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Introduction 
 
The objective of this guide is to provide information to assist team managers with their 
hockey team.  It is recognized that the responsibilities and expectations of a team 
manager play a vital role in ensuring the team has a successful hockey season. By 
working together with coaches, parents, divisional director and the Board, the manager 
can assure that the players have a positive minor hockey experience. 
 

A Team Manager's primary function is communication and organization. 
 

The role of the Manager is to coordinate all off-ice activities and involve all parents in 
some aspect of the team’s activities. The manager is also required to work closely with 
the coaching staff to achieve team goals. This does not mean that the manager has to do 
it all but he or she needs to make sure that it gets done. 
 
Through a selection process, the coaching staff has been appointed by the SPRMHA 
Board. The Head Coach is ultimately responsible for the team during the season.  The 
manager, usually a parent or someone who is associated with the team, is selected by 
the coaching staff. 
 

The Team Manager is one of the most important positions on the team.  During the 
course of the season a Team Manager will be applying for tournaments, organizing 
fundraising, scheduling exhibition games, game numbers and permission slips.  You 
will be dealing with parents, Coaches, Ice Coordinator, Division Coordinator and other 
Team Managers.  Remember, most of the people you will be dealing with are volunteers 
just like you, so please treat them with respect.  Managing a team can be a time 
consuming effort but very rewarding.  
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Team Manager Duties 

The team manager will:  

• Organize team meetings. This will give the parents and the Coaches a chance to 
meet and talk. Some teams will hold this meeting at the arena, others will plan an 
evening in another private area away from distractions.  

• Prepare an agenda in which items such as team rules, budget, parent 
participation, etc., should be discussed.  

• Prepare a Team roster with the parents and player’s full names and addresses, 
phone numbers and e-mail addresses. A copy of this list should be supplied to all 
team members. (some families wish to keep some of their information private so ensure 
all have agreed to the information being shared before sending out the information). 

• Open a team bank chequing account to pay all outstanding team bills – ensure 
there are 2 authorized co-signers on the account.  Some teams will leave the prior 
years’ bank account active. 

• Prepare a budget based on the results of the parents meeting and what the Team 
wishes to accomplish for the season.  The prior years’ budget is a good template 
to follow. (Appendix A) 

• Select a trainer for the team (the trainer is required to be at all games). 

• Oversee fundraising ventures.  

• Tournaments should be addressed immediately as they fill up fast.  It is the Team 
Managers job to secure these tournaments. 

• Distribute team jerseys and collect jersey fee. 

• Communicate with parents regarding schedule changes, team news, etc.  

• Fax game sheets to League Coordinator – home team responsibility.  

• Handle non-coaching parent & player issues as needed.  

• Ensure all coaching staff, manager, trainer have Speak Out and Trainer training 
and players have checking clinic if required. 
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• Complete Exhibition Game Form (Appendix B) prior to the game and fax to 
Hockey PEI.   

• There are various team duties which must be done throughout the season and it 
is the responsibility of the Team Manager to delegate these duties to the parents 
on the team. A schedule should be prepared well in advance for Time keepers, 
Score keepers and 50/50 sales.  

• Ensure participating parents are trained in the proper completion of game sheets 
and the operation of the various score clocks.  

• Participate in coordination of SPRMHA tournaments, preparing parent volunteer 
times, ticket sales, food contributions, etc. 

• Complete Exhibition Game Form (Appendix B) prior to the game and fax to 
Hockey PEI.   

• Ensure that all players wear protective equipment required by Hockey Canada, 
Hockey PEI, and SPRMHA.  

• End of year team financial statements must be provided to the appropriate 
SPRMHA Division Directory 2 weeks after the season has ended. 

• Rep team fees should be discussed at parents meeting. 

• The home team Manager is responsible for submitting game results to The 
Guardian if you want to have the results reported in the newspaper.  E-mails can 
be sent to sports@theguardian.pe.ca  Details include team names, scores, player 
goals/assists, and date of the game.   

