LIBERTY YOUTH FOOTBALL

Constitution and By-laws

Revision Date: 01/06/2009

ARTICLE  I  ---  NAME

The name of this organization shall be the Liberty Youth Football Association, hereafter referred to as the “Association.”

ARTICLE  II  ---  OBJECTIVES

1. To foster, develop, and promote youth football in the Liberty High School boundaries for all youth entering grades 3-8.  

2. To establish the sport on a high plane, thus resulting in the maximum benefit for the member teams, players, sponsors, and the interested public.

3. To provide an athletic program that will enhance the physical fitness of its participants and provide an increased awareness of the importance of developing positive life long health habits.

4. To promote the welfare of the children and their families in the Liberty High School Community by providing quality time in a team spirited health-focused environment.

5. To bring into closer relation the home, the community, and the schools involved so that our youth can pursue being the best they can be.
6. To prepare players for future play at Liberty High School.
ARTICLE  III  ---  MEMBERSHIP

Any person who demonstrates good sportsmanship and a willingness to learn, who is of good moral character, who resides in the Liberty High School boundary, and who is willing to abide by the objectives and purposes of this organization shall be eligible for membership in the Liberty Youth Football Association.  

No youth shall be registered as a qualified player without the written consent of parent or legal guardian.

Registration for membership is on a first come, first placed policy dated from Registration night on.  

It is the goal of the Association to place all interested Liberty youth on a football team. Due to circumstances such as field space, number of coaches, etc… wait listing may be required. Players are placed on wait-lists based on the date/time registration forms and fees are received by the Registrar. Any registration received after June 30th is automatically placed on a wait-list (this includes returning players). Players will be taken off the wait-list in the following order:

1) Returning players who fully registered by June 30th, until the list is exhausted at that play level; then

2) New players who fully registered by June 30th, until the list is exhausted at that play level; then

3) Returning players who registered after June 30th, until the list is exhausted at that play level; then

4) New players who registered after June 30th, until the list is exhausted at that play level.

If a player at any play level is placed on a wait-list, they will be unable to participate in practices until a spot becomes available. If a spot becomes available, the player will be notified by a Liberty Youth Football Board Member. 

It shall be the philosophy of the LYFA to recognize and set forth to its non-voting members that the word “opportunity” does not constitute the “right” of a youth to play. It shall be the further philosophy of the LYFA that because of the uniqueness, injury risk, and dedication required, the LYFA football program be presented as a “competitive” rather than a “recreational” program.
ARTICLE IV  --- FINANCES

Sponsorship fees shall be determined annually by the Board of Directors.

Player fees shall be set at the discretion of the Board of Directors before General Meetings begin in February.

The Treasurer’s accounts shall be audited annually by a committee of at least three Board Members, of which the Treasurer is not one. The Treasurer will be available to answer questions from the committee. 

Approval of expenditures for the current year should be done prior to the newly elected officer receiving the books.

A proposed budget shall be prepared by the current Budget Committee for the following season. The budget should be presented to the general membership by the committee at the Annual Meeting for discussion and approval.  

Members of the Board of Directors shall receive no salaries for their services. However, they may be reimbursed for their expenses incurred in the performance of their duties, given they provide receipts for pre-approved purchases

ARTICLE V  --- DISSOLUTION

The “Association” is not organized and shall not be operated for the financial benefit of any individual or group of individuals. In the event of dissolution, all funds administered by this organization shall be distributed to another worthy local recreational or athletic program.

ARTICLE VI--- ADMINISTRATION

The administration of this organization shall be committed to its duly elected Board of Directors, consisting of not less than 6 members. The board positions shall consist of at least the following 6 positions; President, Vice President, Coaches Coordinator, Secretary, Treasurer, and Registrar. The 6 main board positions will not be co-shared.  No more than one member of each household may hold a position on the board and no head coach may hold a board position.

It shall also be stated the LYFA is staffed strictly by volunteers

Each board position will have an associated binder.  Each binder will include that position’s job description, events to plan, important dates, contact list of all board members, copy of the by-laws, and notes from previous members of that position.  Notes should include items such as suppliers they have used, contact lists, plans of action that worked best for them, forms used, etc…  The binders are the property of Liberty Youth Football and must be returned to the board prior to any member vacating their position
ARTICLE VII  --- GENERAL PURPOSES

The object of the Liberty Youth Football Association is to inspire youth to practice the ideals of health, citizenship, and character, to bring them closer together through means of common interest in sportsmanship, fair play, and fellowship, to impart to the game elements of safety, progressive developmental curriculum, and intelligent supervision, and to keep alive the welfare of participants first, foremost, and entirely free of adult desire for glory.

