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2.01

Team Manager 6s Handbook

Forward

This Handbook is developed as a resource for the Team Manager of
KVMHA teams. It is prepared for easy and convenient reference and
should errors occur, the contents of this book will be superseded by the
official minutes of the Association.

This handbook will always be a work in progress and each year its content
will be updated.

Your critique and constructive feedback is encouraged by contacting the
Director of Administration at 847-9348.

Team Manager s Rol e

The role of Team Manager is critical to the successful operations of every
team.

Why is it so Critical?

Your KVMHA Board of Directors views each of its teams as having several
stakeholders whose needs must be met if the season is to be successful.
These stakeholders are:

€) Players

(b) Parents

(c) Coaches

(d)  KVMHA Officials

There can be no substitute for direct communication between any of these
stakeholders. A player must be able to discuss his objectives, questions,
concerns and problems with the coach. A parent who has concern
regarding Association rules and policies or the progress of their child must
be able to discuss these with the Association or coach as the case may
be. Acoach must be able to discuss
with the player, parent or Association as the case may be.

a
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Team
Manager

However, this communication is not always possible so the Team
Manager is in the position of trust to act as the communication link and
intermediary when these communications links are severed. It will then
become clear in successive sections of this manual how we believe that
position of trust can be created.

If there is not a satisfactory resolution of the problem at the Team
Manager level, the next step is for the Manager or the Parent to contact
the Association Parent/Player Advisor.
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2.02 Program Resolution Strategy

Team
Problem
Team
Manager
\4
If NOT Resolve at 1
Resolved Team level
Association Parent / 5
Player Advisor
Board of 3
Directors

1, 2, 3 Levels of Escalation

It is not the intent to position the Team Managers as only an escalation
point. There are many administrative duties to be performed as well and
they will be further defined.

The Team Manager role can be summarized in the following statements:

@) Perform the role of intermediary between any two stakeholders
when normal communications are not possible;
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(b) Perform all administrative duties required by the Coach, Parents
and the Association.

3 KVMHA Organization Chart and Contact List

This section provides an Organization Chart showing the reporting
structure and lines of control of all elected and appointed positions in the
Association.

Also included is a contact list of all positions on the organization chart.

Our web site at www.kvmha.com contains our Association Operations

Manual and the Team Manager6 s handbook, which describ
each position on the organization chart. The web site will always contain

the most current telephone numbers.

3.01 Board of Directors

President Darren Zwicker 848-0922 (R)
dfzwicker@hotmail.com

Past President Barry Farnsworth 849-2754 (R)
bfarns@nb.sympatico.ca

Vice President Barry Farnsworth 849-2754 (R)
bfarns@nb.sympatico.ca

Director of Administration Sheryl Titus 849-1921 (R)
dstitus@nb.sympatico.ca

Director of Communications Janet MacDonnell 849-4931 (R)
jmrx@nb.aibn.com

Director of Divisions Darryl Ford 849-6636 (R)
darryl.ford@fundyeng.com

Director of Female Hockey  Pauline Laidman 849-0616 (R)
plaidman@nb.sympatico.ca

Director of Finance Robin Harvey 849-1567 (R)
jharvey@nb.sympatico.ca
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Director of Human
Resources

Kim McCormick
fmccormick@rogers.com

847-9370 (R)

Director of Ice

Mark Goldsmith
goldsmit@nbnet.nb.ca

847-4952 (R)

Director of IP and Novice

Peter Mabey
peter.mabey@aliant.ca

847-0661 (R)

Director of Revenues

Duane Hilchie
dhilchiedundeesecurities@nb.aibn.com

847-0907 (R)

Director of Technical
Development

Scott Robarts
robars@nb.sympatico.ca

847-8422 (R)

3.02 Appointed Officers

IP Coordinator

Mike Cox
michael.cox@aliant.ca

849-3623 (R)

Novice Coordinator

Terry Cropley
crop@nb.sympatico.ca

849-4630 (R)

Atom Coordinator

Mike Pierce
michael.pierce@bellaliant.ca

847-2950 (R)

Peewee Coordinator

Tom Bayne
tom@marinerpartners.com

Todd Underhill
underfam@nb.sympatico.ca

849-4664 (R)

650-2225 (R)

Bantam Coordinator

Glenn Cook
glenn.cook@nbed.nb.ca

Pat McCarthy
pat.mccarthy@saintjohn.ca

847-9021 (R)

