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Dear Phoenix Premier FC Team Managers,

|l would Iike to thank you for taking on
team. The team manager is often an unappreciated position but it is essential to

each team running smoothly. Each coach will rely heavily on you throughout the
season.

This document is intended as a guide to help you in your role as team manager.
It will outline expectations and responsibilities and provide answers to many
guestions about your role. It has been developed based upon the experience of
others about what information is helpful as team manager.

Please know that you are not in this alone. Other team managers, Phoenix
Premier FC Coaching Staff , and the Board of Directors are excellent resources if
you have questions. You are also not expected to do everything for your team.
Please be sure to enlist the help of other parents throughout the season.

Once again, thank you for your willingness to help. We are thrilled to have you as
part of our club!

Sincerely,
Ramiz Sabljic

Director of Coaching
Phoenix Premier FC
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Section 1: Preparing to be a Team Manager

The Team Manager is critical to the overall functioning of the team. Those that have had this

role before knowwhat is involved.C2 NJ 1 K2 & S (i K lbdiovewNd@mey. Sdebe isR 2 y Q
lot of work up front as teams are formed and registered for the upcoming season. However,
things will settle down and you will find a routine that works for you. This manual will help you
navigate the process.

al yF3SNRek b2iGSo

As the Team Manager you will be responsible for maintaining all of the paperworiatesb

withyourd S Y @ ¢tKS o0Said greée (2 R2 GKAAa A& G2 ONEBI
a 3ring binderto allow for easy addition and removal of matdsia

Each player should have a protective pocket/sleeve (sheet protector) that all of their paperwork
can be kept in. This paperwork includes:

AYSA Membership Forfnotarized)

AYSA Medical Release Fdmotarized)

1
1
1 AYSA Head InjufyConcussion Form
1 AYSACode of Conduct

1

Phoenix Premier Felnancial Agreement

The AYSMembershipForm should be kept on top. This form is typically reviewed at each
tournament checkin and compared to the playgrasses The checlin process will go much
more smoothly if theform is visible without having to remove it from the sleeve.

Please maintain your team notebook in alphabetical order by last name. Team raxsens
this order and any cheek process will be much quicker if the team notebook is in alphabetical
order.

l'a ¢SFY alylF3aSNI e2dz gAff faz2 KFE@gS | O2Lk 27
of the birth certificates should not be kept in the team notebook on a routine basis. They can

be brought to tournament cheeln to verify birth dates in casgny questions come up. At all
other times the birth certificates should be kept in a safe location.
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PlayerPasses

Each player on your team will have a player pass. This is a laminated card that includes the
LI I @ SNR& LIA Ol dzNB  aydf is iegisterr Gwithi PhdehipSPIemigriEC, iivhidh K S LJt
team they are on, and their date of birth.

LG A& GKS ¢SFY al yl 3SNDa PasSfoltieyean. @Ack dllofdhe 1 2 O N
registration paperworkas been coficted and players havwompleted the club registration

(See Section 3 on InitiRlegistration) the Club Registrar will register each player and ensure
playerpassesare printed. The Registrar will provide you with the plagyassegor your team.

The cards will include one feach team player, one for you as manager, and one for each

coach.

Once the playepassesre received, pictures will need to be added and the cards laminated.
Each player can provide a picture or a digital camera can be brought to one practice to take
pictures of each team member and coach. This is recommended to increase uniformity of the
pictures on thepasses

The picturesneedtob2 ¥ 0 KS KSIR | YR &K2dzf RSandisizenta i€ A y{ R NJ
on the player pasé | LILINE E A Y I Ifiy8uthave thet skillg/éesources to size the pictures

and laminate the cards yourself, please feel free to do so. However, glagse<an also be

put together at a local office supply store in the copy center (e.g. OfficeavirdEx Kinks

NOTE If you prefer to have the player passes printed with the pictures already included, please
provide the registrar with digital pictures for each player. Any pictures received before the
player passes are printed will be added to the player passes for ydwehegistrar.

