CAMPO WOMEN’S LACROSSE
TEAM COORDINATOR JOB DESCRIPTION

See USB flash drive for copies of all documents as a reference.

This is a suggested timeline of activities.  Not all things listed below are NECESSARY and the more active the Coach is in handling the details the less the Team Coordinator will need to do.
All communications to the team are funneled through the Team Coordinator.  He/She maintains the team rosters, email lists, game schedules, etc. and coordinates the Fall and January Team meetings.  Information regarding Lacrosse camps, clinics, team announcements, etc. are sent out throughout the year, not just during the Lacrosse Spring Season.

Read Job Descriptions and review USB documents

It would be very helpful for the Team Coordinator to become familiar with the various Volunteer Jobs and what they do as soon as convenient.  It will help explain everyone’s role in the activities for the year.
REVIEW THE TEAM WEBSITE:  www.leaguelineup.com/campowomenslax

This is an ESSENTIAL part of our team that must be maintained.  Take time to review all the pages and links that are posted on this website.  It is one of the best High School Team websites in the Bay Area!  You have access to sign on and post bulletins or make changes as you see fit but most items will go through the Webmaster for the team.  Be sure that the renewal fee is paid each year.  It is only $59.95 and well worth the expense.
All Year Long

· Maintain email listings.  Delete, add or change addresses throughout the year so the email lists are always up to date.  These listings change regularly, so all communication should go through you as you will have the most accurate email list at any point in time.
· Maintain Team Master Roster.  Delete, add or change information as it is provided to you by players or families.
· Forward emails to the whole team or just the JV or Varsity teams depending on the intended recipients.  
· ALWAYS send emails out to the team as Blind Copies. The email list is huge and if you do not send it as a Blind Copy it could easily be misinterpreted as junk mail or will be undeliverable to some email addresses.
· When on campus, double check the team mailbox in the Teacher’s lounge.  This should also be done on a regular basis by the Spiritwear/Jacket/Bag Coordinator and the Treasurer. 
· Send reminder emails about upcoming games, events, team meetings, etc.
· Forward emails from various agencies (Club Teams, Lacrosse Camp opportunities) or other team volunteers (Spiritwear Coordinator, Scorekeeper Scheduler, the Coach(es), etc).
· Recruit parent volunteers for the various team jobs.
Summer:

· Consider obtaining contact information of all students who may be attending Campolindo in the fall that played in the Lamorinda League as 8th graders, if possible.
· www.lamorindalacrosse.com
· Send emails to families in the summer requesting email and other contact information for tentative roster.
· DO NOT WORRY if you choose not to do this as announcements in the Daily Bulletin at the beginning of the school year will probably get you the same information.
· Arrange for volunteers for a Women’s Lacrosse table at Cougar Days if desired.
· This may not be worth your effort, but if you have girls who would like to work the table, it can’t hurt.
· Draft a flyer to be handed out with your contact information and the Team Website address.
· Provide a sign up sheet asking for all items on the team roster:  player grade, name, home phone, player cell phone number, player email address, parent name(s), email address, cell phone number.
· Hand out a fun trinket with the team name/logo on it.  (One year we handed out Cougar Paw key chains.)
· Review the Parent Volunteer list.
· Email the team over the summer to see who would be willing to do jobs for the next season as some jobs need attention at the beginning of the school year.
· Update Rosters and Email lists.
· Delete all Seniors and their parents from the roster and your master email list.
· Update the new Team Info Sheet so it’s ready to send out to new players. You may not be able to finalize it until the new Sports Participation donation fees are set by the District.  (These figures will be available online once Cougar Days registration begins.)
· IMPORTANT -- Be sure that the Website Membership annual fee is paid in August of each year.  This needs to be transferred from the old Team Coordinator or Website Coordinator each year.  Failure to renew on time could lead to the site being shut down along with all the information that has been built into it since 2006.
· At some point during the year the Coach(es) need to renew their US Lacrosse memberships.  It is most important for the Varsity Coach to be a member so he can elect team players to the All American Team if desired.  The team funds should pay for this.  I have submitted a copy of the application and a check request for $50 (or the most current fee) to be paid directly to US Lacrosse but mailed to the coach.  The coach can then mail in the application for renewal without being out of pocket for the expense.
September