849-8173 (R)

Midget Coordinator

Peter OONeill
peter.oneill@investorsgroup.com

849-1405 (R)
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Equipment Manager

Mark Fournier
markcyn@rogers.com

847-2092 (R)

Fundraising Coordinator

Duane Hilchie

dhilchiedundeesecurities@nb.aibn.com

847-0907 (R)

Ice Scheduler

Paul Martin
nbnewfs@nbnet.nb.ca

847-0169 (R)

Officials Scheduler

Mike Hellingwerf
portworkerl@yahoo.ca

333-4886 (C)

Paymaster

vacant

Referee in Chief

Mike Hellingwerf
portworkerl@yahoo.ca

333-4886 (C)

Registrar

Paula Forbes
mforbes@nbnet.nb.ca

847-9957 (R)

Technical Director of Player vacant
and Coach Development

Technical Director of vacant
Offense

Technical Director of vacant

Defense

Technical Director of
Goaltending

Csaba Domokos
domokosc@nbnet.nb.ca

849-0184 (R)

Technical Director of Risk
and Safety

Denis Cormier
denis.cormier@gmail.com

333-4994 (C)

Tournament Coordinator

Janique Delaquis
ddlaw@nb.sympatico.ca

847-0378 (R)

Volunteer Coordinator

vacant

Web Master

Mark Goldsmith
goldsmit@nbnet.nb.ca

847-4952 (R)
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3.03 Organization Chart
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3.04 Committees

Association Player /
Parent Advisor

T Director

Banquet and HNB
Awards

T Volunteer Coordinator (Chair)

Constitution

Barry Farnsworth i Past President (Chair)

Coach Selection

Kim McCormick i Director of Human Resources
(Chair)

Barry Farnsworth 1 Vice President

i Member at large

Scott Robarts i Director of Technical Development

Peter Mabey i Director of IP and Novice

Mike Cox i IP Coordinator

Terry Cropley i Novice Coordinator

Pauline Laidman i Director of Female Hockey

Darryl Ford i Director of Divisions

Mike Pierce i Atom Coordinator

Tom Bayne i Peewee Coordinator

Todd Underhill i Peewee Coordinator

Glenn Cook 1 Bantam Coordinator

Pat McCarthy 1 Bantam Coordinator

Pet er 'ONMidget Cdoddinator

Disciplinary and Appeals

Barry Farnsworth i Vice President (Chair)

Kim McCormick i Director of Human Resource
Darryl Ford i Director of Divisions

Peter Mabey i Director of IP and Novice

i Member at large

Finance

Robin Harvey i Director of Finance (Chair)

Ice Scheduling

Mark Goldsmith T Director of Ice (Chair)

Nominating

Kim McCormick i Director of Human Resources
(Chair)

Pubic Relations

Janet MacDonnell i Director of Communications
(Chair)
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Technical Scott Robarts i Director of Technical Development
(Chair)
Tournaments Janique Delaquis i Tournament Coordinator (Chair)

4 Team Manager 6s Selection Process

At the First Team meeting which will be called by the coach, the selection
of the Team Manager is a top priority.

Having established that there are several stakeholder groups on a Team,
all of whom have expectations; the Team Manager selection process is
vital to the teams6 success.

The Coach needs an individual with whom they can communicate and in
whom they have confidence.

Parents need an individual whom they see as their advocate as well as
their childbébs advocate and with whom they

The Association needs an individual who can meet their administrative
needs and is willing to abide by Association rules and policies.

Any process that satisfies those requirements is appropriate and a
suggested process is as follows:

The coach will;

€) Have each family write their preferred candidate on a sheet of
paper and pass it to the coach.

(b)  All names will be posted and each person asked if they wish to let
their name stand.

(c) If there is more than one candidate, the coach will conduct a secret
vote to select the individual.

5 Setting up a Team Bank Account

KV Minor Hockey has arranged with the Bank of Montreal to help KVMHA
teams quickly get up and running with managing their team funds. Located
conveniently at the Landing Court in Quispamsis the Bank of Montreal has

12 October20M
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opened a team bank account for each KVMHA team from Novice to
Midget.

For detailsonhowto access your spealkwidtee KEMHAO u nt
Director of Administration.

When working with a team account it is especially important to implement
numerous checks and balances to ensure that funds are managed based

on the teambébs agreed upon bareligrotway and
misappropriated.