• Coordinate Individual and Team Photos. 
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Game Day Duties 

On game day the Team Manager should:  

• Fill out the game sheet with the players full names and jersey numbers (using 
labels is efficient and quick), game number, date, etc.  (Appendix C)  The 
SPRMHA website has a template for labels that can be used to print these labels. 

• Open the dressing room door and if required, monitor team until coaching staff 
is in the room.  

• Verify time keeper and score keeper are in place.   

• Verify to see if game officials have arrived. 

• Secure the dressing room once all the players have gone on the ice.  

• After the game, if you are the home team, give a copy of the game sheet to the 
other team’s manager.  If an away game, ensure the other team gives you a copy. 

• Make a final check of the dressing room once the team has left to ensure there 
has been no damage done.  

• At tournaments, ensure there is no colour conflict between the Team Jersey. 
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Parents Meeting 
 
As soon as possible the manager should arrange a parents meeting to get things off on 
the right foot.  Suggested items to cover during this meeting include: 

Topics 
• Introduction of coaches and parents 
• Budget 
• Team fees 
• Fundraising activities 
• Coaches rules for players and parents 
• Team goals 
• Team Requirements – Home team requirements 
• Possible tournaments 
• Questions 

 

24 Hour Rule 
 
Should an issue arise between a player/parent and coach, a 24 hour cooling off period 
must take place prior to any discussion of the problem.  All problems of this nature are 
to be brought forward first to the Manager.  The coach and player/parent should meet 
privately to address any issue and hopefully arrive at a mutually acceptable resolution.  
If the player/parent is still not satisfied with the outcome of this meeting, an official 
complaint should be lodged with the Team Manager. 
 

No player/parent should approach any team official, referee or opposing team coach, 
under any circumstances.  All complaints are directed through the Team Manager who 
will then determine the correct method of action through appropriate channels.  This 
may include discussions with team coaches, division coordinators or the Association 
Executive. 

 



 

6 | P a g e  

 

Team Rules  
 

• These should be determined at the first meeting of the year. These rules should 
be decided through input from Coaches, players and parents. Participation by all 
parties is important if team rules are to be followed. 
 

• Rules should be written out and handed to each family so they are aware of the 
team rules both on and off the ice.  These rules are over and above association 
rules and deal with items such as missing practices, game arrival times, talking to 
the coach, parent conduct, etc. 

• Ask about special concerns such as medical (Appendix G) problems and the 
unavailability of players who will be on vacation or planning special trips.  

• Coach should go over his/her feelings about sportsmanship and the behaviour 
that is expected from the players during the season win or lose. Emphasize the 
conduct that will not be tolerated. 

• Direct special comments to the parents and emphasize the parental behaviour 
you expect from them for being part of the team and this association.  

• Prepare time keeper, score keeper and 50/50 schedules.  Some parents will cover 
the clock, others the 50/50 and others will contribute in another manner.  A list 
should be prepared at the beginning of the season and given to parents so they 
know when it will be their turn.  Note: There are a number of youth who are 
available, for a fee, to do the time clock or keep score.  The manager can make the 
arrangements.  

• Explain how the Team Manager or Coach(s) can be reached if there are any 
problems or concerns.  

• Explain expectations of Jersey care. 

• It is suggested the Team Manager identify a Coach or designated team official 
who should be the first one in the dressing room and must be present in the 
dressing room at all times team members are present.  It is strongly suggested 
that at no time should the team be left in the dressing room by themselves. 

• Team members arrival at the rink prior to game start time is determined by the 
coaching staff. 
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• Additional people in dressing rooms i.e. siblings, women in boys’ dressing rooms 
etc. should be addressed. 

 
 

 

Player and Team List 
 
An accurate team list with telephone numbers and other pertinent information should 
be prepared.  The list should include: 

Player’s number 
Player’s name 
Player’s address 
Telephone number 
Parents / Guardian names 
Telephone number including work numbers & E-Mail Addresses for parents/ 

guardian  
Team staff members including address and telephone numbers 
 

This list should be distributed to all players, parents/guardians and team staff.  Some 
parents wish to keep some of their information private so ensure all are aware the information 
being collected will be shared with team members. 
 