· Send a Daily Bulletin announcement to meggertsen@acalanes.k12.ca.us to ask for girls who are interested in playing lacrosse this year to contact you.  A sample would be:  

WOMEN'S LACROSSE:  If you are interested in joining the Women's Lacrosse team this year please contact the Team Coordinator @ cmstagg@aol.com so you can be added to our email list and be notified about upcoming team meetings, pre-season conditioning, spiritwear and uniform options, etc.
· Update the Master Roster and Email list as you hear from girls interested in playing.  When a family expresses interest, provide them with the “Team Info Sheet” and ask them for the following info:
Player Grade:

Player Name:

Home Phone:

Player Email:

Player Cell:

Parent names:

Parent email:  

Parent cell:
· Continue to try to fill as many Volunteer Positions as possible by sending out an email with the remaining positions to fill.  Any time you get a new volunteer be sure to send them their Job Description.
· Meet or be in touch with the Team Coach(es) about plans for the year and the schedule.  Begin a new draft of the schedule.  Shu starts trying to line up non-league games to fill out our schedule as early as September/October.  Visit the DFAL website (dfal.org) to obtain the league game times/dates.  Be sure to read the top of the schedule!  Every other year they “flip” it to show either the Boys or Girls schedule, and the other group will play at the OPPOSITE sites listed.  (eg:  Girls schedule is posted for 2010, the Boys play at the opposite site listed.)
· When you have a current draft of the schedule send it to the Game/Bus Coordinator.  She should be able to give you approximate bus leave and return times for our away games.
· Find out the Sports Booster budget request timeline.  Typically they will send a request to the coach and you will have a limited amount of time to submit a request to the committee for consideration at their September meeting.  Sometimes they also ask for one in May so you can just update the last one used with input from the Coach.  Use up Booster allocations as soon as possible each year as it is a use-it or lose-it proposition.  See previous budgets submissions for reference.

· Obtain the most recent copy of our team account information from the School Financial Secretary.  (See Treasurer information).  This gives you an idea what you may want to collect for team donations this year.
· See Uniform info at the end of the document.  The goal is to keep a running balance each year so that after 4 years we have enough to purchase new uniforms again without a big cost to families.
October/November

· Plan for a team Fall meeting.  This is typically in mid to late October and gives girls and their parents a chance to meet the coach(es), pick up an information packet, check out what uniform sizes and numbers they want to choose and to preview boathouse jackets, bags and spiritwear options.

· For large evening meetings, the PE Classroom is ideal as it is near the parking lot and has plenty of room.

· For October 2008 and 2009 we skipped the Fall meeting and instead emailed the “Fall Packet” to each family to print out on their own.  This saves money and time not having to Xerox 50 packets.  This was more convenient for most families, but not as great for new families who are interested in meeting the coach.
· See the USB drive for the 2009 Fall Packet document.  Ideally you want to include:

· Overview of the season including tentative practice times and announcements

· Tentative game schedule

· List of Volunteer positions

· Costs or donations for the team

· Uniform and Equipment requirements

· Team Roster

· Spiritwear, Boathouse Jacket and Duffel Bag order form (if ready)

· In place of the fall meeting in 2008 we also offered two school time meetings for girls to come by and try on uniforms for sizing and one weekend afternoon option.  The Spiritwear Coordinator and the Uniform Coordinator should plan these meetings, you just need to know what dates are chosen so they can be emailed out to the team.
· They need to contact the school office to schedule a meeting room for their date(s).
· For school time meetings that girls will attend without parents, any size room that is available will be fine.
· Send out another Daily Bulletin to advertise for new players who may be interested so they can be included in the Spiritwear/Equipment orders.
· Continue to update the Master Roster and Email List as you get information about girls joining (or quitting) the team.