Steps to creating playdtasses
1. Obtain playempassedor your team from the Club Registrar

2. Make sure you have lzeadshotpicture of each player, managemd coacltandresize
the pictures to fit on the player passor alternatively prouie the registrar with pictures
before the passes are printed

3. Laminate theplayerpasses

a. When creating thepassedor the whole team, the most efficient way is to go to
an office store such as Office MaxFedEx KinkosThey have sheets of laminate
that allow you to put approximately-80 passeon one sheet. Once laminated,
the passesan be cut apartWhen cutting the cards apart, leave approximately
o&koyé | NBdzyR (GKS OFNR FT2NJ G6KS K2fS G2 068
5

Revisedb/2017



b. If only a single passeeds to be created, office stores have luggage tags that are
the perfect size.

4. Once laminated, punch a hole in one corner of the card and place them on a ring in
alphabetical order.

If you are nervous about creating playeassesor the first time, tryto coordinate with a
returning manager so you can createur playerpassegogether.

Once your team notebook anmayerpassesare put together the hard part is over and you are
ready for the season! Bring it on!
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Section 2 Communication

Agreatded 2F (GKS ¢SIFY al ylI 3SNRA& ¢@ith éhe doach andbviith G SR G 2
the other families. The Team Manager is responsible for passing informatitmtbeir team
in timely mannetto keep everyone informed.

Clubwide Communications

As a clubPhoenix Premier FC is striving to improve club communications and increase the use
of the club internet site as well as other social media such as Facebook and Twitter to share
messages and information relevant to all teams. @lidee communications wiklso be

distributed to the club email list. To ensure that your families remain informed and receive
information on a timely basis please do the following:

= == =2 =
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9y 02dzNI 38 G(GKSY (2 daRCHH Twiter €@phxprértesich E t NB YA SN
Encourage them to check out the website on a regular basis (phoenixpremierfc.com)

Make sure they keep their contact information updatedh the club and with you as
the team managerespeciallyheir email and phone numbers

Make sure that the coaches have your contact information as well so that they can
contact you in case of last minute changes or provide updates to you that need to be
sent to the team

Team Specific Communications

In addition to the clubvide communicationshere will be a great deal of information specific
to your team that you will need to sharer that you will needo getfrom your families

T

Set expectations for parents to communicate directly with ytuwill be important to
communicate with yourdmilies the expectations for communication. A key element of
the success of any team is attendance at practice and games. If a player is going to be
absent from a practice or a game for any reason, that information should be
communicated to you as the &n manager. This ensures that there is one person
receiving all of this information that can be passed on to the codchhelp establish

this expectation, be sure to contattte family if a player misses practice and you have
not heard from them.
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1 Ensureyour coach can contact yowRrovide a reliable mechanism for your coach and
the Phoenix Premier DOC to contact you. If you know you are going to not be available
for an extended period of time, please provide an alternate contact to your coach. The
DOGwill communicate last minute updates to you via text, so be sure he has your cell
phone number!

1 Ensure each family knows the practice sched@ace the practice schedule is set,
emailsshould not beneeded for each practice. Each family should beaasible for
reading the mothly training calendars that you email cuHowever, in the event of a
change to the standard schedule, be sure that information is sent to faragis®on as
possible Changes can occat any timedue to fields being closedie to rain, coaching
conflicts, holidays, etc. It is important to communicate these exceptions as soon as
possible to your team.

1 Ensure each family halse necessary information for games and tournamentsis
important to ensure that each family bahe informationthey needfor each game or
tournament that is played. A key website for keeping up on league and tournament
schedules is the Arizona Youth Soccer Association (AYSA) website:
www.azyouthsoccer.orgHowever, it is also helpful to provide your families with a
reminder email about upcoming games a couple days before the event. For example, if
there is a game on Saturday, send an email to the team with the details by Thursday.
Key information to include in the email:

o Game time

0 Location (including field name, address and possibly a link to a map)
o What time players should arrive at the field ready to go

o What color uniform to wear

o0 What side of the field you will be sitting on

1 Use nultiple methods of communicatian While the majority of team communications
will occur through email there are times when information needs to be sent to the team
on short notice (e.g. a last minute change in game time or locakish minute rainout
of practice or a game Please be sure to have cell phone numbers for each player
accessible.
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http://www.azyouthsoccer.org/

Many teams alsaise sites such as Shutterfly or TeamSnap to communicate to their
teams. These sites have mechanisms to automatically send out emails to th@aseam
reminders for games, tournaments, or any other ad hoc communications needed.

