as a skater. 
 
Scenario #2 
Two goalies share the position but both goalies do not have player equipment: 
If both goalies want to play in net during the playoffs, but neither goalie owns player equipment, then the 
goalie position must be shared so that each goalie will have opportunity to play and receive equitable ice 
time. 
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Scenario #3 
One goalie has both player and goalie equipment and the other goalie has only goalie equipment: 
If one goalie has player and goalie equipment and the other goalie has only goalie equipment, and both 
players want to play in net during the playoffs, then an agreement must be made to allow each player the 
opportunity to play and each player must receive equitable ice time. The goalie with player equipment not 
playing in net should be given the opportunity to participate in the game as a skater. 
 
All agreements made between the coaches and the goalies during the playoffs must include the parents of 
the goalies involved as well as the SCGHA convener. Consensus among all parties is the key to making sure 
that the player’s request does not get lost in the competitive nature of the playoffs. At no time can a coach 
alter the agreed upon goalie fair shifting plan without first consulting with the goalie’s parents and the 
convener. 
 

Timeouts 
Timeouts are not allowed during regulation play, any overtime period, nor during any shoot-out. 
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Tournaments and Super Sunday 

 

Tournaments 
 At the discretion of Head Coach; can be discussed with team/parents. 

 Determined by location/cost/budget/fundraising of team. 

 Must be sanctioned by OWHA. 
 
At the beginning of the season the team may decide to take part in tournaments or exhibition games, 
whether hosting, away or both. The Team Manager can create a host committee or tournament finder to 
be responsible for seeking approval from the Association and event organization or to search out and apply 
for tournaments respectively. Game sheets will still need to be submitted following the tournament or 
exhibition game as per Branch regulations. 
 
Before deciding to host or attend a tournament the team should consider the following issues: 
 

ITEMS TO REVIEW FOR TOURNAMENT DISCUSSIONS 

 

 
Time Restrictions 

Will the tournament fit into the team’s regular schedule? 
 
When do fees need to be paid? 
 
Does the Association have a request/application deadline? 
 
What dates work for the team? 
 
Is there adequate ice time available? 

 
 
 

Costs 

Travel (transportation, permits) 
 
Entrance fee 
 
Will the coach be reimbursed for expenses? 
 
What funds would have to be raised? 
 
Prizes 
 
Officials fees 
 
Ice rental 

 
Competition 

Will the tournament present the team with the right level of challenge? 
 
What other teams will be invited?  Backups? 

 
 
 

Format 

How many games is the team guaranteed? 
 
What is the set-up? Any unique rules? 
 
Is same day travel an option or is accommodation required? 
 
What will the set-up be: how many games, round robin, play-offs, overtime, etc.? 
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Other 

What prizes/extras does the team receive? 
 
Does a team roster need to be sent or any other documents? 

 
Whether for games, tournaments, or events, the Team Manager will have to be aware of issues 
surrounding team travel. In many cases the parents are responsible for ensuring their child is on time, and 
team rules will likely be in place for those that arrive late for games and practices. However, there are many 
situations that can require more attention to travel plans, for example: traveling as a group on a bus, 
traveling to a tournament outside of the team’s area, overnight travel, etc. 
 
Travel should be included in the discussion of extra games / tournaments that takes place during the first 
parent meeting. The team will need to come to an agreement on what means the team will use to travel 
and how extra costs, such as hotels, gas and meals will be paid for – whether by parents or through 
fundraising. 
 
Prior to team travel, the Team Manager should determine if any of the following issues are applicable to 
their team. 
 
Travel Permits 
Permits may be required for a team to play in games or tournaments outside of their area. If required, 
permits can usually be obtained in advance from the Association. 
 
Permission Slips 
When traveling as a team, permission slips may be required for insurance reasons. As well, the slips provide 
consent to the traveling parents to discipline players if necessary (based on team conduct rules) or to act in 
the best interest of a player should an emergency arise when the parent is absent. 
 
The Permission slip will also inform the parents / guardians of the details of the competition. The form 
should include the following informational sections: 

 Venue 

 Date and time 

 Travel arrangements (meeting times and locations) 

 Itinerary 

 List of chaperones 

 Contact numbers 

 Special requirements (e.g. packed meals, special clothing, spending money required, etc.) 
 