· Contact the office to set up a late January Team Meeting time and space.  (See description below)  Try to get the PE Classroom.  I would recommend the time period 7:30-9pm.  If you can, check the sports schedule to be sure you don’t conflict with a big Basketball game.  (I did that one year and everyone came late.)  See the Activity and Use Permit you need to use in the Campo Admin Folder.
· Once a date is set be sure to email the team so they can mark it on their calendars.  Ask the Website Coordinator to post it to the Bulletin section of the website.

· Provide the Uniform Coordinator and Spiritwear Coordinator with a current roster so they can use it for their meetings.

· Provide any new game schedule information to the Game/Bus Coordinator and Website Coordinator.
December

· Maintain email announcements or follow up on items not completed in November.
· Continue to send any changes in the schedule to the Website Coordinator to update our online calendar.
January

· Discuss equipment needs with the Coach.  Please familiarize yourself with rules as to the limits for credit card purchases if a purchase order has not been approved in advance.  ($300 or more requires a Purchase Order approval).  It may mean having more than one order or receipt if you use a credit card.

· Be sure to address balls, scorebooks, air horns, etc.

· Review the Treasurer Job Description and provide her with any receipts you need reimbursed to you throughout the year.  Give your home address so they can request your check be sent directly to your home.

· You can also submit these requests yourself as Team Coordinator.  

· In late January (or early February) a Team Meeting is held in a classroom at school on a weekday evening, typically the week before the season begins.  It is not a sit-down meeting, but rather set up as “stations” for the players to go through.  By early January all the Spiritwear, Jacket and Bag orders should have been processed and the Uniform Coordinator should be preparing to distribute uniforms.  The uniforms will be ready and hopefully the other items will be received and can be handed out as well.
· Pay team “donations”   (See team fact sheet)
· Pick up Team Packet (see below)

· Pick up Duffel Bag

· Pick up Spiritwear

· Pick up Boathouse Jacket

· Pick up Uniform and pinny
· Prepare the Team Packet.  See sample from last year.  It needs to include the most up to date Schedules, Rosters, etc.  
· Get an update from the Uniform Coordinator as to what numbers the new players have so you can add them to the roster.
· You want to be in contact with the Team Picture coordinator to find out the date they have chosen for team pictures.  This should be scheduled on an afternoon when there is NOT a game scheduled the next day since it takes up most of the practice time.  There is a job description for the Team Picture Coordinator.
· Double check your schedule against the DFAL schedule to be sure nothing has changed.  (The Game/Bus Coordinator should be doing this)
· Talk to the Sports Booster Rep if you have not been contacted already.  There may be Annual Sports Booster Donation/Fundraising information to include.
· Be sure and print extra packets so that if girls show up that you did not expect you have information for them.
· Check the US Lacrosse website to see if there are new rules for the season.  We often include this summary of changes in the Team Packet.
· I also included instructions for Scorekeepers and Timers along with a sample scoresheet and a mock Scoreboard Control panel.  This way all the parents have the instructions to learn how to do these jobs.
· Announce the Team Meeting time and date in the Daily Bulletin so any last minute players may still be able to come forward.

· Provide the Treasurer with a current Roster so he/she can prepare a spreadsheet for collecting checks at the meeting.

· NOTE:  The $75 “Spirit Donation” collects money for the Coaches’ gifts at the end of the season.  In 2009 I budgeted approximately $150 per coach, plus we spend up to $30 on a frame for the team picture for each coach.  This amount is up to your discretion.
· Once checks are deposited with the school they CANNOT be used for “gifts” so it was suggested that some collected money be “held out” of the account for this use at the end of the season.