ARTICLE VIII --- MEETINGS

The board will hold it’s annual meeting(s) in early and mid January.  These meetings will be held for the purpose of electing board members for the ensuing fiscal year, report the annual audit results and recommendations, present the budget from the budget committee, review by-law amendments, binder amendments, and voting on these items if time allows.    

Written notice of the annual meeting(s) shall be distributed to all previous board members, coaches, and parents at least two weeks prior to the meeting with a list of all open board positions and job descriptions.  
General meetings for all Board Members and the football community shall be held in early February and twice monthly thereafter until practice begins.  The necessary quorum for a meeting of the Board of Directors shall require not less than a simple majority.

ARTICLE IX --- SPECIAL MEETINGS

Special Meetings of the Board of Directors may be called by the President or any two Board members.  Non-urgent matters will require at least 7 days notice.  Urgent matters will require at least two days notice. 

All special meetings for the purpose of grievance matters concerning Coaches or Board members will be conducted as closed meetings. Only Board members and witnesses will be allowed to attend.  Witnesses may not be in the room until called upon and will be excused after they have made their statement

ARTICLE X  --- ELECTION OF BOARD OF DIRECTORS

Members of this Association may nominate candidates for open positions or a person may submit an application before the annual meeting of the Board of Directors in early January.  If positions are not filled at that time, they may be elected at subsequent board meetings when at least two-thirds of the board is present.  Board members not present may phone in their vote and have it count as “present and voted.”  This must be done on a speaker so that all board members hear their choice.   

Persons applying or nominated to an open position need to be present at the annual meeting to answer questions from the sitting and outgoing board members.  

After the board has had the opportunity to ask questions of candidates, all persons will be excused except sitting and outgoing board members.  At this time, the board members will cast their votes.  Only sitting and outgoing board members may vote on the elections.

Should the board elect to do a silent vote the votes must be in writing and counted by two board members separately.  The board members counting the votes cannot be in competition for the open position.  

If no candidate is deemed qualified for an open position that position may remain open until such time that a suitable candidate can be found.

If a person applies for a board position and is voted down at the January Board Mtg., and the position remains open until July 1st, the person can reapply at that time. Their term will be the remaining 1.5 years of the 2 year term that began in January.

ARTICLE XI --- VACANCIES

Whenever any vacancy occurs in the Board of Directors by death, resignation or by an increase in the number of directors, or from any other cause, the vacancy shall be filled without undue delay by a majority vote of the remaining members of the Board. The person will fill the vacancy for the remainder of the term of the director whom they succeed.  During the existence of any vacancy, the remaining directors possess and may exercise all the powers of the full Board of Directors.

ARTICLE XII --- RESIGNATION

Any board members choosing to resign their position prior to the end of their term must submit their resignation in writing giving at least two weeks notice before relinquishing all duties and responsibilities.  

The board requests that all resigning members attend a special meeting so that the board has the opportunity to discuss any hardships, problems, suggestions, and improvements that the resigning member may provide.  

ARTICLE XIII  --- SUSPENSION OR TERMINATION

Membership in the Association may be terminated by a two-thirds vote of the full Board of Directors.  The Board Members shall have the authority to discipline, suspend, or terminate the membership of any Board Member and/or Coach when the conduct of such person is considered detrimental to the best interests of the Association or violates any published Tualatin Valley Youth Football or Liberty Youth Football Association rules. The member involved shall be notified of the special meeting, informed of the general nature of the charges, and given an opportunity to appear at the meeting to answer such charges. 

A Board member who is absent from three consecutive meetings of the Board of Directors may be removed.

ARTICLE XIV  --- TERM OF OFFICE

The term of membership of the Board of Directors shall be two years; one half of the positions should be elected each year, which will ensure the continuity of the Association. Board members may be re-elected for additional term(s) at the end of each term.  The two-year term begins and ends at the date of the annual meeting and is not governed by the beginning and end of the season.  The following positions must be elected on opposite years: President/Vice President and Treasurer/Registrar.

