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for Organizational Policies, Procedures and Questions

	1. Formal Mission Statement

	Create a Philosophy Statement

Definition: a declaration of the general objectives and principals of an organization, oftentimes its one defining sentence.

Website Help: www.how-to.com/operations/mission-statement.htm
Example: “The mission of the Mankato Area Youth Baseball Association is to provide youth ages 6 to 18 in our community an opportunity to have fun playing and learning the game of baseball within a family oriented environment while at the same time developing lifelong habits of physical fitness, teamwork, personal growth, good sportsmanship and sound character.”



	Create a Vision Statement/Strategic Plan

Definition: how you achieve goals set forth in your philosophy (mission) statement.

· Keep goals realistic when developing them

Website Help and Example: www.mayba.com/documents/5yrstrategicplan0607.pdf


	Conduct an Annual Assessment

· The Board of Directors should revisit the mission and strategic plan at the end of every season/year.  Collectively determining if it is still relevant, realistic and feasible.  At that time, items can be added, removed, or further defined/clarified.


	2. Organization and Administration

	Develop a Constitution and Bylaws

Example: www.ulv.edu/lead/pdf/r1.pdf 

Website Help: www.spac.ucdavis.edu/forms/leadership_tips/creating_a_constitution_and_bylaws.pdf
· Contact other sport associations similar to yours to see what they use and modify to meet your needs.

· Contact your sports’ governing body for their suggestions.

A great resource is the Minnesota Council for Nonprofits.

Website Help: http://www.mncn.org/principles_and_practices.pdf
Example: MN Council for Nonprofits’ Principles for Nonprofit Excellence:

Role in Society: Nonprofit organizations provide unique opportunities for individuals to combine their energy, talents and values for community improvement and enrichment.  Nonprofits are obligated to understand their role as entities that engage and inspire individuals and communities for public benefit, and to conduct their activities with transparency, integrity and accountability.

Governance: A nonprofit’s board of directors is responsible for defining the organization’s mission and for providing overall leadership and strategic direction to the organization.  Each nonprofit board should: (1) actively set policy and ensure that the organization has adequate resources to carry out its mission; (2) provide direct oversight and direction for the executive director and be responsible for evaluating his/her performance; and (3) evaluate its own effectiveness as a governing body, as a group of volunteers, and as representatives of the community in upholding the public interest served by the organization.

Planning: Organizational planning sets the overall direction, activities and strategies a nonprofit employs to fulfill its mission.  Nonprofits have a duty to engage in sound planning, define a clear vision for the future, and specify strategies, goals and objectives for plan implementation.  Planning should incorporate input from constituents and should be intentional and ongoing to successfully position the organization to achieve its goals.

Transparency and Accountability: Nonprofits have an ethical obligation to their constituents and the public to conduct their activities with accountability and transparency.  Nonprofits should regularly and openly convey information to the public about their mission, activities, accomplishments and decision-making processes.  Information from a nonprofit organization should be easily accessible to the public and should create external visibility, public understanding and trust in the organization.

Fundraising: Nonprofit organizations provide opportunities for individuals and institutions to voluntarily contribute to causes of their choosing. Nonprofit fundraising should be conducted according to the highest ethical standards with regard to solicitation, acceptance, recording, reporting and use of funds.  Nonprofits should adopt clear policies for fundraising activities to ensure responsible use of funds and open, transparent communication with contributors and other constituents.

Financial Management: Nonprofits have an obligation to act as responsible stewards in managing their financial resources.  Nonprofits must comply with all legal financial requirements and should adhere to sound accounting principles that produce reliable financial information, ensure fiscal responsibility and build public trust.  Nonprofits should use their financial resources to accomplish their missions in an effective and efficient manner and should establish clear policies and practices to regularly monitor how funds are used.

Human Resources: The ability of an organization to make effective use of the energy, time and talents of its employees and volunteers is essential to accomplish the organization’s mission.  Nonprofit organizations should place a high priority on exercising fair and equitable practices that attract and retain qualified volunteers and employees.  Nonprofits have an obligation to adhere to all applicable employment laws and to provide a safe and productive work environment.  Each nonprofit organization should establish specific policies and practices that promote cooperation and open communication among employees, volunteers and other constituents so that they can effectively work together to advance the organization’s mission.