· Determine how much money you need for coach gifts.  Suggest that the Treasurer, Team Coordinator, and one or two of the other Coordinators refrain from including their Spirit Donation in the deposit.  They can write them directly to the Team Coordinator at that time or in May they can write them to whoever is assigned the Coach Gift selection.

· Document who still owes for this process on the Treasurer spreadsheet.  It’s not a perfect solution, but it’s much better than trying to collect for the gifts later!

· Have the Uniform Coordinator, Treasurer, and Spiritwear/Jacket/Bag Coordinator meet you at the meeting site at 7pm (or at least 30 minutes prior to the meeting) to set up the room.  It’s important to have players pay as soon as they walk in and before they pick up their items.  See the Team Meeting Cover list to help set up your stations.
· Last year I had a sign in sheet at the last station for girls to note if they were going to report late to the first week of practice.  This could be because of the Yosemite Institute or because Soccer or Basketball games or playoffs are still happening.  See a copy of the sign up sheet in the binder.
· There are always girls/families that do not show up to the meeting.  Ideally one person should go home with all the packets, Spiritwear, Jackets, bags and uniforms that were not claimed.  Email or call the players to tell them who has these items so they can make arrangements to pick them up directly.  Last minute checks will need to be sent to the Treasurer.
· Get an up to date roster to the Coach so he has it as a reference for practice.
· Provide him with a copy of the list of those players who will be reporting late due to conflicts.
· If there are changes to the game schedule be sure to email the new schedule to the team.  Update the date at the top of the schedule to be sure people can differentiate what the newest document is.
February
· After the Team Meeting you will find there are still girls that may show up the first week of practice.  Have a few extra meeting packets available to give to the coach to hand out to new girls.  They need to be directed to the Jacket/Bag and the Uniform coordinators.
· About 2 weeks into practice the coach will announce the Varsity and JV Teams.  Take the Master Roster and develop two additional rosters.  Forward these to the Website Coordinator so he can input the rosters into our website.  Provide separate rosters to the Coach(es).
· Many Coordinators will need these rosters as soon as you have them:
· Website Coordinator
· Game Bus Coordinator
· Scorekeeper and Timer Coordinator
· Athletic Director (Bob Wilson)---He may need the Master Roster at the beginning of the season even before JV and V teams are set.
· Spirit Meal Coordinators
· The Scorekeeper and Timer Coordinator will need you to forward his/her emails to the team on a regular basis so that he can fill all of the slots for each home and away game.  Be sure you make it clear as you forward the email that parents should contact him DIRECTLY.  Unfortunately, many will still email you as a reply.  Just forward them on to the proper person.
· Email the team about outstanding Volunteer positions.  Some could not be filled until teams were named:
· Spirit Meal Coordinators
· JV and V Stats Coordinators
· In addition to maintaining the rosters, the Team Coordinator also develops the following prior to the first game:
· There are JV and V scorekeeper “folders”.  These folders have rosters, the scorebook for the season, pens, pencils and the final game STAT sheets.  Check with the Coach for these folders before the start of the season so they can be “stocked”.
· Create Roster Handouts to be used by Scorekeepers.  See sample on USB drive and in the binder.  If you create half-page rosters it saves paper.  The scorekeeper will give one roster away to the opposing team at each game so print 15 copies for 30 rosters.
· Both JV and Varsity Stats are posted to our website.  Each scorekeeper is supposed to transfer the stats at the end of the game and give them to the player whose parent(s) hold the Stat Coordinator jobs.  

· Take the individual rosters and input them into the two different JV and V STAT worksheets.

· The Stat Coordinator jobs may not be filled until parents know where their daughter will be playing.

· Mini Rosters:  see sample on USB drive and in the binder.  Once JV and Varsity teams are finalized it’s great to print out these pocket sized rosters and hand them out at the games.  In the past I have bagged them up with the family name on them…2-3 to a baggie.  (You can give them out in the stands or give them to the Team Captains to hand out if you prefer to have the girls bring them home to parents.)  