91 Ensure you have the correct parent contact informati@heck to see if you have the
correct contact informatiorfor all parents at the beginning of the year. Get contafa in
from both parents if at all possible. Also, ensure you understand the best method to
contact your parents.

T {dGreAay3I AyTF2NN¥SR A 3§ Eve@iSamEngmb&fandily hdseLd2 y & A 6 A f
responsibility to stay informed about key information relatedpractices, games and
tournaments. While your job is to connect them with the initial information, they do
have the responsibility to read your emails, texts and other communication you jerovid
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Section 3 Registration

This section will outlinéhe Team Manager responsibilities related to registration. This
includes initial registration as well as registration for league and tournament play.

Initial Registration

After tryouts and the team rosters are set it is important to get all of the plgerthe team
officially registered with Phoenix Premier Fihe goal is to have all registration paperwork
completed and registration fees collected thnye end of Junesach year.

Reqistration Forms and Materials

The following forms need to be completadd turned in by each team member in order to be
registered.

1.

2.

3.

4.

5.

Phoenix Premier FC Financial Agreenteninc this is a club specific registration form
AYSA Membership ForgShould be notarized

AYSA Medical Release Fari@hould be notarized

AYSA Code of Caunct

AYSA Head InjufyConcussior-orm

Allforms can be found on the Phoenix Premier website under the Parent Portal tab. Once a
family has logged in, they will see a tab that contains all of the forms that need to be filled
out. All of theAYSA formsamalsobe found on the AYSA websitevyw.azyouthsoccer.ofg
under the heading Formdn addition, the forms were also included on the web when each
player accepted their spot on the team

6.

7.

Player picture; each player mushave acurrent pictureon their player passThe
picture should be added to the roster before the Registrar prints the passes, if not, the
picture can begluedon andthen laminated into the player pass

As the player pitires submitted can varyt is recommended thapictures be takerat a
practice in early August. The pictures should be a head and shoulders shot (think
RNA GSNRA& f R’h Prevles madkubiforznity in the pictures and allows the
club to have ae on file in case they are needed. The size of the picture needed for
playerpassh & Mé EmMé @

Copy of Birth Certificate

10
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8. Registration Fee$300.00

The egistrationfeed K2 dzZf R 6S LI AR 2yfAyS Fa LINI 27
Player passes cannot be created for players who have not completed their registration
forms or paid their registration fee

It is helpful to have a registration checklisténsure that you collect all of the necessary
information from each player.

Once the registration information is collected from all playenake copies of all of the forms
submittedand turn these intahe Club Registrar who will ensure players are registered and
playerpassegenerated for the upcoming seasoiou should keep the original documents in
your binder since some tournaments expéeisee the original documents (but not the birth
certificateq a copy of this is always allowed).

Uniforms and Uniform Numbers

Each player/family will be responsible for orderaugd paying fotheir own uniform kit from

l.:.l

GKS /tdzoQad RSaAA3IYyIFHGSR @SYyR2NM® t NA2NJ 02 o0SAy3

uniform number. As Team Manager, you will help facilitate the assignment of uniform numbers
along with your coachEnsure all players on your teamvgaunique uniform numbers. Each
playerwill receive information from the club regarding the uniform orithg instructionsg

where to go, what is required to be purchased, deadlines for receiving the uniform, etc. Please
pass this information on to your teams.