Civic Engagement and Public Policy: Nonprofit organizations play a central role in the democratic process by providing a means for individuals to deliberate on public policies and decisions that affect them.  To the extent possible, nonprofit organizations should engage constituents in public policy and advocacy activities as a means to fulfilling their missions and promoting community interests.  Open communication and consultation between policy makers and constituents  of nonprofit organizations contribute to well-informed policies and the effective implementation of them

Strategic Alliances: The effectiveness of nonprofit organizations depends on successful relationships with other community institutions.  Regardless or form – partnership, collaboration, cooperation or coordination – these relationships, or strategic alliances, can serve a variety of purposes, including resource sharing, policy influence and improved operational efficiency.  They strengthen both the capacity of individual organizations and the sector as a whole.  Nonprofits should be open to strategic alliances and, when appropriate, should partner with other organizations to strengthen their capability to achieve desired results.  Nonprofits should initiate and promote cooperation and coordination between a variety of entities to avoid unnecessary duplication of services and to maximize the resources available to the communities they serve.

Evaluation: Nonprofit organizations have proven to be highly effective at a wide variety of tasks that benefit society.  An essential responsibility of every nonprofit organization is to assess the impact of its actions and to act upon this information.  The public has a stake in nonprofit performance and is entitled to information regarding organizational results.  Nonprofits should regularly measure their performance against a clear set of goals and objectives.  They should share this information with their constituents and the public and use it to continually improve the quality of their processes, programs and activities.



	Develop clear, recognized, sport-specific rules and regulations that govern each sport sponsored by the organization.

Many youth sports use High School rules, with some modifications.  These can be purchased through the National Federation of State High School Associations. (www.nhfs.org)  These can be purchased through the Minnesota State High School League as well.  (www.mshsl.org)

Another source of on-line rule books would be the NCAA.  (www.ncaa.org)

 Websites for governing bodies:

Baseball: www.usabaseball.com
Basketball: www.yboa.org
Football: www.usafootball.com, www.nflyouthfootball.com, www.popwarner.com
Golf: www.usga.org
Gymnastics: www.usa-gymnastics.org
Lacrosse: www.uslacrosse.org
Soccer: www.ussoccer.com
Softball: www.softball.org
Swimming: www.usaswimming.org
Tennis: www.usta.com
Track & Field: www.ustaf.org
Volleyball: www.usavolleyball.org
Wrestling: www.themat.com


	Develop an Organizational Chart that Identifies Staff and Volunteer Positions

Example of Organizational Chart:
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Example: Council & Committee Structure (USTA Northern):

Adult Tennis Council – Collegiate Committee, Leagues Committee, Leagues Grievance Committee, Twin Cities League Committee

Community Development Council – Awards Committee, Community Tennis Association / NJTL Committee, Grants and Scholarships Committee, Public Facility Assistance Committee

Diversity Council

Junior Tennis Council – Junior Team Tennis Committee, Player Development Committee 

Officials Council – Tournaments and Assignments Committee, Training and Recruitment Committee, Disciplinary Committee

Example: Volunteer Position Descriptions:

A volunteer position description should accurately define what work is anticipated for each position.  To get the maximum performance from your volunteers, and to keep them happy, they should know exactly what is expected of them.  Here are key elements in a volunteer job description: 

· Position title                                            * Brief position description

· Anticipated results                                  * Agency name, address and phone

· Supervisor’s name                                  * Time parameters of the job

· Qualifications for the job                         * Responsibilities

· Benefits                                                  * Training requirements

· Work site                                                * Evaluation requirements



	Follow Generally Accepted Record Keeping Procedures

Each organization is different in the types of documents they use.  It is important to have archives, and records for legal purposes, however, it is not necessary to keep every piece of paper ever printed by your organization.