ARTICLE XV  --- RULES

The Board of Directors shall have final approval on all playing rules. All Association members shall adhere to conduct appropriate for the betterment of the players and its members, i.e. there shall be no fighting, alcohol, swearing etc. at any practices, games or other Association functions. The Tualatin Valley Youth Football Official Rules and Regulations and the High School Federation Rules shall Govern.

ARTICLE XVI --- TEAM FORMATION

When fielding more than one team at a grade level the draft procedure outlined below will go into effect. 

a. In accordance with the Tualatin Valley Youth Football By-Laws, there will be no stacking of teams. (i.e., no A team, B team, etc…)

b. In accordance with Tualatin Valley Youth Football By-Laws, no team will carry more than 30 players.

c. All registration forms with fundraising deposit will be marked with the date and time of receipt in the event that a wait-list will be required.

d. It is the intent of the LYFA Board to provide playing opportunities for the youth in the Liberty boundary and therefore any players from outside the Liberty School District will not be eligible to play in the LYFA without a waiver and board approval.

e. No players can be added to any teams after TVYFL verification night.

f. To be eligible to play on a LYFA team, players must be actively participating in all practices no later than the sixth official day of practice. Possible exceptions may be made for planned family vacations or illness.  The board and Coaches must be informed of scheduled vacations no later than 2 weeks prior to camp. 

g. In the event that players need to be added to teams after the draft has occurred, the following procedures will be followed:  

· If there is no waiting list, the player will be placed on the team with the next pick in the draft. In accordance with TVYFL By-Laws, the new player may have to be placed on the team with the fewest number of players at that age group. Each team has to have the same number of players at each age group within one. For example, the new player is a 5th grader and team Gold has 14 5th graders and team Blue has 16 5th graders the new player would need to be placed on Team Gold regardless of draft pick order to keep the teams balanced.

h. If prior to verification night, one team loses enough players at an age group to fall outside the TVYFL league rules as outlined above, the last new player added/drafted would have to move to the team with the fewest players at that age group.

ARTICLE XVII  --- DRAFT PROCEDURE

When two teams play in the same group, the coaches will be given the opportunity to evaluate all players in order to determine individual skill level for team selection.  Coaches need to ensure that teams with blended grade levels have an equal number of players at each level +/-.  

Coaches will be provided with the following prior to evaluations: 

· List of players for each grade level. 

· Weights of all players if known

· Player questionnaire which will include previous playing history and experience

a. A coin flip will determine choice of 1st pick in the grade of the coaches’ choice. The coin flip will be conducted at least 24 hours prior to the draft. 

b. The older class will be selected first. (i.e. 6th before 5th etc.) 

c. The first four picks serpentine with one coach receiving the 1st & 4th pick and the other coach receiving the 2nd & 3rd pick. The draft selections will alternate every pick after the fourth selection.

d. Any son/daughter of an appointed Head Coach will be slotted into the draft at the 3rd, 5th, & 7th round picks if necessary.  

e. If a team drafts a player that has a brother/sister in the same division, then the second brother/sister is automatically added 1 pick later in either grade. If three brother/sisters are drafted in the same age level, then the third brother/sister will be inserted two picks later.

f. Any player who was not available for observation prior to the draft will be a hat pick at the end of the draft. 

g. The coach that is due the next pick will be given the 1st hat pick.

h. If both coaches agree in writing that due to prior observations a child should be added to the general draft, then the provision listed in item (f) will be waived. All of these requests must be made prior to the coin flip for the draft.

i. Any player or players that are still on the waiting list at the time of the draft shall be placed on a team in order of their placement on the waiting list based on next available draft pick. Players from the waiting list will be placed onto the team with the next available opening.

Varsity and multiple JV teams

a. Determine the number of players that will be mandatory Varsity players for the upcoming

season (8th graders who weigh more than 170 lbs with gear or who turn 14 before August These kids are required to play at the Varsity level.

b. Establish a 3-person committee to evaluate players during camp and the first two contact practices to determine the remainder of the Varsity roster.

c. Committee will consist of the Varsity head coach and two other members comprised of LYFA Board members and/or Liberty High School football coaching staff. 

d. Evaluations will be based on objective and subjective criteria established by the LYFA Board.

e. Varsity team will be comprised of 22-25 players with the remainder of the non-drafted 8th graders playing at the JV level not to exceed seven 8th graders per JV Team. 

f. 8th graders will practice, be evaluated and be drafted separately from the 7th graders. Once the Varsity team is established, the non-drafted 8th graders will begin practicing with the 7th grade group.

g. Any 8th grader not constrained by the weight or age rule can voluntarily request to be moved to the JV level. 

h. No 7th graders will be allowed to play at the Varsity level.

i. Once the Varsity team is drafted, the multiple JV teams will be drafted by the defined draft procedures.