Sections that need to be completed and returned to the Manager include: 

 Request for medical and emergency information (any new information not included on the Player 
Medical Form should be noted here) 

 Copies of players’ ID 

 Consent statements signed by parent / guardian 
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Accommodation / Meals 
If the team is traveling to a destination that will require an overnight stay, or meals, the Team Manager 
will need to book space in advance so that hotels and restaurants will be prepared to accommodate a 
large group. The Team Manager will also want to familiarize him or herself with any players’ allergies and 
notify the kitchen if a team meal is prepared. 
 
Costs 
How is the travel being funded? This should be decided prior to committing to any travel arrangements. If 
traveling outside of the province or country, there may be a need to purchase additional insurance 
coverage. 
 
Arena Maps 
If the destination is not familiar to the team, it is a good idea to print off an arena map and contact 
information prior to heading out. The websites www.arenamaps.com or www.mapquest.ca can be used to 
print off maps or obtain directions. 
 

Sweetheart Tournament 
 Mandatory for all SC House League Teams. 

 Typically first weekend of February. 

 Reduced Cost to Teams (approximately $600.00). 

 Each team to supply a gift basket at an approximate cost of $100.00. 

 Each team is responsible for a minimum of 10 hours of Volunteer service (i.e. sign-in table or 
gift/auction table).  If there are more volunteers from your team, please advise the committee 
and forward the contact information. 

 
Super Sunday 

 The GHGHL holds a Super Sunday event at the end of every hockey season.  Each team, from 
Novice to Bantam level, will play one game vs their next seeded team. 

 This will be held on last Sunday in March of the current season, either at the Brantford (Wayne 
Gretzky) or St Catherine’s (Seymour Hannah) arenas.  More information will follow from HL 
convenor. 

 

  

http://www.arenamaps.com/
http://www.mapquest.ca/
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Summary 
The Team Manager’s role is a crucial part to the successful operation of the team’s season. The Team 
Manager acts as a central source of communication, by implementing a strong communication philosophy 
between themselves, the coach, parents, players and all participants. 
 
Both the ability to work well with a variety of people, and the ability to maintain a fair and consistent 
outlook, are strong managerial attributes that will help to maintain communication between all members 
of the team throughout the season. 
 
While the Team Manager’s role is one of in-depth involvement – from safety planning to financial planning 
to reporter to event organizer – there is no reason to become overwhelmed. The team is there to support 
and, through delegation, a ‘divide and conquer’ approach can be extremely efficient.  
 
Focus on the primary roles of organizing, planning and overseeing, take advantage of all available materials, 
such as the appendices and websites listed in this manual, and the season can be a successful one. 
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APPENDIXES 
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APPENDIX 1 
 

SAMPLE EVALUATION SHEET 
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APPENDIX 2 

 

CERTIFICATION REQUIREMENTS OF VOLUNTEER TEAM MEMBERS 

 

Staff Requirements 
 

a. Head Coach  

i. Trained to Community Coach level 2 

ii. Respect in Sport – Activity Leader 

iii. Vulnerable Sector Screening Police Check 

 

b. Assistant Coach (2x) Recommended 

i. Respect in Sport – Activity Leader 

ii. Vulnerable Sector Screening Police Check 

 

c. Trainer 

i. Respect in Sport – Activity Leader 

ii. HTCP Trainer Level 1  - https://hdcoelearning.com/ 

iii. Vulnerable Sector Screening Police Check 

 

d. Manager  (On or Off Ice position) 

i. Respect in Sport – Activity Leader 

ii. Vulnerable Sector Screening Police Check 

 

e. Den Mothers – Minimum 2x 

i. Respect in Sport – Activity Leader 

ii. Vulnerable Sector Screening Police Check 

 

 
  

https://hdcoelearning.com/


 

36 | P a g e   

APPENDIX 2 

 

CLEARANCE LETTER 
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APPENDIX 3 
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APPENDIX 4 

 

TEAM MEETING INFORMATION DOCUMENT 
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APPENDIX 4 - TEAM MEETING INFORMATION DOCUMENT  
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APPENDIX 4 - TEAM MEETING INFORMATION DOCUMENT  
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APPENDIX 4 - TEAM MEETING INFORMATION DOCUMENT  
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APPENDIX 4 - TEAM MEETING INFORMATION DOCUMENT  
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APPENDIX 5 

 

TEAM DOCUMENTATION ROSTER 

 

TEAM VOLUNTEERS 

 
 

TEAM PLAYERS
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APPENDIX 6 

 

OFFICAL TEAM ROSTER (OWHA) 

 

At commencement of season, Convenors will assign this form to your team. 