Returning Teams/Player€stablished teams will have players that already have
numbers theyhave been using. Be sure to have a list of uniform numbers that have already
been taken. For new players, provide them with a list of the numbers that are not available and
ask for input on what number they would like. To be fair, it is helpful to@sthéir 2, 2"d and
39 choice. Hopefully when reviewing the choices each player will be able to get one of their
top choices. Once numbers have been assigned, let each player know of their assigned uniform
numberso their uniform can & ordered

New Teams.Choosing uniform numbers can be a big deal to kids so it is important to
choose a method that is fair. It is helpful to ask each player for thei2"d, and 39 choice of
uniform number. When reviewing the choices, hopefully each player will get a number from

11
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their top 3 choices. Once numbers have been assigned, let each player know of their assigned
uniform number so their uniform can be ordered.

Registeringor League Play and Tournaments

As Team Manager, you will be responsible for registering the team for league play and
tournaments.

Team GotSoccer Account

Each team will have an account created in GotSoccer. Gotsoccer is where registration occurs
for leagle play and most tournaments. The websitehisme.gotsoccer.com

. M
G

File Edit View Favorites Tools Help
| i s (3) UserLogin | Suppor

x

nual H GotSoccer.com

CFC/Soccerhead College Showcase 2013

Rankings ~ Magazine ~ Sheuneenio ~ News  Local  Featured Tounaments  Videos  ClubDirectory  Toumament Directory  Softw:

GOTSOCCER MAGAZINE +upTo DATESOCCER NEWS * COMPLETELY FREE [SPRREADINOWI

Sae | Top Stories

161 | | Latest News & Headlines

O Tt | ey

s i i Sheuneenio and Friends .-'-_bj

Team usernamewill follow a stamlard format. For example: ppfc02girdabk

The password for the team account will be the team managers firstastchame. Example:
christierice(all lowercase).

This is a standard protocol that will be followed so please do not change your password. There
may be times where another team/club representative needs to access the team GotSoccer
account and this wlilensure that the password is knowixisting usernames and passwords

12
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will not be changed, however, unless they need to be reset to allow for access. If you need

your password reset, please contact the club Registrar.

To navigate to the team account:

1. Click on User Login in the upper right hand corner

2. Under member account login find Team & Team Officials and click Login

3. Enter your username and password and you will be in the team accdtipbu do not
know your username and password, please conthet€lub Registrar who can assist.

-
i

W PPRCT] -

|

E"] GotSoccer User Login

Directors, Registrars, States & Assignors
-

Teams & Team Officials

View and print rosters, schedules, game cards, and submit risk
management reports.
© Login

Referees & Assignors

Create and verify assignments, and submit game reports.
© Login

13
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College Coaches

Search player profiles and register to atiend events.
© Login

Players & Families

Players & Parents - update your contact information and find
forms.

© Login

Event Scheduling/Scoring

Leagues & Tournaments
#) Scheduling ¢ Scoring Input



https://home gotsoccer.com/login.aspx?

w  Favorites  Tools Help

| [’] GotSoccer User Login

Login to Your GotSoccer Account

Team Account Individual Coach
Username Username f
Password Password

Team Account Lookup

New to GotSoccer?
Create Your Account

Coach Account Lookup

Individual Manager

Username

Password

Manager Account Lookup

When your GotSoccer account opens you will see a screen that shows events the team is
registered for and hee played in.

—
m ® https://www.gotsport.com/asp/teams/default.asp

File Edit View Favorites Tools

Events Game History

1
Overview  Team Profile Manager

GotSoccer TeamlID # 281614

GotSoccer Account
Create your GotSoccer Account

Get the most out of your account
.. Teams U15 and Older - How to add
‘® plavers to vour Roster
Click Here to access the roster page.
Account Merge Tool is Now Available!
Click Here to get started.