A separate team list must be prepared and kept by the manager/trainer at all times. 
(Appendix D & G)  In addition to the information listed above, should include: 

• Medical Number 
• Date of Birth 
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Budget 
 
It is the responsibility of the Team Manager to formulate a “ team budget” that takes 
account of SPRMHA fees, extra ice time, tournament fees, referee fees and other 
expenses.   A review of the prior years’ budget will provide a guideline for the current 
year.   
 
Determine deadlines for team fees and fundraising efforts.  Indicate consequences to 
player/parent if fees are not paid and if they do not participate in fundraising.  Any 
monetary problems must be discussed with the Manager and an acceptable agreement 
determined. 
 
Provide a mid-season budget to Division Coordinator and Parents around Christmas 
time. 
 
Review the SPRMHA website for items that can/cannot be covered with team fees as 
stated in the association mandate. www.sprmha.com 
 

Fundraising 
 

Whether the team wishes to fundraise or pay the monies required in the form of monthly 
fees to cover team expenses must be determined.  Team members who do not participate in 
fundraising activities are required to contribute a sufficient amount, as pre-determined by 
the manager, to the amount raised. 

 
 

Permission/Permits 
 

Most Sherwood teams fundraise throughout the year.  Permission from SPRMHA and a 
permit from Hockey PEI must be completed prior to any fundraising event.  (Appendix 
F) 

 www.sprmha.com  
 

www.hockeypei.com 
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Lottery License 
 
A Lottery License is also required by the Province for fundraising where there is a prize. 
  Information and the paperwork can be found at  

http://www.gov.pe.ca/infopei/index.php3?number=14973&lang=E 
 
At this time the license is not required for 50/50.    
 
 
 
 
Excessive fundraising for teams is discouraged.  Any excess fundraising money should 
be returned to the association at the end of the season. 
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Team Jerseys/Equipment 
 
A fee is required by all team members prior to receiving a team jersey.  This fee will be 
returned at the end of the season when the jersey is returned in an undamaged state. 
 

If name bars are used on the jersey, they are to be Hand Stitched – name bars are NOT 
to be glued.  Any damage when the bar is taken off will result in the fee being withheld. 

Game jerseys are to be worn during games only and shall NOT be worn at practices.  
Game jerseys may be worn by players who are involved in a fundraising event in order 
to identify themselves but will not be worn to any events in which damage may occur 
to the jerseys.  

 
Garment bags are suggested to protect and carry team jerseys and can be purchased at a 
discount for multiple orders.  If players choose not to use a garment bag they are to 
keep the jersey in a separate area of their hockey bag away from Velcro, skate blades, 
and off the dressing room floor. 
 
Managers are responsible to retrieve jerseys from players and to return them to the 
Directors.  An efficient way is to have the players remove their name bars prior to the 
last season game and to collect the jerseys after that game. 
 
Most teams require matching socks, home and away, for each team member.  Discounts 
are offered for multiple numbers of these items. 
 
PEI Goalies are not required to wear throat protectors, however, New Brunswick will 
not allow a goalie to play without one.   
 

ALL protective equipment must be worn by the players whether in a game or a practice. 
Any player not wearing this protective equipment will not be allowed on the bench or 
ice surface.  Safety is a priority.   
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Tournaments 
 
Tournaments should be addressed immediately as they fill up fast.  It is the Team 
Managers job to register for these tournaments by completing the tournament 
registration form and sending the required fee. 
 
Off Island tournaments require a “Travel Permit” which must be available upon request 
at the tournament. (Appendix E) 
 
Hockey PEI website lists Island tournaments by month. www.hockeypei.com 
 
Tournament schedules are usually available one week prior to the tournament.  Teams 
should be prepared to play early on Friday for most tournaments.  
 
Review and understand all tournament rules prior to arrival at the tournament. 
 
Hotel accommodations must be arranged at the same time as the registration to the 
tournament.  Accommodations will fill up fast.  
 