· ALTERNATIVE:  consider emailing these roster sheets to the team and let them print and cut them on their own!   The families love having pocket rosters with them at the beginning of the season so they can get to know who is who on the field.  I think sending it out via email is sufficient.

· One year I actually laminated the cards.  It was nice but not worth the time spent.

· Game and Bus Coordinator should be completing the Bus Requests.  She will need to get a current roster of the girls after JV and Varsity teams are announced as she will be responsible for giving the office the early release information for away games.  If you get an email from the Coach about a last minute change to the game times be sure you contact the Game and Bus Coordinator asap.
March/April
· Continue to update roster info.
· Continue to send emails to the team or to route information to the proper Coordinators.
· Contact the End of Year Party committee to suggest they work on setting a date for our dinner if not done already.  When known, email the date to the team.
May

· In early May you want to be in touch with the Coach regarding End of Year Awards so you can order the Award Plaques for each team.  (see below)
· Be sure the NCS Playoff Coordinator or the Coach has gone to the NCS website and is aware of deadlines for team rosters and stats so they stay eligible for the NCS seeding process.
· There is no current NCS Coordinator Job Description.

· Check with the Athletic Director to find out when the JV Participation Certificates, the Varsity Letters, Pins and Certificates and the Scholar Athlete Certificates will be available toward the end of the season.  Be sure he is aware of the date you MUST have them for our dinner.  He will leave them in the Faculty Lounge mailbox.

· Be sure to let the Coach know you will bring these items ready for handout at the dinner.

· The coach will need to give you the NCS Participation Certificates if Varsity goes to NCS. You will want to print the girl’s names on these.  I have a template for this certificate in the NCS Folder (USB drive) that you can use but be sure and run a TEST print first as you will not be given many extra certificates to play with.

· The Coach will also give you the DFAL All League Certificates.  I have a template for All League in the NCS Folder as well.  Try to print the girls’ names on these, too, but note that you will only be given the number of certificates as girls named…no extras.

· Contact the Varsity Senior Team Captains to give them instructions about Varsity “gag gifts” and one or more Junior girls about outgoing Senior gifts.  See below.

End of Year Dinner and Activities

There are several things that need to be addressed and can be farmed out to anyone willing to take it on.  The Team Coordinator does not have to worry about the dinner, the pictures, the uniform returns, etc. but they are listed for continuity.  See the End of Year Job Description for dinner info if needed.

· Uniform Turn In:  A table is set up so the players return their laundered uniform pieces as they walk in.  If they return all 4 they get their $150 deposit check back.

· Pick up Team Pictures/sign Thank You cards:  This is organized by the Team Photo Coordinator.  They will have the Team Photo (or the matte) signed by all the girls and them frame it and give it to the coach(es) at the end of the dinner when awards and gifts are presented.
· Dinner and Dessert:  All family members welcome, you pay per person.  Buffet style dinner and dessert.  At the end of dinner the awards start.
· Awards:  The Coach hands out and announces any awards
· JV Participation Certificates

· Varsity Letter, Pin and Certificates

· Award Plaques and Brassplate for Magee Award

6 award plaques for Best Defensive Player, Best Offensive Player, MVP  (Varsity and JV)