Website Help: National Intramural Recreational Sports Association’s Guidelines http://www.nirsa.org/Content/NavigationMenu/AboutUs/GoverningDocuments/Records_Retention_Schedule.pdf


	Maintain Regular Two-Way Communication Between Leadership & Constituents

· Create a website where you can regularly post information for constituents.

· Use media resources to disseminate information - Newspaper, radio PSA’s, cable access channels 

· At the beginning of the program, be clear as to what communication is expected from both parties

Example: MYAS Communications Policy

Over the past several years, the Minnesota Youth Athletic Services (MYAS) has experienced overwhelming growth in numbers of athletes, teams, tournaments, leagues, etc.  While we value everyone’s opinion, it has become necessary for the MYAS to develop the policy whereby our staff will communicate with travel directors, coaches and association representatives only.

There is not adequate time in the day to discuss rulings, controversial situations, etc. with individual athletes or parents.  As an alternative, we encourage your constructive criticisms and suggestions be communicated by a team representative, who is welcome to contact our office for a response or necessary action.



	Establish Risk Management Procedures [including, but not limited to: accident/medical/liability insurance to all affiliated groups (coaches, athletes, officials); and regular inspection of all equipment and facilities.]

Risk Management is a process of analyzing potential harm or liability to an organization, its members or the people it serves and then developing policies and procedures to minimize that harm or liability.  Steps taken in risk management include: (1) Anticipation, (2) Evaluation, (3) Prevention, (4) What to do if the event occurs, (5) Covering the cost, and (6) Analyzing.

Risk management is not the same as risk elimination, it will not be possible to totally anticipate all potential harm or eliminate all possible consequences.  The goal is to avoid making a bad situation worse.

Talk to your insurance company, accountant, attorney, police, other clubs, etc. for ideas and suggestions.  The following suggestions are just examples…and are not the only or best solutions.

Anticipation – what can go wrong?  Brainstorm to identify both the event and the problems that could result.  (a) Player gets injured during a game, (b) Player gets molested by a coach, (c) Club treasurer embezzles the club’s funds, (d) A meteor strikes the field during the game.

Evaluation – how likely are these events & how severe are the consequences?  (a) Could easily occur, (b) Could possibly occur, (c) A possibility, (d) Remote possibility.

Prevention – what can be done to avoid or reduce this risk upfront.  There is usually not a single correct action, and the action may depend on variables with the risk.  (a) Better training and conditioning for the player, (b) Background checks and follow-ups, always have two adults present, (c) Annual audits, requiring two signatures for checks, (d) Nothing can be done to avoid.

What to do – different courses of action can be taken, depending on what it is that has happened.  Preplanning will have a major impact how the event affects your organization.  Often, a decision tree can be used to analyze and provide guidance in what to do.  (a) Determine the nature and extent of the injury.  Has there been first aid training provided to the coach or team manager?  Are emergency procedures in place? (b) Contact the authorities (and do not interfere with their investigation). Support the victim and family.  (c) Contact the police.  Determine extent of loss. (d) Nothing.

Covering the Cost – Consider preparations to spread or reduce the cost and consequences.  The cost may be financial or perhaps publicity.  The event may trigger another protocol to be followed.  Is there an emergency communications plan to be followed, is there insurance to cover a financial loss, or should preparations be made for a lawsuit?

Analyzing – Check your response…did your plan work?  How well?  What can be improved? What could you have done differently?

Even if nothing has occurred, the risk management plan should be reviewed and updated periodically.  Insurance, laws and people all change!




	3. Staff & Volunteer Recruitment

	Establish Eligibility Requirements for Adult Volunteers & Staff Members

· Implement background checks for all those over age 18 who are working with youth.

· Develop a good working relationship with local police department, many times they can offer information.

· Develop an application process for volunteers, as you would for staff members.

· Be particular in who you want working with children.  A good athlete does not necessarily equate to someone who understands child development, or knows how to work with youth.

· Ask for references.

· Meet everyone in person before they meet the kids.

· Have a list of expectations, making sure they understand your goals, philosophies and rules.