Checks and balances may include:

€) Each account should require two signatures. Those having signing
authority should not include members of the coaching staff i
generally the signing authorities should be the Team Manager and
a parent. Also, those that have signing authority should not have
any personal relationship or connection outside of the team. This
separation of duties means that no single person is responsible for
a transaction from start to finish.

(b)  The Team Manager and the parents should receive a copy of the
account 6 s stamment dnd yhey have the right to ask
financial questions at any time as it is their money in the account.

(c) Any unforeseen payments that arise should be discussed with the
parents before any transaction takes place.

(d)  The Team Manager should ensure receipts are obtained or a copy
provided for all transactions that take place. In general, receipts
should be numbered in order for easy tracking and should contain
the following information:

0] date of transaction;

(i) service rendered / purpose of payment;
(i)  company or individual owing payment;
(iv)  company or individual receiving payment;

(V) signature of individual accepting payment;

(vi) amount;
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6.1

(vii)  form of payment.

(e)  When writing a cheque, the description line should always be filled
in and, if one is available, write the invoice number on the cheque.
Also, DO NOT write any cheques made out to @asho .

Season Plan, Budget, and Ongoing Communication

There are three fundamentals required for a successful off ice hockey
program. As your team embarks on another season, this group of players,
coaches and parents will spend a great deal of time together. As in any
relationship in life, all stakeholders will have certain expectations that must
be met for harmony to exist.

These expectations include:

(@) Having meaningful i nput to the teams

activities for the season.
(b) Receiving timely feedback in such areas as:
0] Financial status
(i) Tournament plans
(i)  Game schedules
(iv)  Practice schedules
(V) Fundraising plans and progress
Season Plan Development
Once the team is selected and Team Manager is chosen, everyone is
anxious to begin the season. The creation of the Season Plan is now vital

and there is only a short time to develop it.

The Team Manager will then facilitate the following process to create the
Season Plan.

Thet eambébs coach has been planning for
and possible desires are for the season and no doubt made some
preliminary tournament plans. The following is a suggested approach to
creation of the plan:

14 October20M
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6.2

(@)

(b)

(€)

(d)

(€)

Following a practice, conduct a parents meeting where all
stakeholders are present.

Have a coach write his aspirations, goals, rules, apparel
requirements, travel, tournament desires, etc for the team.

Have the parents write their reaction
as their own goals, wants and desires.

Have the player write their desires for the season. (The amount and
detail of player input will vary with the age of the team).

Integrate this information into a draft Season Plan to present at the
next parents meeting.

Budget Development

From the input received for the Season Plan the draft Budget can now be
prepared for presentation at the next parents meeting. The following is a
suggested approach to creation of the Budget:

(@)
(b)
(©)

(d)

Research the costs associated with each item in the Season Plan.
Develop reasonable financial targets for any fundraising projects.

Open a bank account with 3 people having signing authority and 2
signatures required.

Create an accompanying policy that receipts must accompany all
expenditures.

A simple budget format is presented below:

Team Season
Revenue:
XXX XXX
YYY $YYY
77 $z72727
Total $?77??
Expenses:
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XXX $XXX
YYY $YYY
7277 $7277
Total $?222?

Net i

With these two fundamentals in place (Season Plan and Budget

developed with meaningful input) the team now has a sound basis for a

successful season. The third fundamental will now be discussed.

Ongoing Communication

Given that meaningful input was a fundamental of a successful season,
feedback as to Ahow well are we doing <co
is going on that affects us?06 is the thir
It is clear in organizations that timely, complete and accurate feedback will

significantly reduce the creation and spreading of rumors. There are

several areas of feedback and information that stakeholders expect. They

include such things as but are not limited to:

(@)  Tracking the Season Plan

(b)  Tracking the Budget

(c) Tournament dates and schedules

(d) Game schedules

(e) Practice schedules

)] Association newsletters, policies, directives, etc

(9)  Fundraising plans

In addition to voice mails, telephone calls, etc as required, there are two
forms of formal communication recommended:

(& A monthly newsletter via paper, email, web site or any other
suitable written form.
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(b) Team meetings held every two months (mid December, early
February and late March). At the Team meetings, a year to date
budget report shall be presented to indicate how team finances are
being generated and spent

The monthly newsletter is a summary of what has happened and what is

coming up i.e. league activities, practice and tournament schedules,

Season Plan status, and any other pertinent information.