Magee Award plaque and perpetual trophy brass plate for Varsity.  Order from Far Western Trophy using a Purchase Order process. (see USB file)  We have used them every year and they have all the templates.  All you need to do is email them each category and name for the nameplate on the plaque.
· Coach Gifts:
Ideally these should be given to the coach(es) by the JV and V Team Captains.   See comments above from the January Team meeting as to how to pay for these gifts as the money has already been collected for them.
· Senior farewell gifts
The outgoing Seniors have traditionally been given gifts bags from the Varsity Juniors.  These are usually fun, sometimes college themed, but can be anything the girls want to do.  The price will vary by number of graduating girls but no more than $10-15 per girl should be spent…it’s just meant to be fun.  Be sure you contact one or more Junior girls and tell them they CANNOT be reimbursed without receipts.  They should have receipts ready to give to the treasurer at the dinner along with their address for the check to be mailed.  The check reimbursement form should read “End of Season dinner décor” or something other than “Gift”.
· Varsity Team gag gifts from outgoing Seniors ~ $50 for 2009
The Varsity captains have traditionally given “gag” gifts in good taste to the rest of the team they are leaving.  These are meant to be fun and should not be extravagant.  JV Captains can do this if they want but they are not usually familiar with the tradition and it was originally intended to be a way for the outgoing Seniors to say goodbye to their team.   Be sure you make it clear to the Senior girls that they CANNOT be reimbursed without receipts.  They should have them ready to give to the treasurer at the dinner along with their address for the check to be mailed.  The check reimbursement form should read “End of Season dinner décor” or something other than “Gift”.

· Announcement about Team Volunteers
You can make an announcement at the dinner as to what jobs need to be filled for the following year but I found it not to be very effective as the next season seems so far away.  It is probably more efficient to email the team during the summer months.
June

· Ask the school Financial Secretary to send you a copy of the most current team account information for the year.  (Ends June 30).
· You may want to email all the Coordinators to ask if they are going to continue in their positions.  Some will obviously be moving on as their girls graduate.
· Send everyone a copy of their Job Description and ask them if they can review and/or update the document.  Update your files as they do.

· If they have materials (leftover spiritwear, forms, etc.) they could send them to you for the following year or they can hold on to them to pass on to their successors when known.

Uniforms are replaced every 4-5 years

· The Uniforms we have are new from the 2009 season and will be due to be replaced ~ 2013.  This could be earlier or later depending on the condition of the uniforms and skirts.
· The Team Coordinator is responsible for this process or can elect a committee to survey new options and prices.  We try to carry over a good balance each year to gradually save for this expense and in the past can use Booster Money for up to ½ of the total cost.  Past Booster allocations have been ~ $1000 so it will not even be close to ½ of the expense.  I estimate we will need $8000 to buy 60 new uniform sets.    (Home and Away Jerseys, skirt and pinny.)
· The Uniform Coordinator could be given this job if they are willing.  BE SURE to consider any US Lacrosse rules with guidelines as to uniform number and coloring requirements or sizes. I STRONGLY SUGGEST that a few different options be posed to the girls and the coach.
· You MUST get samples sent to you before you decide.  This is important for sizing but also the general feel and comfort of the item.  In 2006 skirts were purchased in a wrap around style that looked ok but the girls hated them because they had no elasticity at the waist.  It’s really important for at least 6-8 girls to preview and try on the samples.  We ended up WASTING 60 skirts because they fit so poorly.  ELASTIC waistbands versus simple wraparound and button skirts are best.
· With that considered I also need to state that last time we ordered uniforms many of the girls wanted a racerback top.  This was vetoed by myself and the coach.  We had played other teams with racerback tops and they looked uniformly bad.  Girls wore all different types and colors of bras with them and the straps showed.  Plus, they do not look good on the heavier or more chesty players.  So…let your good judgement lead you or the person making the selections.
MISCELLANEOUS INFORMATION
Storage of Equipment

Women and Men’s Lacrosse teams have storage allocated in the building at the far end of the Football field.  Inside we have a large metal KNAACK storage box with locks.  The information for the storage unit is:  Master Lock 5KA, Keys:  2753    (can be replaced with code)

Referees

The coach provides all the information needed to the agency that arranges Referees for all of our home games.  You have to check with the coach for the most up to date sign on info if you would like to see what referees are assigned or volunteer for our games.  For the last season you had to go to:
(removed for security reasons)  
Questions?
Do not hesitate to contact me if you have any questions about anything.  I have done the job for 3 years including several of the other jobs that have now been separated from the Team Coordinator job.  Email is the best way to contact me as I check it regularly.   (cmstagg@aol.com)
11/09