Example: Volunteer Coach Expectations

Equipment – I will promptly pick-up, return and account for all equipment and uniforms borrowed/used from Waseca Community Education (WCE).  I will not copy keys, or loan my keys to anyone other than an assistant coach.  I will not purchase equipment for WCE or use equipment that does not belong to me without prior approval from WCE.

Communication – I will communicate clearly with players, parents and WCE throughout the season regarding schedules, practices, tournaments, make-up dates, changes, etc. in a timely manner; including the letter provided to me in the beginning. 

Field Schedules & Changes – I will contact WCE, players, umpires and opposing team three days in advance of any make-up games or schedule changes.  

Uniforms – I will ensure that my players wear appropriate uniforms which include jerseys provided by the team sponsor.  As well as protective gear when catching (including warming up a pitcher), hitting, running bases and coaching bases.

Tournaments – I will only register teams for tournaments approved by WCE and/or the Waseca Youth Baseball Association (WYBA) or Waseca Fast Pitch Association (WFPA).

Fundraising – I will not do any fundraising without prior approval from WCE and WYBA or WFPA.

Substances – I will not provide nor encourage use of any nutritional supplements or medication (including aspirin, ibuprofen, etc.) to my players.  I will ensure that water is available to players.

Conduct – I will act appropriately and in a sportsmanlike manner during all games and practices.  I will be respectful to umpires, parents, players and others.  I understand that being kicked out or removed from a game could result in being relieved of any further coaching duties.  I will not use profanity. I will abide by league and state rules.  I will under no circumstances cheat or lie.   I will represent Waseca in a sportsmanlike manner.    

Players – I will treat all players with respect regardless of their ability.  I will follow playing time guidelines appropriate to the age I am coaching.  I will provide players with positive comments as well as constructive criticism.  I will not belittle players when they make a mistake, but teach them in a one on one situation after an error.

Code of Ethics – I will place the emotional and physical well-being of my players ahead of a personal desire to win.  I will treat each player as an individual, remembering the large range of emotional and physical development for the same age group.  I will do my best to provide a safe playing situation for my players.  I will promise to review and practice basic first aid principles needed to treat injuries of my players.  I will do my best to organize practices that are fun and challenging for all my players.  I will lead by example in demonstrating fair play and sportsmanship to all of my players.  I will provide a sports environment for my team that is free of drugs, tobacco and alcohol, and I will refrain from their use at all youth sports events.  I will be knowledgeable in the rules of each sport that I coach, and I will teach these rules to my players.  I will use those coaching techniques appropriate for each of the skills that I teach.  I will remember that I am a youth sports coach, and that the game is for children and not adults.

I have read the guidelines listed above and promise to abide by these guidelines set forth. (Volunteer’s signature)



	Establish number of staff/volunteers needed to function effectively

· In team situations, designate one coach as the head coach and no more than two assistants that will be present during games.  This will help give clear messages to the athletes.

· During practices, invite other volunteers to assist with drills and stations.  The smaller the player to coach ratio, the more skills that can be developed effectively.

· In individual sports (ie. Gymnastics) there may be a need for a smaller player to coach ratio for safety purposes.

· Consult with the sport’s governing bodies for specific ratio recommendations.



	Establish and Execute a Plan for Keeping Positions Filled

· Provide the support and tools that your coaches need:

(1) Handbook that includes drills & sport specific rules

(2) Train them – let them know what to expect and how to handle situations that may arise

(3) Support coaches’ decisions, or provide constructive criticism

(4) Communicate with them on a regular basis, weekly updates & check-ins

(5) Appreciate the time and effort they are putting forth to help your program, and let them know they are appreciated!

· Use a mentoring-type of program so that assistant coaches will be able to step into a head coaching position the following year.




	4. Coach Development and Training

	Develop an Orientation Program for Coaches that Meets the Minimum Standard of Care

All coaches, after being carefully selected, should at least have minimal training and orientation.  Training could be conducted locally, through a number of programs available.  Veteran youth coaches or area high school and college coaches could be used to conduct this training.  

