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Section 1:	Organizational Overview

1.1.1 Mission: Mill Creek Cross Country will develop the running skills of our youth and teach them the spirit of good sportsmanship. We will encourage healthy competition by providing a safe, fun, learning oriented environment for the children of our community to run Cross Country

1.1.2 Organization: Mill Creek Cross Country is the cross country organization of Mill Creek Athletic Association (MCAA) and will be governed by the by-laws of that organization. These operational guidelines are intended to provide direction for the cross country organization. Should any discrepancy exist between the by-laws of MCAA and the operational guidelines of Mill Creek Cross Country, the laws of MCAA shall prevail

1.1.3 Leagues: The organization will have one team that will be students in grades 5-8
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1.2.1 Season
1.2.2 The season shall begin in August and end in October. This season will end with the Middle School State Meet
1.2.3 Optional conditioning practices will occur in June and July

1.3.1	Revision of Operational Guidelines: Per the by-laws of MCAA, annual elections for the Cross Country Board shall occur as required. A Mill Creek Cross Country Change Request Form shall be made available to the general community, where they may request a change to the operational guidelines, including the Team Rules. Upon being elected, the Mill Creek Cross Country Director shall review the Operational Guidelines and revise them as necessary. This includes rule changes, and changes in policy. In order for the rules to be approved, the changes must be approved by a majority of the voting members of the Cross Country Board.

1.4.1 Money Management:
1.4.2 Income Generating Activities
1.4.3 Registration Fees
1.4.4 Registration fees shall be set in accordance with MCAA guidelines as a non-profit organization.
1.4.5 Fees shall be used to offset all costs associated with running the team. Excess funds that remain at the end of the season may be used to replenish the equipment inventory, or to support Park Partnership projects.
1.4.6 All non-county residents will pay an out-of-county fee to be determined by Gwinnett County Parks and Recreation.  
1.4.7 Mill Creek Cross Country shall provide scholarships to families, if they are unable to afford the registration fee. This must be approved by a majority vote of a committee of the MCAA Cross Country Director and two other Cross Country Board Members as appointed by the Cross Country Director.

1.5.1 Sponsorship:
Sponsorship is optional, but highly recommended as an avenue for teams to raise money for additional expenses. All sponsorships will fall under the same MCAA sponsorship and reimbursement policies.
1.5.2 Sponsorship Opportunities:
i. Sponsor Board:
1. Hawk Sponsor ($300 Annually) 
2. Cross Country Sponsor ($100 Annually) 

Procedures:
1. Team Moms will be responsible for obtaining information from the sponsor, collecting the check and providing the Sponsorship Coordinator with this information.
2. Sponsorship Coordinator will verify all forms and information are correct, collect the money, and provide it to the Treasurer.
3. Sponsorship Coordinator:
A. Enters the information in a data base,
B. Forwards the money to the Treasurer and provide the amount to be credited for reimbursement.
C. Order sponsorship banner to be displayed at races on team tent.
D. Maintain the correct information and provide the best possible service; no team, coach, team mom or sponsor will bypass any of the procedures set.
Sponsor Payment:	All Sponsor payments made by local businesses shall be made payable directly to Mill Creek Cross Country. The establishment will be provided the MCAA tax ID number to use in designating the payment as a donation for tax purposes. Should a parent, friend, family member, or coach choose to sponsor a specific item/event for the team (team banner, trophies, team party, etc.), and pay for it directly, this item shall not be considered a sponsorship by the park, but a good deed by a volunteer, and as such will not need to go through the Mill Creek Cross Country account or sponsorship process.

