CAMPOLINDO WOMEN’S LACROSSE

GAME AND BUS COORDINATOR

Refer to Coordinator Binder for past year’s forms.

Game Schedule
· Go through the game schedule as soon as confirmed by coach and team coordinator. 
· Check our home game schedule against the Campo Men’s Lacrosse schedule to be sure we have no conflicts. 
· Go to their website or email their coach or coordinators.
· The DFAL website has all the league games.  www.dfal.org
· This is important as we have found conflicts in the past that were not noted until the last minute.
· Check our home game schedule against our Campo Track schedule for conflicts as well.
· Go to the DFAL website for all league meets.
· Go to all opposing high school or team websites to see if their game information matches ours.
· If they do not have a schedule posted, email the coach for that team to simply confirm the game information we have.  
· See sample e-mail below
· Please refer to the NCS Girl’s Lacrosse Teams contact lists.  Ask the Team Coordinator or Coach for this if you do not have it.  It is usually available in November.
· Notify the Team Coordinator and JV and Varsity Coaches if any conflict is discovered.
Sample E-mail:
Hi,

 

I am just confirming that Campo will be playing at Monte Vista on Friday, 3/9:

 

JV at 5:30pm

Varsity at 7pm

 

Thanks,

Colleen Stagg

Game and Bus Coordinator

Bus Schedule

· As soon as the game schedule is confirmed by the Coach and Team Coordinator, fill out bus forms. 
· It is ideal to have a tentative schedule with Bus Leave and Return times in the team packet at the late January team meeting.  Work on these schedules during December and early January.
· Bus forms are available in the attendance office.  Ask Maureen Messana, she is the liaison between us and the bus people.
· See 2007 and 2008 forms that were filled out as a guideline.  Many of the schools will be included and will have all the info that you need.
· Use Yahoo Maps or Google Maps to estimate both the round trip mileage and the estimated times for leaving school and their return.
· Be sure to consider the day of the week you are going.  Friday afternoons can have more traffic as a rule.
· Once completed, make 4 sets of copies for:  yourself, JV Coach, Varsity Coach and Team Coordinator.
· Team Coordinator will take Bus Leave and Return times and incorporate into the most current version of the Game Schedule.
· Originals are turned in to Maureen Messana in the attendance office. 
· She gets the approval signature from the Principal.
· Then they are sent via inter-office mail to the District Bus Office.
· Keep blank copies of forms available.
· If the schedule changes bus forms have to be revised and turned in again to the office.
· Be sure “REVISED” is noted clearly at the top.  (See examples in binder)
· Email Maureen Messana @  MMessana@acalanes.k12.ca.us  to verify bus is confirmed prior to each away game.
· I often “batch” the games in the email.  Take 2 weeks of away games, email at least a week ahead of the first game and ask her to confirm them all.  
· This verifies that the forms you turned in back in December or January made it through the school process to the bus service.
· Update information on the bus forms after the trip if feedback from the team/coach indicates we allowed too much time or not enough for the travel.
· Notify the Team Coordinator and coaches if any conflict arises.
Release Schedule

· Girls need to be released from classes approximately 30 minutes before they need to be on the field or on the bus.
· For example:  If the bus is leaving at 2:30pm, all players should be released at 2pm.
· Email Vicki Prowznik @ VProwznik@acalanes.k12.ca.us at least 2 days prior to the game day that girls will need to be released early and at what time.  She is responsible for the Daily Bulletin entries.
· She would be happy to receive a whole list of dates and she will place them in the Daily Bulletin when the time comes.
· I often took a couple weeks of games and sent the info to her.
· You need to note what team is to be released.  JV, Varsity, or both.
· The Team Coordinator is responsible for giving the Attendance office and the Athletic Director the most up to date rosters.
Update document/procedures each year, adding or correcting information where needed.
Email Reminders to Players/Families
At least 2 days prior to each away game, email players about release time, if applicable and the bus time.

· Draft an email to the Team Coordinator and he/she can forward to all team members.
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