The team meetings are a forum where:

(@  The monthly communications can be discussed.

(b) We can use a checkpoint nhow
adjustments should we make?hf,
concerns we have beenunablet o addr ess?if.

Team Fundraising

This section covers the process to follow for approval of all fundraising
projects.

All requests must be forwarded to the Director of Administration by
depositing it at the Minor Hockey office at the Rothesay Arena or
forwarding it by email.

The following steps outline the procedure to follow:
(@ The KVMHA recognizes the desire of individual teams to raise
money, but must protect the ability of the Association to raise funds

to sponsor our total program.

(b)  All requests for fund raising approval during the current season
must be presented to the Board of Directors.

(c) Requests must outline the nature of the event, timing of the event
and what the funds are required for.

(d)  Approval of the Board of Directors is required before the event is
publicized or occurs.

(e) The Board of Directors reserves the right to refuse all requests if
deemed in the best interest of the Association.

ar e
far e
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8 Special Event Sanctioning

This section contains a Risk Management Bulletin from Hockey New
Brunswick that describes a process that must be followed to ensure
insurance coverage for events other than hockey games and practices.

SPECIAL EVENTS SANCTIONING GUIDELINES

Risk Management Bulletin

TO: HNB MEMBERSHIP

FROM: HNB Risk and Safety Management Committee
SUBJECT: HNB SANCTIONING GUIDELINES

A common question heard with respect to the fact that the Hockey Canada
Liability Insurance Program only responds to sanctioned hockey activities
is: "What is a sanctioned hockey activity?"

The HNB has adopted the following sanctioning guidelines. You will note that
most apply to on-ice activities only with consideration for application for
other events. HNB limits the scope of sanctioning with events involving
alcohol.

Sanctioning Guidelines

Any hockey activities, which fall within the time frame of September 1 to April 30
of the calendar year, will be considered for sanctioning. An exception to
this will be activities such as the HNB high performance programs and the
HNB'S Annual General Meeting which take place outside of this time
frame.

Any and all applications for sanctioning must be signed by a person of legal
majority. Any reference to a representative of an Association/Team
member is understood to be a person of legal majority.

On Ice Activities

1. Activities which are part of a Hockey Canada member association/team
program will be sanctioned. Examples of events which are sanctioned are
regular league play, practices, exhibition games which have been
approved by the HNB, and tournaments which have been approved by the
HNB.
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2. Hockey Canada member teams must be competing against other Hockey
Canada member teams in order to have coverage. Coverage will not be
extended to Hockey Canada member teams who participate against non-
Hockey Canada member teams; unless competing against IIHF or USA
Hockey member teams in events sanctioned by the appropriate body

3. "Benefit Games" for a recognized charity in which a Hockey Canada member
team is playing against a non-Hockey Canada member team in a charity
situation must be approved on an individual basis. The Hockey Canada
member would be covered; however, the coverage would not be extended
to the non-Hockey Canada member team and it is required that they be
made aware and that they acknowledge in writing the non-coverage.
These games must be non-checking and no body contact.

4. In cases where the HNB has granted "coverage" status to Minor or Junior
hockey players, coverage is extended to the players and those they
compete against.

Dryland Training / Off Ice Activities

HNB member associations and teams may apply for Hockey Canada Liability
coverage for dryland training / off-ice activities. These applications, made
on the HNB approved form, must be signed by the Association/Team
President and returned to the HNB Executive Director, or his/her
designate, for consideration. Each request will be considered on an
individual basis.

Officials

1. Hockey Canada member officials will be covered for any competition between
Hockey Canada member teams.

2. Coverage will not be provided to a Hockey Canada member official who works
any game involving non-Hockey Canada member teams unless the
Association has applied for and been granted permission for a "benefit
game".

3. Official Assignors will have Hockey Canada Liability coverage for any HNB
sanctioned activities in which they assign officials. Coverage will not be
provided to a Hockey Canada member Assignor who assigns any game
involving non-Hockey Canada member teams unless the Association has
applied for and been granted permission for a "benefit game". The Hockey
Canada member Assignor must be provided written approval of
sanctioning.

Fund Raising Activities

HNB member associations and teams may apply for Hockey Canada Liability
coverage for fund raising activities. These applications, made on the HNB
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Special Event Request for Sanction form, must be signed by the
Association/Team President and returned to the HNB Executive Director,
or his/her designate, for consideration. Each request will be considered on
an individual basis.