1.5.3 Team Reimbursement: the Cross Country team will be reimbursed upon the submission of receipts and/or quotes for team related expenses, conditional upon sufficient funds in the team account to cover reimbursement request.
1.5.4 Sponsorships are not required but recommended. Sponsorships could be required if:

a. There is a budget shortfall, and the money collected would be needed to fund the Cross Country season.
b. A park partnership project with GCPR has been identified and MCAA is in need of funds to support that project


1.6.1 Fundraisers
1.6.2 Each summer, a profit-generating fund raiser shall be held.
1.6.3 Shall be optional to participate equally in the fund raiser.
1.6.4 Fundraisers shall be optional in the Fall season if:
a. There is a budget shortfall, and the money collected would be needed to fund the Cross Country season.
b. A park partnership project with GCPR has been identified and MCAA is in need of funds to support that project
1.6.5 Should the team choose to have a fundraiser to offset team expenses (team banner, trophies, team party, etc.), these funds shall be set aside for use by the team, and should not be deposited into an individual’s personal account unless being reimbursed for expenses they incurred on behalf of the team.
1.6.6 Non-Profit Organization: Mill Creek Athletic Association is a not-for-profit organization. All monies raised from registration fees, fund raisers, sponsors, etc. shall be placed into a Mill Creek Cross Country account at the same banking institution as MCAA. Any expenses required to run the day-to-day operations will be funded through this account, and require only the MCAA Cross Country Director and MCAA Treasurer to sign. 
However, at the end of each season, all remaining profits may be allocated to supporting the needs of Mill Creek Cross Country.

1.7.1 Expense Approval
1.7.2 All expenses greater than $2500 must have the approval of the Cross Country Board and a ranking member of the Executive Board of MCAA.
1.7.3 All checks signed by anyone on behalf of the Mill Creek Cross Country must bear two (2) signatures. Any of the following will be considered acceptable: Cross Country Director, Assistant Cross Country Director, Cross Country Treasurer, President of MCAA, and Treasurer of MCAA. A reasonable attempt should be made to have the Cross Country Board sign all checks, with the Executive Board members to be used only in the event of an emergency.

Section 2:	Cross Country Board of Directors

2.1.1 Board Structure: The Cross Country Board of Directors shall consist of the following:
2.1.2 Cross Country Director (Elected Position)
2.1.3 Assistant Cross Country Director (Elected Position)
2.1.4 Twelve (12) "at large" elected Board Members to serve in positions as directed by the Cross Country Director. These positions the Cross Country Director will place "at large" board members into shall consist of:
2.1.5 Cross Country Secretary
2.1.6 Cross Country Treasurer
2.1.7 Team Mom Coordinator
2.1.8 Equipment Manager
2.1.9 Communications Coordinator
2.1.10 Other positions such as but not limited to Fundraising/Sponsorship Coordinator, etc. Project Volunteers can be filled with the remaining "at large" board members or volunteers as deemed necessary by the Cross Country Director. The Cross Country Director may appoint non-Board members to these positions, as well.

Roles & Responsibilities:
2.2.1 Each member of the Board shall be responsible for ensure that Mill Creek Cross Country is run as safely, smoothly and effectively as possible. In addition, each member shall have specific responsibilities that include but are not limited to the following:
2.2.2 Cross Country Director: This position shall govern all activities related to Mill Creek Cross Country. This includes: - Overall coordination of the Cross Country calendar - Oversight of the runner registration process - Oversight of the coaching selection process - Representation of Mill Creek Cross Country at any organizational events unless delegated to another Cross Country Board Member - Overall management of the Mill Creek Cross Country finances - Oversight of the Cross Country portion of the MCAA web site - Oversight of the execution of each Fall season for Mill Creek Cross Country 
2.2.3 Qualifications-In order to be Cross Country Director, a person must have been a MCAA Cross Country Board Member (elected or appointed) at some point. This rule will ensure the person coming in has at least some experience with the workings of the team.
2.2.4 Assistant Cross Country Director: This position shall be the backup to the Cross Country Director, and shall assume responsibilities for portions of the Cross Country program that the Cross Country Director may need assistance with. The primary responsibility will be to support the execution of each Cross Country season, ensuring that all elements of the program are supported appropriately.
2.2.5 Cross Country Secretary: This position will be the recording arm of Mill Creek Cross Country. Responsibilities will include: - Taking notes at any meetings of the Cross Country Board, and ensuring Action Items are documented - Distributing minutes of each meeting to facilitate communication and ensure all people understand their follow-up items and deliverables - Assist with the Runner Registration Process for Mill Creek Cross Country, ensuring all databases are current. 
Assist the Cross Country Director with any non-financial administrative items that may arise.
2.2.6 Cross Country Treasurer: Oversee all financial related matters associated with Mill Creek Cross Country. - Maintain the Cross Country Checking Account - Ensure timely payment for all vendors servicing Mill Creek Cross Country - Develop budgets for each season and ensure
               we are generating enough revenue to support our spending needs - Proactively raise any issues associated with the financial management of Mill Creek Cross Country- Oversee and manage all activities associated with Fund Raising - Ensure sponsor money is collected from the team. - Coordinate volunteers to handle fund raising and sponsorship collection.
2.2.7 Team Mom Coordinator Responsible for managing team-related events and communicating with Team Moms for the team and ensuring the team is supporting the appropriate administrative items. - Choose vendors for picture day and ordering uniform - Facilitate Communication with Team Moms for all of the following: Fund Raising, Picture Day, - Coordinate volunteers to handle picture day and uniform order delivery.
2.2.8 Additional Volunteers: Additional volunteers are encouraged to participate in the Mill Creek Cross Country program. These volunteers are not voting members of the Cross Country Board, but will act in support of the Cross Country Board. Assistance is needed for the following items each season: - Uniform Ordering - Sponsor Collection Coordinator - Fundraising Coordinator (Event related i.e.: Coke Sale) - Spirit Wear Coordinator (Select Vendor, set prices, etc.) - Picture Day Coordinator – Scheduling Coordinator These positions will be represented by the appropriate board member at Cross Country Board meetings.

