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Travel Team Manager Handbook 

Welcome to the 2025-2026 hockey season! Thank you for volunteering as a Team Manager for your child's hockey team! The team manager is a crucial role for the team in ensuring a fun and successful season.
[bookmark: _5hjag858ffmc]What is a Team Manager? The team manager is responsible for the coordination and communication of all operational aspects of the hockey team. You serve as the main liaison and support between the coaching staff, players, and parents.
In short—you are the key communicator and organizer that helps create a smooth and successful season.
[bookmark: _2speu1h29zrr]Team Manager Responsibilities: The Team Manager is the engine that keeps the team running. This role requires dedication to the overall organization and cooperation between coaches, players, parents, and the association. Please reference the Team Manager page on the AAHA website for helpful resources, links and contacts to leverage for questions and support.

[bookmark: _rr007dv1hq1j]Manager Responsibilities Outline
[bookmark: _xck9la1bdndv]Attend Mandatory Manager Meetings:
This usually takes place shortly after tryouts. This is a good time to communicate with the coach on who will be picking up extra game jerseys and the practice jerseys.
[bookmark: _vlok75dmts2c]Start of Season Meeting:
Schedule a Parent, Coach, and Manager meeting as soon as teams are announced. Beforehand, the Manager should connect with the coach to align on key points and expectations. This ensures a unified message and sets the tone for a successful season.
[bookmark: _3cpgqpl2u7d6]Manager talking points should include but not limited to:
· [bookmark: _oyu6lbdrv59n]Team communication: 
· Collect name, email, and cell phone information for families and share with Colleen Schutte at office.aaha@gmail.com
· Group Me Link - this is a commonly used platform for communicating with your team
· [bookmark: _jysi8n4q5gwl]Roster Numbers to Colleen
· Email Colleen ASAP with a Roster + Jersey #’s 
· [bookmark: _ym933q3t8652]Confirm ALL parents have completed Steps 1 and 2!!!! Step 3 is only for Coaches, Managers, and Locker Room Monitors. This should be done ASAP 
· Step 1. Register with USA Hockey: Create a free account as a volunteer to get a USA Hockey confirmation number which is required to do BEFORE the training. Send USA Hockey confirmation number to Colleen at office.aaha@gmail.com
· Step 2. Complete the SafeSport Training: Access and complete the SafeSport training core course or the yearly refresher module.
Check with Colleen before completing Step 3
· Step 3. Submit a Background Screening (every 2 years): There is a $30 charge for this background screening.  Turn in a copy of your receipt to the office (office.aaha@gmail.com) and you will be reimbursed.
· If you are a male guardian of a hockey player on a boys team or a female guardian of a hockey player on a girls team YOU MUST COMPLETE STEPS 1-3 for Locker Room Monitoring purposes.
· [bookmark: _n75qa75a2984]Distribute game and tournament schedule, hotel information, team apparel information, etc.
· [bookmark: _owjt4v8bcq9z]Discuss home/away game working shifts and locker room monitor shifts. 
· A spreadsheet to share with families Sign Up Genius  
· 1-2x Penalty Box (home game duty) 
· 1x Clock (home game duty) 
· 1x Game Sheet/Book (home game duty) 
· All games and practices need same gender locker room monitors!!
· Locker Room Monitor Policies
· [bookmark: _t8a2v5mi4qhd]Home Tournament Manager?
· Get name and number to Amber Blakesley- DIBS volunteer position
· [bookmark: _g8uc2sa8crkt]AAHA Team Manager Page
· Encourage parents (like really encourage parents…) to look at the Team Manager page on the AAHA website to find helpful resources for home game day duties:
· Game Sheets Training Video
· Game Sheets Step by Step Instruction
· Hockey Scoreboard Simulator - Tutorial
· Score Board Simulator
· Time Keeper Quick Reference
· [bookmark: _6e013nxxkhlu]Remind parents we are representing Alexandria and AAHA 
[bookmark: _2kzo6dkkai8d]Team Roster
· If your team roster is not uploaded into SportsEngine, make sure you upload you or your coach can do that. Refer to the sports engine links on the Team Manager page of the AAHA website. 
[bookmark: _35ztks1ubn61]“The Players Book”? For team managers:
· The Team Manager must keep all required team documents organized and accessible. Colleen will provide a “Team Manager Book,” which includes the USA Hockey Verified Roster from the District Registrar.
· As a manager, you may want to also have emergency contact information for the players
[bookmark: _apvxk35iu0h8][bookmark: _GoBack]District 15 Game Sheets 
· Game Sheets Information
· Adding or Uploading Game into Games Sheets
[bookmark: _vgrrvjm0wq0p]Weekly Communication and Reminders:
· Send DIBS reminders weekly or biweekly to your team
· Confirm schedule for each week and send reminders
· Confirm practice times and locations
· Cross check ALL games. Check other associations websites to confirm
· Send reminders for AAHA clothing orders
· Send team photo information to your team once you receive it
· Remind Parents of raffle ticket fundraiser collection dates
· Send reminders to team of ALL important dates throughout the season
· No businesses can donate to 1 specific team, they would have to go through sponsorship route
[bookmark: _sfpe0bukfysg]Goalie Shutout?
Once again this winter, Minnesota Hockey will be recognizing the outstanding play of youth hockey goalies with this Shutout Wall. If your goalie earns a full game shutout during regular season game or tournament, please go to the website (on the Team Manager page) and following the shutout instructions.
Got News?
· Do you have fun news to share about your team? This is not something that has to happen every week, but mainly tournament updates, swings, or highlighting something fun and unique about your team. 
· Here are some fun ideas: a weekend recap, big wins or milestones, highlight reel, "behind the bench" moments, team spirit, team building. 
· Send updates to our Social Media Coordinator, Andrea Nyberg via text 320-808-6644
· Include:
· Team name AND sponsor
· Picture and/or Video
· [bookmark: _8ri32w6xvevr][bookmark: _orkq6hvb7cpb]Short write up or summary
[bookmark: _hmcgayxdmyrg]Manage tournament details and social events
The ideas below are not mandatory. ASK PARENTS TO HELP in this area!!
· Team Bonding Activities
· Goodie bags and Door signs for tournaments/jamborees
· Team Meals
[bookmark: _966nbn99c8dg]Plan end of season team celebration
Discuss with your coach and parents how you would like this to look. 
· Parent vs players
· Awards
· Team Meal
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