Team rules should be distributed prior to the trip.  Teams must at all times remember 
they are representing the Sherwood Parkdale Rural Minor Hockey Association of PEI.  
Suggested topics include: 
 
• Team members and parents/guardians are representing the Sherwood Parkdale 

Rural Minor Hockey Association at the rink and at the hotel.  
 

• Be respectful to other teams both on the ice and at the hotel should you find another 
team staying there (i.e. no swearing or putting down other teams). 

 
• Any damage done at the rink or hotel is the sole responsibility of the 

parent(s)/guardian. 
 
• Parents/guardians are responsible to supervise their child both at the rink and the 

hotel at all times (unless otherwise determined). 
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• Team members are encouraged to have fun with their teammates but must be aware 
of other families, other teams with varying schedules and other hotel guests. 

 
• Team members arrival at the rink prior to game start time is determined by the 

coaching staff.  Both jerseys must be available at all games. 

Booking Referees 
 
The Ice Coordinator and Referee in chief will assign referees based on your team 
schedule.  The Ice Coordinator and Referee in chief must be notified if: 

• A game is cancelled or rescheduled 
• A game is, either scheduled or exhibition game 

 
Fees for the referees may be billed in late December or the team may be responsible to 
pay per game - this will depend on the division. 

 

Teams failing to notify the assignor for a change in game times or cancellations will be 
responsible for the fees incurred.  

 
Bantam AAA and Midget AAA managers are responsible for contacting the Assignor 
for Hockey PEI referees to arrange for referees and to cancel referees when necessary.  
The Managers are responsible for paying those Hockey PEI appointed officials during 
the second period intermission, including travel fees if any.    

 

Cancelling Games 
 
The Ice Coordinator must be notified of any game or practice cancellations.  Other 
teams are always looking for additional ice time.   
 
Notify the Referee in Chief of game cancellation. 
 
 
 
 



 

13 | P a g e  

 

Travel Permits 
 
Permits to travel off Island are required before a team is permitted to play.  This permit 
is located at http://www.hockeypei.com/minor.php 
 
Once completed, Hockey PEI will issue a “Certified Travel Permit” that must be 
available at all times when travelling.  This Permit will be requested before any 
tournament play is allowed. 
 
 

Game Sheets 
 

Fill out the game sheet with: 

• Players full names and jersey numbers (Labels are efficient and quick) 

• Game number should be identified on top of game sheet 

• Date, Home team, Visiting team, scheduled or exhibition game 

Time keeper and score keeper, usually parents of team members, should know how to 
record all penalties, scores, etc. (Appendix C)  Referees will sign off game sheet when 
game is over.  

The home team prepares the game sheet and gives it to the opposing team so they can 
complete their team information.  The home team manager then gives the game sheet to 
the time or score keeper. 

After the game, a copy of the game sheet is given to the opposing team.  Game sheets 
must be faxed to League Coordinator (fax the top copy for clarity).  Game sheets should 
be kept until the conclusion of the year.   

A supply of game sheets is usually available in the lobby of the Cody Banks Arena.  If 
there are none, check with maintenance staff.  The team manager should keep a supply 
on hand. 



 

14 | P a g e  

 

Affiliation 
The Sherwood Parkdale Rural Minor Hockey Association (SPRMHA) is governed by 
the Articles, By-Laws and Regulations issued by Hockey Canada.  The Association is 
also guided by the constitutions and policies issued by Hockey PEI. 
 
 
http://www.hockeycanada.ca/index.cfm/ci_id/25399/la_id/1/document/1/re_id/0/file/affil
liations.pdf 
 
http://www.hockeypei.com/ 
 
 

Schedule 
 
A team schedule is sent from the League Coordinator to the Manager prior to official 
Minor Hockey start date.  This schedule will include all games for the teams in your 
division. 
 
A review of the master game schedule in your division, blackout periods, and 
tournament conflicts should be completed at the first of the season and any conflicts 
identified.  All scheduled games must be played within the outlined timeframes so it is 
important to reschedule games as early as possible. 
 