2.2.9 Board members are required to maintain 80% participation per month for board activities. First offense receives a warning from the Cross Country Director. Second offense will result in removal from board. A person removed from the board will be liable for any scholarship money received for the current season.

2.3.1 Elections & Appointments:
2.3.2 Elections shall be held each May in accordance with MCAA by-laws and shall run 1 full year, encompassing 1 complete season.
2.3.3 Should any board member resign during the course of the season, the Cross Country Director has unilateral authority to appoint a replacement to that position.

2.4.1 Meetings and Events
2.4.2 The Cross Country Board shall meet regularly, to ensure all matters associated with Cross Country are being addressed in a timely fashion. 
2.4.3 Mill Creek Cross Country shall be represented at all MCAA events by a member of the Mill Creek Cross Country Board.
2.4.4 All board meetings shall be open to the public and minutes for each meeting will be taken and made available to the board within 2 weeks of the meeting date. Minutes shall be distributed to all Cross Country Board Members and copied to the MCAA Executive President and Secretary.
2.4.5 Voting Rights: Each elected member of the Mill Creek Cross Country board shall have 1 vote with regard to all matters relating to these Operational Guidelines and any other issue that may require oversight by the Cross Country Board.
2.4.6 Privileges: All elected members of the Cross Country board shall have their registration fees for Cross Country waived in appreciation for their volunteered time.
2.4.7 Community Support: In the event that there is insufficient support for the growing Mill Creek Cross Country program, the MCAA Executive board may vote to delay and/or cancel a specific season. The scope of effort will require a significant amount of a support from the community, and we must have the assistance to run the program efficiently.

Section 3:	Cross Country Calendar



Section 4:	Runner Registration
4.1.1 Registration Fees
4.1.2 Registration fees shall be set in accordance with MCAA guidelines as a non-profit organization.

4.1.3 Fees shall be used to offset all costs associated with running the team. All excess funds that remain at the end of the season may be used to replenish the equipment inventory, or to support Park Partnership projects.
4.1.4 All non-county residents will pay an out-of-county fee to be determined by Gwinnett County Parks and Recreation
4.1.5 A $5 fee per player will be given to Executive Board for Insurance and background checks of all coaches.

4.2.1 Registration Dates
4.2.2 Fall Registration shall open on May 1 and remain open until one week prior to the time trial (~end of July)

4.3.1 Registration Process
4.3.2 Announcement of Registration dates shall occur at least 14 days prior to registration. Announcement methods may include school mailings, newspaper announcements, web page messages, and/or email blasts.
4.3.3 Online registration shall be the preferred method of registration. For those without internet access, there will be at least 1 walk-up registration to be held at a location with Public Access.
4.3.4 Registration shall be closed when the team is considered to be full by the Cross Country Director, or no later than 1 week prior to the time trial.

