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	Manager’s Mini Manual
The A to Z of Managing BHFC Teams
	[image: image2.png]YOUTH CLUB







CHILD PROTECTION FORMS: must be signed by every Coach and Manager of Sub- Junior, Junior and Senior teams before the start of the Season.

COLLECTION NIGHT: every Friday night; 7pm & 8.30pm, Home Dressing Room, Ben Love Amenities Block, Beacon Hill Oval, throughout season; first collection 4th April includes ID cards

DRAWS: released to Club a few days before season’s start; Age Co-ordinator / Vice President will contact you with details of first match & arrange for you to collect Draw; each Manager’s responsibility to photocopy Draw and give a copy to each player in the team.

NET DUTY: To be advised

PARENTS: Don’t let parents give your team a bad name; unruly and / or overzealous parents should be spoken to by Manager; no parent should be racing up and down the sidelines screaming at the children; please step in immediately to control the situation.

REF’S COURSES: each Sub Junior team must have at least one qualified ref; Ref Course runs for one hour with various dates and venues shown on our Website; also  Check MWFA website for details; those already qualified just need to attend the venue briefly just before any Course time & have previous year’s card endorsed for new year

RESERVES: 1) only borrow maximum of 4 players per match; 2) Reserves to be from lower Division or lower Age Group; 3) where 2 Beacon Hill teams in same Division they may borrow from one another but same player ONLY borrowed 4 times; 4) NOTE RULE CHANGE that Reserve ONLY borrowed up to 4 times after which considered to be permanent player in that team & not allowed to return to original team; 5) if borrowing, share it around all players of other team(s); 6) when borrowing players, you must start the game with own team players first before using borrowed players & own players must have more game time than borrowed players; 7) players as reserves in older Age Group restricted to certain Divisions, ie .11-1 players only used in 12-1 & 12-2 BUT NOT 12-3 ; 8) Women same rule in that 12-1 only used in 14-1 & 14-2 BUT NOT 14-3. Sub-Junior players may only be borrowed if they have an ID Card made up.

RESULTS, REF CARD & REGISTRAR’S REPORT: see separate sheet; NO STICKY LABELS on Ref Card; written form or computer laser-print labels ONLY accepted, lines on labels matching identically to originals on printed on Ref Card
SHIRTS: remain Club property; to preserve shirts & keep fees down, shirts MUST NOT BE WORN outside Games (not at training nor around shops); after Game  players must don other shirts ; all shirts then collected by Manager to ensure no loss & given to parents to wash on a roster system – including Women’s Teams.

SOCCER CAMP: See our Website for details

TECHNICAL AREA: Coach, Manager & Players are only people allowed in Technical Area; Coach and Manager must wear official ID Tags around their necks during the course of the game; players must be sitting in Tech Are which is away from sideline

WEBSITE:  www.beaconhillfc.com - Managers given details on how to enter the site to place reports; Reports to be kept brief, say, about 6 lines and with positive comments.

WET WEATHER – Warringah Council Wet Weather Line (9981 2099) used to check grounds open or closed (following rain) for TRAINING purposes only; DO NOT USE FOR MATCH DAYS; Comp Sec, Age Co-ords or V-P’s will advise immediately with information if game postpones, cancelled or moved to new venue
Manager’s Duties

The role of the Manager is to keep everyone in the team updated with information from the Club and to have paperwork organised for match days. If at any time you have issues re players or parents that cannot be resolved within the team then please firstly approach your Age Group Co-ordinator (see Website for Committee List).  Matter may be taken it further if necessary through the Committee.

Ring-Around List and Email: arrange ring-around list with all players, their parents’ names, phone numbers & email addresses; give copy to all players to keep near home phone; list is used to update information for training or movement of games etc; it is a good idea to have team on group email allowing you to send information through quickly to each player; when sending emails, always ask for reply to ensure everyone updated; if someone has not replied then you can phone that family
DRAWS: usually released to Clubs a few days before the season-start; Age Group heads or V-P’s will contact you when Draws available.; ring each player to give the first match time & venue, then photocopy the draw for each player; any changes will be given at Friday Information Collection Office, emailed or phoned through.