Notes:

Failure to disclose circumstances or relevant details, which would otherwise deny
sanctioning, will void Branch sanctioning and may result in denial of
coverage.

A list of participants of the non-Hockey Canada member team must be provided
with the application for sanctioning. This roster form must provide
explanation of the non-coverage for the non-Hockey Canada member
team. The non-Hockey Canada member team must acknowledge the non-
coverage in writing.

9 Travel Permit / Exhibition Game Permit
9.01 Whenis a Travel Permit / Exhibition Game Permit required?
@) For IP and Novice teams:

0] ALL Novice games (exhibition and scheduled games / home
and away)

(i) ALL jamborees (both within District and out-of-District)

(b) For Atom, Peewee, Bantam, and Midget teams:

0] ALL exhibition games (home and away)

(i) ALL tournaments

(i)  ALL jamborees (for Atom and above these are typically pre-
season)

9.02 How do you request a Travel Permit / Exhibition Game Permit?
(@) For IP and Novice teams:
0] Complete the Travel Permit / Exhibition Game Permit form

and send to the KVMHA Vice President. If it is approved a
signed copy will be returned to you.
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(b)  Atom, Peewee, Bantam, and Midget teams:

() Complete the Travel Permit / Exhibition Game Permit form
and send to the KVMHA Vice President. If it is approved a
signed copy will be returned to you.

9.03 Travel Permit / Exhibition Game Permit Notes

In all cases, requests for exhibition games, tournaments, or jamborees
within Canada must be filed no less than four (4) business days prior to
the game or event. Requests involving travel to the US must be filed no
less than six (6) weeks prior to the event. Travel requests to Europe
should be filed not less than six (6) months prior to the event.

Exhibition games played within our District and participation in an in-
province tournament may be permitted without a signed Travel Permit /
Exhibition Game Permit being issued but prior approval from the KVMHA
Vice President is still required.

Exhibition games played outside our District, all out-of-province
tournaments, and all jamborees may require that you show the physical
Travel Permit / Exhibition Game Permit before your team will be allowed to
participate. Therefore, take your approved Travel Permit / Exhibition
Game Permit with you when you travel. All Canadian teams must have a
travel permit from their Branch Office (HNB) to participate in exhibition
games or tournaments of any kind against teams in the US.

For Novice, one Travel Permit / Exhibition Game Permit may be issued to
approve a pre-arranged collection of scheduled games.

Team registration to all tournaments must include your approved HCR
team roster, including affiliates. This is available from the KVMHA Director
of IP and Novice, Director of Divisions, or Vice President.

The penalty for playing without proper approvals is severe. NBMHC
Minimum Discipline Standards state that a minimum six (6) month
suspension will be given to a coach, manager, or team official for playing
without a proper Travel Permit / Exhibition Game Permit.
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Hockey New Brunswick

P.O. Box 456, 165 Regent StteBuite 4
Fredericton, NB E3B 479

Tel: (506) 4530089

Hockey NouveauBrunswick
C.P. 456, 165 rue Regent, Local
Fredericton (N-B.) E3B 479

www.hnb.ca Tél: (506) 4530089
WWW.NND.ca www.hnb.ca
TRAVEL PERMIT / AUTORISATION DE VOYAG E
[]  Tournament outside N.B. / Tournoi en de hors du N.B. #
O Tournamentnside N.B. / Tournoi en N.B.
[l Exhibition Game(s) / Partie(s) hecsncours
[] Jamboree
Team Name/ nom de | 6®qui pe

Team Coach/entra " neur de | 6®qui pe Category/catégorie
Tournament / tournoi Exhibition Game (Opposing team)

Partie(s) horsoncours (Equipadverse)
Location / Endroit Travel date(s) / Date(s) du voyage

| authorize the abovenentioned team to participate and travel
Jauthorise I'équipetiaut mentionnée a participer et & voyager

District Director NBMHC/Directeur de District CHMNB Date
or/ou
HNB office / Bureau de HNB

Return to:/
retournez a:

Minor Association Fax #: -

Revised: September 2009

Proud Sponsor of HNBFiére Commanditaire du HNB

&@‘ﬁ> &@%
J. Clark & Son, Limited C A
CLARK Fredericton, N.B. (506) 452010- Sussex, N.B. (506) 438160 L RK

CANADAS OLDEST CHEVROLET DEALER . . . CANADAS OLDEST CHEVROLET DEALER
Le concessionnaire Chevrolet le plus ancien au Canada
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12

K.V.M.H.A Tournament Obligations

The Association hosts several tournaments each year. Not all Divisions
will have a home tournament while others may have two.