Your Club
CISCO SE (AZ) |

Email Team

Coach Roster
Team - Girls U13 CISCO 00 Black SE

Help

(D GotSport | Teams | Home |

Teams
College Search  Rewards

Roster Histo

Event Registration History

[l Update Team Age and More
[# View Team Rankings Page

Log Out
Account Assistance

[# View/Print Team Contacts Sheet

Bl Team Fundraising

Items 1 - 20 of 32

.
[ Theme/Date ——type |Ststus |Applied |Accepted|Paid Roster  sodule/sTesvsl Suscor:

AYSA State Championships
Presented by Scion 2013
4/17/2013 - 5/5/2013

CDO Challenge Cup

4/12/2013 - 4/14/2013

Ostrich Festival 2013
3/8/2013 - 310/2013
Blacl Max

Invitational 2013

2/22/2013 - 2/24/2013

2012-13 Chipotle AZ State
League Season 2

12/8/2012 - 3(24/2013

NHB Cup (Girls)

B/25/2012 - B/26/2012

Sereno Pro Classic 2012
10/12/2012 - 10/14/2012

2012-13 Chipotle A7 State
League Season 1

9/8/2012 - 3/24/2013

AYSA State Championships
2012

4182012 - 5/6/2012

Ostrich Festival 2012
3/5/2012 - 3/11/2012

COPA Barcelona 2012
1/6/2012 - 1/8/2012
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=(D Desert Classic 2012

Pages:
1

Tournament Accepted 02/27/2013 Yes

Tournament Accepted D2/27/2013 Yes

Tournament | Accepted 02/07/2013 Yes

Tournament Accepted 01/02/2013 Yes

League Applied | 11f13/2012 Yes

Tournament | Accepted 03/08/2012 Yes

Tournament Accepted 08/08/2012 Yes

League Applied 0B/03/2012 Yes

Tournament | Accepted 01/24/2012 Yes

Tournament Accepted 01/24/2012 Yes

Tournament Accepted 01/04/2012 Yes

Trrmamean + Arrantad 01029017 Vae
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Yes

Hext Page »

Default View Request| Request
Frozen (13) View Reguest| Reguest
Frozen (13) View Reguest| Reguest
Frozen (15) View Request, Request
Default Vi Reguest| Reguest
NiA IBA Request|N/A

Frozen (15) View Request| Request
Default View Request| Request
Default View Reguest| Reguest
Default View Reguest| Reguest
Default Vi Request| Request
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To Reaqister for an Event:

There will often be multiple ways to find the links to regidtaraparticular league or
tournament--through the AYSA websijtdrough GotSocceror directly from the club
G2dz2NYV I YSyiiQa 6So6arads

AYSA Website

The AYSA website contaiall information about the threkeagues that tems primarily play in.
These thredeagues are thérizona Premier LeaguArizona State Leaguand the Port of Subs
Open League.

TheArizona Premier League aAdizona State League includes the top teams in the State in the
age brackets 12 and older.

If a team is not playing ithhe Premier orState League, they will play in the Port of Subs Open
League.

Information about each league can be found under édubs/League Playab on the AYSA
website.

£ Apps [ Suggest

5 8.1 He!' (1 Imported From IE

Ny AS T N .y
YOUTH SOCCER ASSOCIATION e Q |

te League

ARIZSNA

OUTH SOCCER AS

ARIZENA

STATE LEAGUE

3 ams Applied for ASL: (as of June 10 - 8:00am)

38 eovs

7 6@-‘“ )3 x3 (vl € B

Your coach will be responsible for telling you which league your team will be playing in. You
will be notified wherregistration for league play becomes availalaled there will then be a
registration linkon the corresponding page on the AYSA website.
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Tournament information and links are also available on the AYSA website under the tab
G¢2dzNY I YSy G aodé

& The Official Site of Ariz.