SHIRTS: MUST be collected at end of each game by parent rostered for shirt washing; make sure they are brought to the game – NEVER TO BE WORN OUTSIDE THE GAME OR FOR TRAINING; keep a record of who has what numbered shirt so these easily identified at season’s end so you know who has not returned a shirt; DO NOT IRON PLAYING SHIRTS; if a number is falling off, bring to Friday Night Collection & a replacement will be given to you; do not attempt to fix

RESERVES: once training nights set in place, have all players keep you updated if unavailable for training/game due to holidays/sickness, etc; this way you can inform Coach who may arrange to borrow players from lower division or age group

ID CARDS: on Game Days, Team Managers (U.10 to Seniors) need ID Cards to show player’s eligibility; cards checked by Opposition Manager; if borrowing other team player, ensure player has own ID card from own Manager & brought to game; that player cannot take the field until ID shown; ensure player takes own card back to his Manager at game-end; ID CARDS LOST = CONTACT REGISTRAR ASAP
MATCH REPORTS: may be done in turns by each parent but should be emailed to Manager who will then submit the report to Website; Manager should check Reports for positive comments; only Managers to have access to the Website to enter data.

PAPERWORK: Manager’s responsibility is to fill in Registrar’s Report and drop off to Club Letterbox ONLY, at 16 Tristram Road, Beacon Hill, by 5.30pm on game-day
Managers of HOME Teams (team name on draw first) U10 to Seniors: fill in Referee’s Card and drop off the Club Letterbox by 5.30pm on day of play
Managers of Teams U10 to Seniors: MUST RING IN THE RESULT OF THE MATCH TO 9949 0749 IMMEDIATELY AFTER THE GAME

COLLECTION NIGHT: every Friday night through Season at Ben Love Amenities Block, Beacon Hill Oval, 7pm to 8.30pm; this evening all Managers meet to collect information passed on from Club; Managers may also collect Away Strips (Alternate Shirts used where Opposition has similar colours to Beacon Hill), if needed that weekend & to discuss any issue with member of the Committee
- first collection night will be Friday, 4th April -
REGISTRAR’S REPORT: Do not tear into sections; please fill in all sections where appropriate if any of your players did not play; please write full names and those of any Borrowed Players with Team they came from, so they get credited with games.

Sportsperson Section – U/9 – U/16: please use full names and DON’T nominate a borrowed player as they only get points for their own team.

REGISTRAR’S REPORT AND REFEREE’S CARD MUST BE PUT INTO  CLUB LETTERBOX ONLY @ 16 TRISTRAM ROAD, BEACON HILL, ON GAME DAY – BHFC has over 80 teams and this is a very time consuming task - - - so if the reports are not in Letterbox, players will not be credited with games played.
GAME REPORTS: Email to Debbie Scott, at debdav75@hotmail.com ; report of 5 or 6 lines is great; keep it positive; needs to be entered by Monday evening after game.
REFEREE’S CARD (Under 10 Mixed to Seniors ONLY: Home Team to produce & fill

preliminary details on Card, e.g. Age Group, Division, Date, Venue, Start Time, Home
Team & Away Team Names; Home Team generally Team mentioned first in Draw, e.g.
Beacon Hill V Hillside; write your Team Player Names, Rego ID Numbers against Shirt
Number listed on left of column for your team; Goalie always #1; when borrowing player,

write name, Rego ID Number & Team Borrowed From; check ID Cards with Opposition,
observing players faces & if eligible due to Division (especially if Borrowed); this must
happen 10 minutes prior to kick-off time; Referee will acknowledge this occurrence; if
satisfied on ID, Manager to sign Ref Card; if dissatisfied, place “STA” in space where
signing due; ASAP after game, Report on “STA” matter to Tony Davies, our Comp Sec,
on 9451-0785, 0413 445 556 or email to bartdees@bigpond.com ; Report to Comp Sec
by Sunday @ 7pm to forward for MWFA determination; whether satisfied or dissatisfied,
hand Card to Referee to start game; if someone late to game check this with Opposition
& Referee; late player to be on Card; when arrived late player identified with Opposition
& Referee; late players cannot take the field till this done; opposition should do same to
you & both should note this; at ½ time you see Ref to sort out that late-comers identified
with Opposition manager; after game ensure Ref placed correct Result in correct part
and give to Opposition; sign for Result; if dissatisfied place “STA” in sign-space & Report
as above; HOME TEAM TAKES CARD & if BHFC this must also be put in Club letterbox;
if playing Away, Report to Comp Sec ASAP as we don’t have Card to study; remember if

player’s ID Card not produced, or ineligible player played, “STA” (Subject to Adjudication)
must be written on Card, DO NOT SIGN CARD; Report to be lodged with Card or alone if
Away team, in Club letterbox, via phone to Comp Sec (as above), etc, by 7PM Sunday;
any Card not filled correctly results in $50 fine to both teams & points may be deducted; if
fine forthcoming from MWFA this forwarded to Team for payment; PLEASE CHECK ALL
DETAILS FILLED CORRECTLY; note only able to check Home Team Cards not Away.
REMEMBER: RING IN YOUR RESULT IMMEDIATELY AFTER THE GAME TO