ARTICLE  XVIII  ---  PLAYER EXPECTATIONS
Parents shall complete, sign and submit all required paperwork to the LYFA Registrar. No player may practice until all of their paperwork has been turned in.

Players are expected to attend and participate in all practices and games. Coaches and the board will determine how many practices must be made during the week to be eligible for

Games.

For practice weeks after Labor Day, each player will not be eligible to participate in the Saturday game if they miss one practice unexcused or two excused practices during the week.

Excused practices are illness, required school functions, injury, family emergencies, and religious commitments.

During the season, one exception may be granted for a missed practice that does not meet the criteria for an excused absence (i.e., once during a season, a player may miss a practice for any reason and it can be counted as excused). The player’s coach must be notified 24 hours in advance of the missed practice or it will be unexcused.

Players will be ineligible to practice and may also be ineligible for games based on schoolwork (grades) and also any disciplinary actions at school, during practices, or at home.

Failure to submit fundraising money will result in a player not receiving their game jersey ultimately resulting in ineligibility to play.

Players are expected to show excellent sportsmanship and represent LYFA with the highest standards.

Each Head Coach may make additional expectation requirements but may not exclude any of the items listed here.

ARTICLE XIX  --- COACH EXPECTATIONS

Coaches are expected to attend all coaches’ clinics and agree to work closely with the Coaches Coordinator to ensure consistency with the High School football program and playbook.

Coaches are expected to develop all players regardless of their athletic ability and to create a positive environment to all players.

Coaches will follow and carryout all By-Laws of both the LYFA & TVYFL and be responsible for all actions while representing their team and LYFA.

Coaches are expected to participate and encourage all fundraising activities

Coaches are expected to show excellent sportsmanship and represent LYFA and Liberty High School with the highest standards.

The coaching staff of a team is in complete charge of the team whenever it is together on the practice or playing field. It is also in charge whenever it is traveling as a group to and from practice sessions and games, or whenever it is together for any other team function. The coaching staff is under the direction of one of its members who is called the Head Coach.  Other coaches are called Assistant Coaches.

A Head Coach must be at least 21 years of age.

Assistant Coaches must be at least 18 years of age or a high school graduate.  A team may have a maximum of four assistant coaches.

The Head Coach will determine the assignments of the Assistant Coaches.

In the absence of a specialized, trained person affiliated with the team in the medical area (physician, paramedic, specially trained volunteer), two coaches must hold a valid Red Cross Multi-Media Card or its equivalent 

At least one coach holding a Red Cross Multi-Media Card or its equivalent must be present at all practices and games.

Coaches are appointed by the selection committee, which will consist of the President, Vice President, Coaches Coordinator, and High School Head Coach and supervised by the Coaches Coordinator. All coaches must apply annually. The Board must approve the coach roster prior to 1st board meeting after camp 


All coaching positions are automatically terminated at the close of each season, unless terminated prior to the close of the season.

All coaches must reapply every year, and be approved by the selection committee 

The Head Coach has final responsibility for his actions, those of his Assistant Coaches, players, and staff. Should anyone wish to file a grievance against a coach, it must be submitted in writing to the Coaches Coordinator.  The complaint will be answered in writing to the involved party within ten days from date of receipt. If the party wishes further action, they may appeal the decision to the Board of Directors in writing. The decision of the Board of Directors shall be final.

All coaches being considered for a position shall submit their names for a comprehensive FBI criminal records check and drug test. The Board reserves the right to remove any coach based on the results of this search.

A playbook with core plays from the Basic High School Offense will be provided to all

Head Coaches. Head Coaches will need to teach this Offense in order to keep continuity within the program. The Head Coach will always maintain the freedom to add to these plays but not subtract from them.

Coaches do not make team Association policy. They carry it out. However, on the playing and practice fields, the coaching staff is in complete charge and shall not be interfered with except in cases of rules violations and any other conduct deemed by higher authority to be detrimental to the welfare of the youth.