Tournaments are a major source of revenue for the Association and we
strive to maximize revenue and provide good value to the participants. We
also recognize the contribution of our host teams and a profit sharing
formula exists as follows:

The Tournament Coordinator will contact your team. To participate in the
tour nament and benefi't from a re
cooperation is required.

See the KVMHA Policies section of this handbook for additional
information.

Player Registration Requirements

Thi s section covers t he admini st
identifies the needs and the process for filing those needs.

Hockey New Brunswick requires that players are registered as follows:

(@)  All registered hockey players in the Novice to Midget divisions must
be recorded on the HCR Team Roster Form. All IP players must
be on a player list.

(b) Completed HNB Player Roster Forms will be available for KVMHA
teams from the KVMHA Director of IP and Novice, Director of
Divisions, or Vice President by November 15.

Team News

KVMHA has several mediums thru which it communicates with its
members. The most common media is the web site under the Latest News

page.

We strive to have the content of this media reflect our membership and as
such we welcome newsworthy news and events from our teams.

duced

rat.
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If your team has a significant accomplishment or event in which the
membership would be interested, please forward the information to the
Director of Communications.

13 Ice Utilization Policy

Ice accounts for more than 50% of the annual KVYMHA budget and its
effective utilization cannot be overstated. This document outlines the
Associationés policy on the control and

The Coach and/or Team Manager will make the teams decision regarding
ice usage and will therefore be the interface with the Ice Scheduler. This
may vary from team to team but our assumption is that the Team Manager
performs that role. In any case, it is critical that this policy is followed. In
cases where the Coach assumes this role the Team Manager is requested
to reinforce this policy with the Coach.

See the KVMHA Policies section of this handbook for additional
information.

14  Comprehensive Insurance Program

This section describes the highlights of the Insurance program and the
reporting procedure for accidents as follows:

@) AiHockey Canada Injury Reporto forms are available as a link
on the KVMHA website under d~orms/Infod

(b) Completed fHockey Canada Injury Reportd forms should be
left at the KVMHA office at the Rothesay Arena and the
Association will forward them to Hockey New Brunswick. (This
form is to be completed in full and forwarded to the HNB office
within ninety (90) days following an accident/injury. Failure to
comply with this filing deadline will result in your claim being denied
by Hockey Canada.)

(c) More detailed information is available in Hockey Canada®
ASafety Requires Taevhichwpavdlablelbooad k | e t
KVMHA members as a link on the KVMHA website under
d-orms/Infod

14.01 Hockey Canada National Comprehensive Insurance Program
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15.01

Hockey Canada has designed an insurance program to respond to the
various risks that confront organized amateur hockey. This program is
designed to protect the players, coaches, administrators, referees and
volunteers against risks associated with the game. The insurance program
should not be viewed as a risk management tool. The program is made up
of three separate components:

(@) Liability Insurance

This is a General Liability Insurance Policy designed to respond on
behalf of any of the registered participants in the game including
players, coaches, managers, trainers, on and off-ice officials and
volunteers, this policy is a Personal Injury and Property Damage
Policy.

(b)  Accidental Death and Disability Benefits

These benefits cover members against accidental injury, death only
while participation in HC sanctioned activities. This portion covers
very serious, permanent injuries that might occur while participating
in a HC / Branch sanctioned activity. Unlike Major Medical/Dental
coverage, this coverage is in addition to any other similar coverage
an eligible participant may carry.

(c) Major Medical and Dental
This plan supplements existing provincial health plans and any
me mber 0s personal maj or medi c
pursue a claim through their personal medical/dental plan first. The
HC insurance then responds for the outstanding balance.

Control and Safekeeping of Sweaters and Equipment

Jerseys

Each year KVMHA finds it necessary to write off a number of Jerseys

which do not get returned. Getting the Jerseys returned in a timely fashion

is also an issue. To combat these issues the Team Jerseys Policy will be

enforced.

With each set of Jerseys signed out the Equipment Manger will provide
the forms needed by the Team Manager for tracking purposes.