4.4.1 Payment Method
4.4.2 Online registration shall accept major credit cards.
4.4.3 Walk-up registration shall accept cash and check only.

4.5.1 Refunds
4.5.2 Refunds shall only be allowed for Medical purposes, and a letter from a registered physician shall be required for verification purposes.
4.5.3 Other refunds may be provided prior to the start of the season at the discretion of the MCAA Cross Country Director.
4.5.4 No refunds shall be given upon the start of the regular season races.

Section 5:	Coach Selection & Responsibilities

5.1.1 Application Process
5.1.2 Prospective head coaches shall complete the MCAA Volunteer Application by a deadline set by the Cross Country Director to be considered for a head coaching position.

5.2.1	Applications received after the deadline will be placed on a waiting list and will not be guaranteed a team.  In addition, all coach’s children must be registered and paid prior to this deadline.
5.1.3	Thirty days prior to the first walk up registration for a given season the Cross Country Director shall send out an email from the email list of record announcing that applications for coaching for the upcoming season are now being accepted.  The link for the coach’s application will be opened at that time on the MCAA web site.


5.2.2 Selection Process
5.2.3 All applications shall be reviewed by the MCAA Cross Country Director for consideration.
5.2.4 Upon developing a complete list, the coaches list shall be reviewed with the Cross Country Board.
5.2.5 If there are more coaches than needed, the Coaching Selection Criteria shall be as follows:
5.2.6 Has the individual coached for Mill Creek Cross Country before, and if yes:
5.2.7 Has there been negative runner feedback regarding the coaches behavior, knowledge, or approach? (Complaints about runner placement shall not be deemed valid as these are at coach discretion).
5.2.8 Has the coach/team demonstrated poor performance?
5.2.9 Has the coach represented Mill Creek Cross Country in poor fashion? (i.e. ejections/suspensions/documented complaints from other parks)
5.2.10 Did the coach fail to demonstrate a commitment to the runners and/or team?
5.2.11 If a head coach applicant has none of the aforementioned negative issues, then coach applicant shall be given priority based on the following selection criteria:
1. Seasons as a Head Coach for Mill Creek Cross Country
2. Seasons as an Assistant Coach at Mill Creek Cross Country
3. Seasons as a Head Coach for another team
4. Consecutive seasons as Head or Assistant Coach at Mill Creek Cross Country
5.2.12 For new coaches, review of the applications and interviews with the Cross Country Director and /or Asst. Cross Country Director, or other members of the Cross Country Board may be required prior to selection.
5.2.13 Upon completion of interviews, the Cross Country Director, will compile a list of recommended coaches for the team. That list shall be voted on by the Cross Country Board. Should there be disagreement among the board; the Cross Country Director shall hold the tiebreaking vote. Should a prospective coach choose to appeal not being awarded a position, it may be escalated to the MCAA President for review.
5.2.14 Notification will be provided to volunteers per the timelines associated with the Cross Country Calendar.

5.3.1 Background Checks
5.3.2 All coaches, including assistants shall be subject to background checks.

5.3.3 Should background checks reveal any information that may be considered an issue, the Cross Country Board reserves the right to reject coaching applications

5.4.1 Code of Conduct
5.4.2 All coaches shall sign a Code of Conduct that clearly states behavioral expectations.
5.4.3 Signing of the Code of Conduct shall be an indication that they understand coaching is a privilege and not a right, and that Mill Creek Cross Country reserves the right to revoke those privileges at any time if behavioral issues arise and persist.

5.5.1 Year-End evaluations
5.5.2 All coaches may be subject to a year end evaluation that may include input from any and/or all of the following:
5.5.3 Survey of runner parents
5.5.4 Review of team record
5.5.5 On and off field behavior by members of the Cross Country Board
5.5.6 Input from coaching peers

5.6.1 Responsibilities
5.6.2 Teach runners the fundamentals of Cross Country in accordance with the Mill Creek Cross Country mission.
5.6.3 Provide support for Mill Creek High School work day to perform seasonal maintenance on the course which they use.
5.6.4 Manage the behavior of all assistant coaches and parents during games and practices
5.6.5 Adhere to all aspects of these Operational Guidelines
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