Teams fined by TVYFL for By- Law or any un-sportsmanlike violations will be responsible for payment of that fine and not LYFA. An appeal may be made to the board in writing within 24 hours for board review if the fine handed down is felt unjust.

ARTICLE  XX  --- ENFORCEMENT, PENALTIES

The Board of Directors are responsible for the enforcement of this constitution and the bylaws. Any violation shall be reported to the Board of Directors within 24 hours. 

Prior to any enforcement action by the Board of Directors a formal written, signed and dated complaint must be received.

ARTICLE XXI  --- AMENDMENTS

Amendments to the stated By-laws must be presented to the Board of Directors of the Association. Proposed amendments shall be circulated among the members of the Board of Directors at the previous meeting before a vote is to be taken. A two-thirds majority of the Board of Directors shall be required to execute any amendments to these By‑laws.

All amendments to these By‑laws shall replace all previous legislation and must be incorporated in a revised copy of the By‑laws to be distributed to all members of the Board of Directors and to all head coaches and managers.

President

Job Description

1. Responsible for conducting the affairs of the association and for executing the policies and bylaws established by the Tualatin Valley Board of Directors to make sure that LYFA is in accordance. 

2. Represents LYFA at the monthly TVYFL meeting. 

3. Presides over LYFA monthly meetings, ensures the agenda is followed, and the meeting progresses in a structured and timely manner. 

4. Ensures LYFA operates within the guidelines of TVYFL and that all activities, board members and people associated with LYFA are ensuring the safety & well being of the kids in the program. 

5. Responds to both league and association emails. 

6. Presides over Equipment Managers, Coaches Coordinator, Secretary, and Treasurer. 

7. Point of contact for city & school district regarding issues and field availability. 

8. Assists with equipment handout, equipment return & coaches selection. 

9. Schedules and coordinates weekly field set up & tear down for all home games via a board member / team mom designated schedule.  All board members will do this at least once

10. Responsible for weekly email score updates to the league & secretary 

11. Responsible field site schedule. 

12. Responsible for storage of field equipment (yardage markers, chains, pylons, etc.) 

13. Is the Officials Coordinator for LYFA, responsible for recruiting and administration for youth officials.  Also makes attempt to ensure one adult official at each game

14. Refers complaints related to “Association” problems to appropriate coordinators, coaches, etc. The President, however, is the last in the problem solving hierarchy when all other appropriate courses of action have been followed.

15. Works closely with Liberty High School Head Coach to ensure that goals of overall Liberty Community football are being met.

16. Coordinates Youth Night with High School Athletic Director.

President - cONTINUED

ACTIVITIES TO PLAN: 

Registration with Registrar
Coaches Meeting with Coaches Coordinator
Jamboree

Team insurance

Field preparation Schedule

Youth Night

Schedule Board Meetings

Work with board members to establish committees
VICE President

Job Description

1. In absence of the president - Responsible for conducting the affairs of the association and for executing the policies and bylaws established by the Tualatin Valley Board of Directors to make sure that LYFA is in accordance. 

2. In absence of the president - Responsible for issue resolution within LYFA and TVYFL. Point of contact for issue/complaint resolution from parent/coaches. 

3. In absence of the president - Represents LYFA at the monthly TVYFL meeting. 

4. In absence of the president - Sets up agenda for LYFA monthly meeting. Presides over LYFA monthly meetings. 

5. In absence of the president - Ensures LYFA operates within the guidelines of TVYFL and that all activities, board members and people associated with LYFA are ensuring the safety & well being of the kids in the program. 

6. In absence of the president - Responds to both league and association emails. 

7. Presides over Fundraising, Parent Coordinator, Concessions, Weekly Falcon Editor, and Registrar.

10. Organize the LYFA floats for the HS Homecoming Parade. 

11. Responsible for issue resolution within LYFA and TVYFL. Point of contact for issue/complaint resolution from parent/coaches.

12.Performs public relation functions.

13. Publicize all Association events:

A. Newspaper 

B. Signs 

C. School flier 

14. Creates and distributes an end of season questionnaire to all parents, coaches, and others involved in the season if deemed necessary by the Board.