It is the home team’s responsibility to initiate communication with the opposing team 
for any game conflicts.  This should be done as early as possible.  The Team Manager 
will work with the Ice Coordinator to determine ice availability.  The home team 
manager must schedule make-up games for all home game conflicts. 
 

League games take precedence over an exhibition game. 
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Snow days 
 
If the rinks close down because of a snow storm, they will call the radio stations and 
have it announced.  Very rarely do they close!  If your team is unable to make a 
scheduled time due to weather conditions, please contact the ice-coordinator and/or the 
rink affected. Especially if it is an early a.m. practice, as we do not want the rink staff to 
go out in bad weather if they don’t have to.  You can contact (Appendix H) the rinks 
directly for updates as their voice messages are updated to reflect closure because of 
weather conditions. 
 
Note - error on the side of caution when dealing with weather issues. 
  
Contact the referee assigner.  
 
Storm Line Information can be accessed at: 

 CARI's main number at 902-569-4584 

 Cody Banks Number at 902-894-8422 

 

 

 

Extra Ice Time 
 
Scheduling extra ice time for exhibition games or additional practices can be done 
through the Ice Coordinator.  The Association will bill the team for the additional times. 
 Booking and paying another rink for additional ice time is the teams responsibility. 
 
Throughout the year, as additional or free ice time is available, the Ice Coordinator will 
send out an e-mail to the managers/coaches indicating they have ice time available.  
Many times this time will go to the first team answering the e-mail.   
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Blackout dates 
 
The ice-coordinator will provide each manager with a list of blackout dates.  
Throughout the year various tournaments are held at city arenas and as a partnership 
the Association allows these tournaments to use our regular ice time.  It is the Team 
Managers’ responsibility to review your team schedule to see if any games fall on these 
blackout dates.  If they do, make sure your players/ parents and other teams are aware 
of the cancellations.  It is also your responsibility to book a make-up time with the ice-
coordinator.  Other blackout dates may include holidays, maintenance upgrades and 
other events.  
 
All parties need to be aware of cancellations and it is the home team manager 
responsibility to let the opposing team know if there is any change to a scheduled game. 
 

Website 
 
The SPRMHA website is the main tool when advertising notices such as development 
camps, open ice time, contacts and urgent updates. The website address is 
www.sprmha.com  
 
Each Team Manager is given access to update your team information.  This may include 
team information, the team schedule, notices, etc.  This provides one location for 
parents, team members, and fans to locate information on the team. 
 

Season Wrap-up 

• Help Coordinate the Year End Party  

• Help Coordinate Player Awards and Gifts  

• Return Excess Fees Collected  

• Budget to be sent to parents and Division Coordinator two weeks after the 
season has ended 
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Appendix A – Sample Budget 

 
 

Note:  Teams will have various monetary needs and parents may choose to fundraise or contribute the funds 

themselves.   This sample budget may not include all team items for your team or may have items your team will 

not need.  Requesting a copy of the prior years budget will provide you with the most likely costs to your team.
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Appendix B – Sample Exhibition Game Form 
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Appendix C – Sample Game Sheet 
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Appendix D – Sample Managers Player/Parent Information  
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 Appendix E – Sample Travel Permit 
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Appendix F – Sample Fundraising Permit 
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Appendix G – Website Contacts & Other Information 
 

Sherwood Parkdale Rural Minor Hockey Association www.sprmha.com 

 

Hockey PEI       www.hockeypei.com    

 

Hockey Canada      www.hockeycanada.ca 

 

Pownal Minor Hockey Association    www.eteamz.com/pmha 

 

Charlottetown Minor Hockey Association   www.cmha.isn.net 

 

North River Flames Minor Hockey Association  www.northriverflames.ca 

 

North Star Minor Hockey Association   www.northstarminorhockey.com 

 

Summerside Minor Hockey Association   www.summersideminorhockey.com 

 

City of Charlottetown      www.city.charlottetown.pe.ca 

 

Storm Line   Cody Banks     894-8422 

  CARI/MacLaughlan Arena   569-4584 
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