DEBBIE SCOTT, RESULTS’ OFFICER, ON BHFC RESULTS’ LINE 9949 0749.
Borrow players from Division below / Age Group below but only borrow same person 4 times; try & use different people; also, e.g. U/11-3 only borrow from 10-2 & below; i.e. down 1 age group & up 1 Div; Mixed U10 only borrow Sub Juniors with ID Cards.

If any queries please ring Kerrie (9451 6070, 0408 978 334), Debbie (9981 3636, 0425 297 122) or leave message & we will reply ASAP. Thanks for helping our Club run smoothly. We are all volunteers and it is nice to know we can all share the load.

Debbie Scott – Results’ Officer, Assistant Competition Secretary & “The Header” Editor

Kerrie Koster - Assistant Results’ Officer
Tony Davies – Competition Secretary, Editor of “Sidelines” & “Diary Dates”
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REGISTRAR’S REPORT – MATCH INFORMATION FORM
Please follow these three easy steps after each match:

· Teams U.10 to Seniors (incl.) – phone Match Result to our Results’ Officer, Debbie Scott, on 9949 0749, IMMEDIATELY AFTER MATCH, and with later matches before 5.30pm match day!
· All teams: correctly complete this form ASAP after each match & drop it in Club Letterbox at 16 Tristram Road, Beacon Hill – NOT ELSEWHERE - NO LATER THAN 5.30pm MATCH DAY
· Teams U.10 to Seniors (incl.) – also drop off the correctly completed “Referee’s Card” to Club Letterbox -  IF YOU ARE THE HOME TEAM   (i.e.  FIRST TEAM MENTIONED IN DRAW)
​​​​​​​​
MATCH DATE: ______________ TEAM Age Group / Div./ Name: ________________________
(e.g.:   U.6 Dingos    U.9 Roosters    U.11 Div 4    Women’s U.12 Div.2   PL 1st Grade    AL1 Res. Grade)

OPPOSITION NAME: Club (& opposition team name) _________________________________
RESULT: (Circle one)       Win      Loss      Draw      Wash-out      Abandoned by Referee (etc)
SCORE: (List Beacon Hill Team’s score first)     _____    -    _____
OFFICIAL REFEREE (Comp Team ONLY:    Yes    No         Asst Refs    1    2    No        (circle applicable)     
LIST BELOW ANY TEAM PLAYERS WHO DID NOT PLAY THIS MATCH:
1 ___________________________    2 ___________________________

3 ___________________________    4 ___________________________

5 ___________________________    6 ___________________________

7 ___________________________    8 ___________________________

LIST FULL NAMES OF PLAYERS BORROWED FROM OTHER TEAMS & TEAMS / DIVS THEY’RE FROM
(or Grade Subs, if Squads, eg PL, AL1):   (Note:  Max. 4 players borrowed)
Borrowed Player 1 _________________________ Team ______________________

Borrowed Player 2 _________________________ Team ______________________
Borrowed Player 3 _________________________ Team ______________________

Borrowed Player 4 _________________________ Team ______________________
Other Player Used First Grade from Reserve Grade (PL / AL) ___________________________
· Please note: this information used to calculate how many games player has played for our Club; each player, after reaching 100th Game milestone and subsequent milestones, to be awarded Commemorative gift; this award issued Presentation Day for specific age group.

________________________________________________________________________
SPORTSPERSON OF THE YEAR AWARD     (for Under 9 to Under 16 teams ONLY)

· Manager & Coach, together, to decide on three (3) Sportsperson Awards from each game.

· The top ranked player receives three points, the second two points and the last choice one point. 

· This information is confidential, with judgement on performance, team spirit and fair play. 

· The Sportsperson Award winner (most points in Season) receives a gift from the Club.

· This occurs on the Presentation Day for the age / grade, following the Season proper.

1st Choice:   ……………………………………………………………...     (3 Points)

2nd Choice:  ……………………………………………………………...     (2 Points)

3rd  Choice:  ………………………………………………………………     (1 Point)
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