15. Mediate coach/player and coach/parent problems.

16. Coordinates with HS coach for merchandise selection, ordering, and deadline.  Will also distribute to team moms upon shipment receipt

17. – Works with HS coach to ensure that camp t-shirts are ordered with proper sizing based off registration. (Because the high school is coordinating, running and charging a fee for the youth camp the high school will be responsible for ordering t-shirts)
VICE President

Job Description - Continued
18. Participate in the selection of the coaching staff along with the Coach’s Coordinator, President, and High School Coach

19. Assist with at least one Sat for field set up and/or tear down
ACTIVITIES TO PLAN

Merchandise ordering

Floats

Approve Weekly Falcon Before Distribution

SeCREtARY
Job Description

1. Maintain minutes of all board meetings (email or deliver within one week). 

2. Finds substitute to perform secretarial duties if unable to attend meetings.
3. Maintain and update website weekly to ensure parents can use this as a resource for information.

4. Ensures that all emails sent to the organization email address from parents are forwarded onto the appropriate board member and follows up to ensure questions have been addressed.

5. Maintain LYFA phone hotline. Check messages daily; return calls or direct the message to appropriate board member. 

6. Maintain custody of the bylaws and the corporate seal. 

7. Conduct correspondence on behalf of the association at the direction of the Board. 

8. Maintain and provide updated information for board members binders (calendars, updated list of board of directors with correct contact information, updated bylaws if changes are made, description of duties, important contacts and previous procedures). Provide new board members with binder. 

9. Maintain and update job descriptions as needed. 

10. Prepare game schedules within 1 week of TVYFL final revisions and make copies of game schedules including addresses and directions to away fields for each team. Distribute schedules to Board and coaches.
11.  Help with gear check in. 

12. Maintains and ensures by-laws and their adherence to. 

13. Assist with at least one Sat for field set up and/or tear down 

ACTIVITIES TO PLAN

Email Weekly Falcon

Update binders annually

Send out game schedule - August

tREASURER

Job Description

1. Collect funds and pay invoices of behalf of LYFA. The books are done once a week. 

2. Pick up mail on designated weekday from PO Box 

3. Do deposits (money from car wash, merchandise orders, concessions, sponsors, registrations, corporate donations). 

4. Pay all monthly bills. 

5. Other invoices will be periodic such as equipment and apparel orders. Be sure to always have a receipt or invoice for each check that you write. Always confirm equipment invoices with the Equipment Manager before you pay them. 

6. There will be an annual audit, which this position must be present for.  You will need to prove that you are handling funds appropriately. Try to avoid paying in cash. If you have to do cash transactions, make sure that they are documented and you can prove the transaction. 

7. To prepare for annual audit, summarize expenditures and income at end of the year. Assesses profit-making activities.
8. There are annual TVYFA fees. 

9. Once deposits and invoices have been paid, you will need to do an updated financial report. This report needs to be presented to each member of the board at the monthly meetings. 

10. Around February of each year you will be mailed some tax forms. You will need to fill out a CT-12 for the State of Oregon and a 990 for the IRS (this consists of transferring information from the financial report onto these forms). 

11. Provides detailed view of the general ledger and disbursements to the board if requested.

12. Assist with at least one Sat for field set up and/or tear down
ACTIVITIES TO PLAN
None
REGISTRAR

Job Description

1. Prepare materials for registration for all elementary schools and middle school by March 1st  & Copy and distribute registration flyer to all schools after getting approval from School District by March 20th.  Note: District will require two weeks for approval so this must be done by March 1st.

3. Prepare registration / grade verification forms, coach’s applications, medical release form, what we are about, expectation letter, camp information, and pertinent info form (when practice is, official registration date, etc.). 

4. Organize and set up online registration. 

5. Camp

a) Provide coaches with list of players for each grade level. 

b) Provide coaches with a tracking sheet with player’s names to track the first 2 weeks attendance. 

c) Prepare weigh in sheets for Fun Day and 1st day of camp. 

d) Provide coaches with weights on 1st day of camp. 

6. Registration - Reserves a facility for registration night. Have file box with players by team level.  Inside folder box will be a folder for each player.  Glued to the front of each folder will be a check off sheet to see at a glance what was turned in. (forms, monies, physicals, codes of conduct, etc…) Organize volunteer for each team level to check player in. Be available for non-registered kids to fill out forms and get proper info. Set up tables. 