Prior to any practice or game, completed form must be submitted to Registrar. 
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APPENDIX 7 

 

TEAM WAIVER FORM (OWHA) 
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APPENDIX 8 

 

SPONSOR LETTER SAMPLE 

 
 
CURRENT DATE 
 
To Whom It May Concern: 
  
The Stoney Creek Girls Hockey Association (SCGHA) is an OWHA-affiliated female hockey 
association based in Stoney Creek, Ontario.  The Association offers both competitive and house 
league programs for females ranging from three (3) years of age and up 20 years old. The SCGHA is 
proudly providing hockey opportunities to the females in our community for over 40 years. 
 
The Stoney Creek CURRENT TEAM LEVEL/NAME is currently seeking sponsors to assist with the 
CURRENT YEAR season. Our team consists of females between the ages of AGE – AGE and we 
participate in the Greater Hamilton Girls Hockey League. Sponsorship funding will help to support 
a range of activities including participation in tournaments, extra practice time, specialized 
training, clinics etc. 
 
In recognition of your sponsorship, the association can place your company logo on its webpage 
(www.scgha.com) and in some cases, sponsors may also be recognized on team jerseys with 
placement of company logos.  
  
Should your company decide to become a sponsor, our team would be pleased if your sponsorship 
cheque can be made payable to ‘CURRENT TEAM FINANCIAL INSTITUTION ACCOUNT NAME/TEAM 
NAME’.  If necessary, a charitable receipt can be issued.   
 
We recognize that many organizations solicit your support and thank you in advance for your 
consideration. 
 
Yours in the spirit of girls’ hockey,  
Your original signature 

 

Full Name of Coach, Head Coach of Team Name 
 
Stoney Creek Girls Hockey Association 

 
  

http://www.scgha.com/
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APPENDIX 8 

 

TAX RECEIPT SAMPLE 

 
 



 

48 | P a g e   

APPENDIX 9 
 

FINANCIAL INSTITUTION DOCUMENTATION 
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APPENDIX 10 

 

EVALUATE YOUR PRACTICE 
 
Did you set goals and objectives for the practice? 

Do your drills have a specific purpose and meet the goals of the practice? 

Are your drills suitable to the age and skill level of your players? 

Does your practice have general progressions from individual skills to team play? 

Are your drills applicable to the skills used in games? 

Do you teach new skills and drills early in the practice? 

Do your drills challenge the skill level of the players? 

Do you keep all players active including the goaltenders? 

Do you give clear and concise instructions? 

Do you have the attention of your players when you speak to them? 

Do you explain and demonstrate skills and drills clearly? 

Do you inform your assistant coaches and use them effectively?  Did you keep them active? 

Did you use the entire ice surface available to you? 

Do you observe, evaluate and give feedback throughout the practice? 

Do you keep the drills effective, competitive, active and challenging? 

Are you positive and upbeat? 

Do you greet the players by their first names before practice? 

Do you include a warm-up and cool down in each practice? 

Do you include a fun drill in each practice? 

Do you stop drills when general error or a lack of effort is apparent? 

Do you do your conditioning drills at or near the end of practice? 

Do you speak to the players as a group at the end of practice about the practice, upcoming games or 

provide general information? 

Do you allow time for players to work on/practice specific skills individually? 

Do you communicate individually with each of your players throughout practice? 

Do you emphasize fun? 

 

 

 

 

 

 
Reprinted from the National Coaching Certification Program, Hockey Canada 
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APPENDIX 11 
 

MEDICAL FORM SAMPLE (1)
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APPENDIX 11 
 

MEDICAL FORM SAMPLE (2) 
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APPENDIX 12 

SCGHA Incident Report 
 

 

NOTE: Do not use this form if you witness physical or sexual abuse. You are obligated by 

law to report that directly to the Police or the Children’s Aid Society. 
 