YOUTH 5t Tion I - O

OLYMPIC AYSA YOUTH

ENTS'| FORMS DEVELOPMENT DEVELOPMENT
PROGRAM ACADEMY

p://www.azyouthsoccer.org/default.aspx

Favorites Tools Help

CLuUBS /
LEAGUE PLAY

COACHING
EDUCATION

AYSA SPONSORS /

ADMINISTRATION PROGRAMS GRANTS

FIELDS

Club Tournaments

FEATURED NEWS

State Cup - Presented by Scion

05/14/2013
g -19) - AZ State Cup (U-19) Rosters Frozen (12pm)
Stéte Lip i Rsenia by ly posted an article regarding v 2
Scion itten by Donna Olmstead of Soccer 05/18/2013
Presidents Cup I Presented oy est that everyone take a moment Northern Arizona Orthopedics Tournament
o & Sports Authority ember that we are all involved in (May 17-19)
s whom are watching our behavior 05/18/2013
#RespectTheGame and learning from us daily both in a positive and negative manner at Northern Arizona Invitational (May 17-19)
the soccer fields...
N&D5O013
2 KSY a/ tdzo ¢2dzN)y | YSyuaeg FFNB aSt SOUSRZ | tAad

When a specific tournament is selectedlink to the tournament website will become available
which will have registration information.
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tp://www.azyouthsoccer.org/tournaments/club%20tournaments.aspx Home |...| & | Arizona Youth Soccer

Favorites Tools Help

Tnsurance l a2 1\ A\ V" BRW @& B J . Y
Board Meeting Minutes

Injury Report 201 2_201 3 o

Insurance (Espaiol) Club Tournament Directory
AYSA Policies Click on the tournament name for more info

Registration Se ptem ber

AYSA Newsletter

AYSA Announcements

&/ Desert Elite Inaugural Cup

The Desert Elite Inaugural Cup is a soccer toumament in Phoenix, AZ Labor Day kend August 31

2012. It will be held at Reach 11 and Scottsdale Sports Complex located in the beautiful North Phoenix area This is an AYSA
sanctioned event welcoming youth teams from across the United States of boys and girls age U8-U19. We hope you choose to
participate with your club team in this great pre-season event

Aug 31, Sept 1-2, 2012 Toumament Director Hosting Document Previous # of Teams
Vince Nagy 120

Toumament Website Age Groups Application Deadline Expected # of Teams
U8 thru U19 8/17/2012 175

e A

Tuzos Challenge

- - ] $0CCER .
Sliced Resh Sancieties! we iy Soccer at the Summit - Boys

CE|

SPORTS m\f;:} Soccer at the Summit - Girls
AUTHORITY. & 34th Annual TSA Tournament

"56' Valparaiso United Invitational
7
October

GotSoccer

The other way to register for league play and tournaments is directly through GotSoccer.
Within GotSoccer you can search for events by clickisg ¢ KS a9 @Sy dGae Gt

hyOS (GKS a9@SyiGaeg Glo Aa otAolst I ySé
|

a ON
FYR LINBaSyido F2NJ GKS 4GS I y20KSNI 2LIGA2Y

™ b’)
> (/))

2 KSy @&2dz Of A 01 a{ 8ve iNaoktiodt@editgrisearch paraniztery forithe K
event you are looking for. You can enter the Date Range, , StadeEvent Type. That should

be enough information to find the event you are looking for. The event types you will typically
use include Taunament and League.

17

Revised®b/2017



Club Websites

Finally, the last way to search for a tournament to register for is directly on the sponsoring

Of dzo Qa ¢SoaAriaSo . 2dz OFy 3ISySNrtte 32 G2 GKS
get registration information.Information provided on the club Tournament pages also includes

the checkin information, tournament rules, fields used, etc. This page eventually becomes very
important to you as you work to inform your team of the tournament details.

Once the appropate event is found it will take you to the registration link for the event
Keys to Registering for League and Tournaments

1. Communication with your coaclA key to registering your team for the appropriate
events is to have open communication with your coach. Your coach will tell you which
League to register for and which tournaments to register fbiney will also provide
information regarding which flighto register for¢ some tournaments ask which flight
you want to play in and others do nqtbe sure you ask your coach before attempting to
register for any tournament.

2. Timely RegistrationYou will also want to be sure that registration is timelach
event that you participate in will have a registration deadline. Once you find out what

18
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