Team Managers are encouraged to collect Jerseys after each game.

al
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At the end of the season Team Managers are responsible to collect all
Jerseys and returned them to the Equipment Manager.

Reference the Team Jerseys Policy for a complete description of the
Team Manager o0s responsibilities.

15.02 Jersey Return Instructions
Please prepare the Jerseys for return as follows:

€) Ensure all Jerseys have been washed or dry cleaned since last
used.

(b) Have each Jersey on its own metal hanger (the recycle bin at the
Laundromat is a good place to get hangers if you need them or
have each player return theirs on a hanger). No plastic hangers
please.

(c) When putting the Jersey on the hanger, hang it so that when it is in
the closet, the hanger goes over the closet rod from the front and
the number on the Jersey is on your left (see the diagram below).

(d) Put Jerseys in order with the smallest # on the left and highest # on
the right when hanging them on the closet rod.

(e) Make note of any issues with the set that may need to be
addressed before the start of next Season and let me know when
returning them (i.e.. torn Sweater, sizing for your Team, numbering,
etc).

Your help in organizing the Jerseys as described is greatly appreciated.
Please make sure you have all the Jerseys that were assigned to your
Team.

At the end of the Season the Director of Equipment will arrange a time for
you to return the Set of Jerseys. Other Equipment (Goalie Gear, Puck
Bags, pucks, Coach Boards) signed out to Team Managers is to be
returned at the same time as well.

The Equipment Room is at the back of the Rothesay Arena i door at the
top of the bleachers. Please watch your head when entering the
Equipment Room (low overhead pipes).

Please arrange Set as shown below:
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16 Game Sheet Preparation and Time Clock Operation

This section covers the administrative process of filling out a game sheet
properly as well as the protocol to be followed in its preparation.

This section also shows the layout of the clocks at Rothesay Arena and
the Quispamsis Memorial Arena.

The Team Manager is responsible to ensure there is an adequate
number of persons trained in these procedures.

In early November there will be a training session on these procedures.
16.01 Game sheets

*** All information must be printed ***

ABrancho HNB

nCategoryo Atomi AARe,ewee NABO, etc
(Division atom, peewee, etc)
(Category AA A B, C)

St

Pl ayed at 0 nameofarena(ex. RNS, Quispamsis, etc)

iDat eo current date
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16.02

16.03

AMont ho current month

AYear O current year

AGame #0 if the league schedule had a game #

A Gameo regular scheduled game, exhibition, etc
AVisiting t e aameofteam (ex. Hampton Huskies)

AHome teamod name ofteam (ex KV Coyotes)

AOf Theo name of league (ex SNBMHL, CMHL, etc)

All signatures including timekeepers shall be printed first, then signed. If
there are only 2 on ice officials, they sign the linesmen slots.

Please ensure the coaches print clearly when listing their players.

The visiting team must list their players first.

Listing a goal

€) list the period #

(b) list the time of the goal

(c) list the player # who scored the goal

(d) list the player # whom the referee had identified as assisting on the

goal

At the end of the game, total up the goals for each team. List and circle
the amount of goals and draw a line through the unused portion of the
scoring section of the sheet.

Penalties

(@) list the period

(b) list the players # who received the penalty
(©) list the players # who is serving the penalty
(d) list the penalty received
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16.04

(e) list the # of minutes
() list the time the player went off the ice

(9) list the time the penalty started (may not be the same as the off
time such as in the case of delayed penalties)

(h) list the time the player returned to the ice (i.e. May not be 2 minutes
after the start time such as in the case of a goal being scored)

0] at the end of the game total the # of penalties and circle this #.
Draw a line through the unused portion on the penalty section on
the sheet.

At the end of the game, after the officials sign the sheet and there is
nothing further to be written up, please give the visiting team the pink
copy, the home team the yellow copy and ensure the white copy is
deposited in the box in the referees room.

KVMHA Timekeepers Workshop
Length of games (as quoted from SNBMHL Rules)

@) Aé games mushe end ofdthe albbcated hour with the
exception of playoff games. The game clock shall commence
straight time when the remaining allocated ice time is the same as
the remaining game ti me ¢€éo0.

Game sheet preparation (as quoted from SNBMHL Rules)

€) i € geasheets are the responsibility of the home team and must
be properly filled out, signed
the responsibility of the timekeeper to ensure that the game sheet
process is started by the coach and if you do not have the game
sheet 10 minutes before the game time, consult with your coach.
Verify that all information is in place and if not, attempt to acquire it.
If unable to do so, please advise the referee before the game
begins.