7) Coordinate with other board members to put together “parent packets” which will be mailed out July 1st.  Parents packets will include: Parent code of conduct, player code of conduct, coaches code of conduct, medical release form, equipment contract, volunteer commitment form, fundraising info, sponsor forms, important dates form, what to expect form, merchandise order form, grade verification form, Christmas tree form)

8. Obtain head shot pictures from Team Parent Coordinator for verification books. 

9. Organize Coaches Book for verification no later than two weeks after camp: type/or hand write player contract; once jersey #’s are assigned, hand write in; write in weight with full gear (no helmet); once teams are assigned place in book by jersey #’s (smallest to largest); verify medical form and grade verification forms are filled in correctly; place player contract form first then medical form behind each player contract; follow the guidelines of getting the books ready for verification night. 

10. Enlists Team Mom assistance in Coach’s Books

11. Once teams are picked, prepare rosters for each team.

12. Provide the Team Parent Coordinator with a copy of rosters. 

REGISTRAR

Job Description - Continued

13. Provide cheerleader liaison with rosters for cheer.

14. Responsible for getting all of the registration money to the Treasurer for deposit into the “Association” bank account.

15. Provides a list to the equipment manager, prior to scheduled sizing and distribution days, listing any and all players who are missing any forms or monies.

16. Prepare a list for coaches card recipients and give to fundraising coordinator needed by August 1. 

17. Help with gear check in.

18. Assist with at least one Sat for field set up and/or tear down
ACTIVITIES TO PLAN

Registration

Team Rosters

Form approval from district – By March 1st

Forms delivered to schools for distribution – By March 20th
Mail Parent Packets – July 1st
Coaches Card list – by August 1st
Coach’s Books – By 2 weeks after camp

Fundraising / sponsor Coordinator

Job Description
1. Responsible for the organization and follow-through for each fund raiser and is the main contact person for the events. 

2. Parent Packet - Creates an informational letter regarding upcoming fundraisers and required contributions and includes the sponsor form

3. Obtain and deliver all prizes to prizewinners. 

4. Car Wash - 2 Saturdays, 2 locations Varsity with 3/4 and JV with 5/6.  They will each take a shift

a. Secure car wash sites in early July for events in August. 

b. Schedule teams to cover each site with overlapping for changing of shifts. 

c. Meet with each team car wash parent to give supplies for car wash. 

d. Assign two cashiers per shift and ensure a tally sheet is present at the end of each shift.  Cashiers must be board members, team moms, or coaches

5. Provide sign making materials the week before

6. Coordinate with Registrar for coach’s card list and distribute
7. Abide by the annual fundraising budget and be accountable for reasons, if any, that it was not met.

8. Manage a mailing list for sponsor solicitation and may visit in person businesses in close proximity to the field to ask for sponsorships

9. Maintains sponsor forms

10. Contracts with a banner supplier, approves banner proofs, and ensures banners will be ready by the first home game.

11. Coordinates other fundraising activities throughout the season 

12. Enlists and ensures that we have volunteers to assist in activities.

13. Send thank-you cards to all our sponsors and donors on behalf of LYFA 

14. Assist with at least one Sat for field set up and/or tear down
ACTIVITIES TO PLAN:
Initial Sponsor Requests

Banners

Additional fundraising activities 

Car Wash

equipment manager

Job Description

1. Inventory equipment, maintain enough inventory so each player has properly fitted equipment with spares. Open discretion on suppliers based on best prices and service level. 

2. Schedule and oversee distribution of equipment check out.  Ensure that this is done on a non-practice day preferably the two Saturdays before camp begins

3. Make available replacement equipment during season either through team coaches or self. Be available for equipment exchanges in case gear is too big or small (this is usually taken care with in first three weeks of season). 

4. Provide first aid kits to each team with small equipment box. 

5. Provide each team with proper balls, bags, scrimmage vest, etc. 

6. Secure Port-o-Potties. 

7. Assist in field prep and take down on game days. 

8. Coordinate and organize helmet reconditioning every two years 

9. Ensures all gear is labeled with a reference number for tracking

10. Reviews list provided by the registrar and is responsible for ensuring that only players with all forms and monies turned in receive shoulder pads.  

11. Schedules a day for gear/uniform drop off and enlists volunteers to assist in checking all numbers and names to ensure what was distributed matches what was turned in

12. Provides a list of all players who have not turned in gear to the Registrar and Forms a committee to call parents of kids whose gear was not turned in on due date and sets time to stop by house and pick-up. This should happen within two weeks after the equipment due date.