 

Submitted By: (please print) 
 

 

Nature of Incident: 
 

 

Name:  Injury:  

Email:  Harassment:  

Phone:  Abuse:  

Alternate Phone:  Conduct:  

Date:  Other:  

 

Incident details: (Describe with as much accuracy as possible what occurred. Use as many facts 

as possible. Use a second sheet of paper if necessary). 
 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

People involved in this incident: (List the names and contact information. Include everybody that 

was involved first hand with the incident or who witnessed it. Encourage other witnesses to fill 

out their own incident report). 
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APPENDIX 13 
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APPENDIX 14 

 

GAME SHEET SAMPLE 
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APPENDIX 15 

 

LOG IN GAME SHEET INSTRUCTIONS 

 

GHGHL Main Screen 

 
 
 
 

Click Here 

To access 

Login Screen 

 

 

 

 

 

 

 

GHGHL Log In Screen 
 
 
 
 
 
 
Enter login and 
Password as  
Assigned by  
Assoc. Rep  
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GHGHL Main Screen 

 
Staff members 

are entered here. 

 

Click here to  

Enter game sheets 

(see below) 

 

Players are  

entered here 

 

 

 

 

 

 

 

 

 

GHGHL League Games Screen 
 
The Home team is responsible for entering the results within 24 hours of hosting the game. 
 
 
Click on Game sheet 
To enter the details.  
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GHGHL Game Sheet Screen 

 

 

Step 1. 

Enter Final score 
here. 

 

 

Step 2. 

Click “Game is 
Finished” 

 

 

 

 

 

 

 

GHGHL Game Sheet Roster Section Screen 

 

 

Check off all players  

Listed on game sheet 
 
 
 
 
 
Remember to click “Save” 
Or “Update Roster” 
At the end of each action 
Or it will not be uploaded 
To site.   
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GHGHL Penalty Section Screen 

 

 

 

Add as 
much 
penalty 
detail as 
possible. 

 

Click 
update 
once 
completed. 

 

 

 
 
 
 
 

Attach a picture 

of game sheet 

and upload. 

 

 

Email a copy of the game sheet to ghghlstats@gmail.com. 

 

As the visiting team, your manager should go into the game report and review the details 
and click Verified. 

 

 

 
  

mailto:ghghlstats@gmail.com
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APPENDIX 16 

 

EMERGENCY ACTION PLAN/CHART 

 
For the purposes of the SCGHA, the following will also apply in the case of a serious injury to a player: 
1. When a player goes down and does not get up right away, the trainer should go out on the ice to 

attend to the player. 
2. If the player is unconscious, the trainer should make NO attempt to move the player in any way. It is 

especially critical that the player’s helmet be left on. 
3. If the player is not unconscious, but cannot get up with only minimal assistance, the trainer will 

determine if a 911 call should be made. An injured player should never be encouraged to get up if 
the player says that she cannot get up. At no time should a coach try to lift a player up off the ice. 

4. When the trainer reaches the injured player, the trainer will determine if the Emergency Action Plan 
will be instituted. If the trainer institutes the Emergency Action Plan, the following steps will take 
place: 

 The coach on the ice already and trainer will remain with the injured player. The trainer is the 
Charge Person and the coach on the ice is the Control Person for the purposes of the Emergency 
Action Plan; 

 The other coaches should immediately clear the ice of players; 

 If instructed by the trainer, another coach will assume the role of the Call Person and will 
immediately place a 911 call. It is best to use a land line, ideally a pay phone in order to maintain 
a stable connection. The Call Person should clearly indicate the nature of the injuries, to the 
extent that they are known and where the injured player is located. Once the call has been made, 
the Call Person should return to the ice pad to confirm this to the trainer. Then the Call Person 
should immediately go to the front doors of the arena to await the ambulance and direct the 
ambulance attendants to the injured player; 

 The Control Person should be prepared to deal with the parents/family of the injured player 
should they attempt to come on the ice. The Control Person needs to get all pertinent medical 
information from the parents/family while waiting for the ambulance to arrive and retrieve the 
Medical Information Sheet for that player if it is available. The trainer will remain with the injured 
player at all times until the ambulance attendants take charge of the emergency. 

 
Please make sure anyone involved in the Emergency Action Plan knows and keeps available at all times, the 
following information: 

 full name and address of all arenas in which you play 

 location of all telephones, including pay phones, for use in case of emergency 

 location of Medical Information Sheets for all players 

 location of SCGHA First Aid Kit to be kept by the convener 
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APPENDIX 17 

 

BUDGET SAMPLE 
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APPENDIX 17 – BUDGET SAMPLE 
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APPENDIX 17 – BUDGET SAMPLE 
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APPENDIX 17 – BUDGET SAMPLE 
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APPENDIX 17 – BUDGET SAMPLE 

 

 