Blank game sheets are in the minor hockey room at the Rothesay
Arena. At Quispamsis, they are located in the canteen. There is no
storage at RNS so coaches are advised to carry extra sheets at all
times.
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Quispamsis Memorial Arena
Score Clock

Model Code 871
Hockey

Start Up Procedure

The traveling display prompts you to ENTER YOUR MODEL CODE, START WHERE TURNED OFF LAST or USE A
BOOKMARK. To enter a model code, use the example below. If a power failure happens during a game, answer YES to
START WHERE TURNED OFF LAST. If someone saved a BOOKMARK, select the Bookmark number.

Enter Model Code: 871

Display will show the sport being played, i.e. HOCKEY.

Next, the control will ask DO YOU WANT TO USE PENALTY TIME OUT? “YES” or “NO”
The display now shows the main time.

NOTE
If you are using Shot Clocks, Delay of Game Timers or other Nevco accessories that require a separate hand-held switch,
please use the operating instruction accompanying that hand-held switch for proper usage.

Entry Error
If an error is made, the display will show: ENTRY ERROR

This will remain on for about 2 seconds and then return to the TIME display. If the ENTRY ERROR displays, you may
reenter the correct information immediately with out delay.

You can return to the time display anytime by pressing the TIME key.
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Timer ration
Main Time
To set the clock, you must start with the SET key then the TIME key. Now enter the time you want. If the display is
correct, press the YES key. If not correct, press NO. You will notice that the display will start erasing or backing up one

digit at a time every time you press NO. Backup until you delete the incorrect entry and then enter the correct time, then
press YES.

EXAMPLE: Press SET, then TIME
The display now shows: SET MM:SS.s
Press 0800
Press NO
The display now shows: SET 08:0S.s
Press YES

Period
Display now shows: PERIOD 0
Now enter the PERIOD. (i.e. 1)
Display now shows: 8:00.0 DN

As you see by the example, you do not enter zeros that are not significant. In fact, to set the time to zero, just press SET
then TIME then YES.

Now plug the remote hand-held time switch into the outlet on either side of the control or use the TIME ON button located
on the keyboard to activate the timer.

NOTE: If the remote hand-held time switch is plugged into the control, it will disable the TIME ON and TIME OFF
buttons on the control.

Automatic Horn
Sometimes the automatic horn is not desired. Try this:

Press SET then HORN
Display now shows: AUTO HORN? Press YES or NO

If you answered NO, the horn will not sound when the time reaches zero. If you change your mind, do it again and answer
YES. This can be done at anytime. The control “beeper” will always sound.

Score Entries

Enter a score for the HOME team.

Adding to Score
Press HOME SCORE

The display now shows: HOME = +

Now press 2

The display now shows: HOME =~ +2

The scoreboard displays a “2” in the HOME SCORE. Repeat this a few times.

It can add any number for you from 1 to 9.

Correcting Score
You cannot subtract. Use the SET key.

Press SET then HOME SCORE. Now enter a number.
GUEST SCORE works the same.
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Penalty Timer Operation

Maximum Number of Players Allowed
You may enter all numbers from blank zero to blank nine and 00 through 99 for each team.

The control is capable of handling up to 5 penalties for each one of the players. When a penalty timer runs out, it will be
removed from the scoreboard. If another penalty is to be served, it will automatically be placed on the scoreboard and

begin counting. The penalties run off in the order they were entered. If you try to enter more than 5 penalties per player,
the display on the control will show -OUT OF MEM-.

Setting Penalty Time
To set a penalty time, follow the example below.
Press SET then HOME PENALTY or GUEST PENALTY.

Now enter the time the same as when you set the main time, then YES. You will then be prompted to enter the player
number to be associated with that penalty. Try this:

Press SET then HOME PENALTY, press 02 and then prows YES

Player Number
The dusplay shows H. PLAYER # Now peess 23, for the player numbes

The display will look something like thes: 8000 DN
Now press HOME PENALTY. The displsy now shows H | 200 23
This means that the HOME pesalty sumber 1 is set st 2:00 for player 23

Set at least five pesalty times and wiich them #3 they count down.  When peaalties one and two run out, penaltves three end
four move up and then penalty five will move up when either penalty three or four runs out
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