13. Ensures that gear is put away clean and dry.

14. Help VP with sizing when ordering game uniforms
15. Assist with at least one Sat for field set up and/or tear down
equipment manager

Job Description - Continued

ACTIVITIES TO PLAN
Practice Uniform Sizing and Distribution

Equipment Sizing and Distribution

Game Uniform Sizing and Distribution

Weekly Falcon EDITOR

Job Description
1. Prepare Weekly Falcon information (gather pertinent information from board members).

a. Gather and verify Weekly Falcon information from Board members and Team Parents

b. Create Weekly Falcon - Run by VP for approval before emailing to Secretary
c. Email the Weekly Falcon to the Secretary for posting on LFYA website and for mass email distribution to all parents.  This should appear consistently in parent’s inbox every Friday morning – mailed Thursday night

2.  Assist with at least one Sat for field set up and/or tear down
ACTIVITIES TO PLAN:

Concessions Coordinator

1. Coordinate concessions: 

a) Purchase weekly supplies.  Items to be decided on by the board

b) Deliver weekly supplies to the field one hour prior to the 1st home game OR coordinate with field set up crew to deliver at an earlier time or day 

c) Responsible for set-up and tear down OR coordinate this to be done by another board member.  Note: This must be a board member due to the cash box.  

2.  Assist with at least one Sat for field set up and/or tear down
ACTIVITIES TO PLAN 

COACH’S Coordinator

Job Description
1. Create a coach application to be submitted with the parent packet.  Submit to High School Coach for review prior to printing for packet.

2. Work with the High School coach, LYF President, and VP to oversee the selection of the coaching staff.

3. Oversee the training and evaluation of coaches including organizing or notifying coaches of upcoming training events and seminars
4. Oversee draft selection with coaches and report back to President, VP, and board.  

5. Oversee activities of the coaching staff throughout the season.  Communicate regularly with High School coach on any issues or problems that arise around coaching.

6. Facilitate evaluation of coaching staff at the end of season.  Meet with HS Coach after season to review youth coach’s evaluations.

7. Ensure the activities of Association coordinate with aims and objective of the HS athletic programs. 

8. Distribute training materials

9. Provide the coaches with individual skill development and team play concepts

10. Work with President, VP and HS coach to establish a firm plan for player selection and draft process. This should be done and reviewed with the coaches prior to the start of the season.  

11. Coordinate coaches meeting at the beginning of the season and monthly there after

12. Ensure that coaches attend HS training sessions in July. Work with HS coach to plan and set these dates.

13. Ensure that each head coach attends at least one outside training class, clinic, or seminar

14. Assist with at least one Sat for field set up and/or tear down
COACH’S Coordinator

Job Description - Continued

ACTIVITIES TO PLAN
Coaches meeting along with President and High School Coach

Coach’s selection with President, VP, and High School Coach

Coordinate with HS Coach for the HS training session
Notification of upcoming training events prior to camp

TEAM PARENT Coordinator

Job Description

1. Prepare and hand out a form explaining the different team parent volunteer opportunities. 

2. Prepare Team Parent packets outlining duties and responsibilities

3. Prepare a sign up sheet for parents to volunteer to help. A list of possible volunteers can be obtained from the secretary or registrar. 

4. Organize a team parent meeting with those who have expressed an interest in helping out. This is usually held right after teams have been announced. Compile a database of team parents with phone numbers and emails. Distribute list to the board and coaches. 

5. Coordinate pictures with a photography company. Schedule the date and time.  Distribute picture packets to the team parents prior to picture day (can be sent with the Weekly Falcon). 

6. Help team parent and the photography company the day of pictures. 

7. Get markers and poster board to the carwash parents to make signs for the kids to hold the day of the carwash. 

8. Make sure weigh master knows what to do.  Make sure Field Greeters know what to do. Hold a ½ hr training a week or two before school starts. 

9. Email team parents reminders/update on a periodic basis through out the season. 

10. Pick out and order trophies (or participation awards) for all teams. 

11. Organize the Banquet. Make sure team parents have room set up. 

12. Help wherever needed (registration, jersey pass out, gear check out/in, etc). 

13. Assist with at least one Sat for field set up and/or tear down
ACTIVITIES TO PLAN

End of year Banquet

Team Parent Meeting

Team photos

Weigh in & Field Greeter Training
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