Training should be conducted in the following areas:

· Care and Prevention of Athletic Injuries

· Emergency Care Protocol

· Pre-practice Warm-up and Stretching

· Practice Routines / Length & Frequency

· Age Appropriate Conditioning

· Skills

· Age Appropriate Drills and Teaching Techniques

· Age Appropriate Team Strategies

· Protocol for Player and Parent Issues

· Expectations of Association and/or League

· Playing Time Policies and Expectations

· Techniques for Motivation

· How to Ensure a Positive Experience for All

In addition, a basic orientation meeting should be held for all coaches.

Sample agenda for Pre-Season Coaches Meeting

* Review of Association and/or League Handbook & Policies

* Importance of communication to players, parents, assistant coaches, association personnel, league personnel, etc.

* List of squad members, contact information, emergency contacts, medical forms

* Information on uniforms and equipment (who supplies, do the kids own them, plan for return, where do you go with equipment problems…)

* Access to training equipment and tools, Keys to gates and storage areas

* Medical supplies – first aid kits & replacement items, Basic Athletic Training first responder, cpr

* Emergency Medical Protocol & Procedures                        

 * Suggested Team Rules & Policies

* Review policies on practice times, reservation and use of facilities, length of practices, etc.

* Recommend or require a team parent meeting

* Schedule for pictures, league meetings, play-offs, tournaments, etc.

* Reporting of results/schedule changes/ use of association or league website

* Surveys for feedback from kids and parents

* Sample practice plans, Clinic for sport specific X’s and O’s – age appropriate drills & strategies

* Resources for coaches – high school coaches, mentors, websites, books, etc.

* Organizational Procedures, suggestions, tips…

	Provide a Continuing Education Program for Experienced Coaches that includes basic topics such as: Child Development, Sport Psychology, Risk Management, Sport First Aid, Sport Specific Rules, Techniques and Strategies, and Team Organization and Administration

There are a variety of coaching education programs available for both beginner and veteran youth coaches: 

· American Sport Education Program – www.asep.com
· National Youth Sports Coaches Association – www.nays.org
· Positive Coaching Alliance – www.positivecoach.org
· Guide to Coaching Sports – www.guidetocoachingsports.com
· The Coaching Corner – www.thecoachingcorner.com
· USA Football – www.usafootball.com
· Check a sport’s governing body as well…



	Develop a System for Providing Coaches with Adequate Feedback and Mentoring During the Season to Enhance Their Development

· Have trained observers observe coaches at practices and games and offer appropriate feedback.

· Develop a mentoring system whereby more veteran coaches are assigned to a “rookie” coach.  Coaches visit periodically about issues, problems and things that are going well.

· Coaches observe each other at practices and/or games.

· Conduct post season surveys for parents and possibly players.  Share problems or concerns with coaches.




	5. Athlete Training and Development

	Implement a Policy for Ratio of Practices to Games

Website Help: www.gladstein.com/SportsMedicine/CHILDRENANDSPORTSguide.shtml
Examples:

Swimming

     Age 5-7 – Two 20-60 minute sessions per week

                      Focus on basic water skills and stroke, kick and diving techniques

                      Focus on 25-meter distances

                      No competition

     Age 8-9 – 2-3 sessions per week of 45-60 minutes

                     More advanced skills and techniques

                     Focus on 25-50 meter distances

                     Competition for self-improvement and fun

     Age 10-12 – 3-5 sessions per week of 60-90 minutes

                          Introduction to more competitive stroke techniques

                          Start interval training

                          High-level competition (state level)

     Age 13-16 – 5-9 sessions per week of 90-120 minutes per session

                          Gear training for season competition with peaking for 1-2 events

                          Competition at highest levels possible

Baseball/Pitching

     Age 8-10 – 50-60 pitches per week

     Age 10-12 – 60-80 pitches per week

     Age 12-14 – 80-90 pitches per week

     Age 16+ - 100-120 pitches per week

Running

     Duration of each session should not exceed 1½ hours.

     Do not increase mileage by more than 10% per week.

     Age 9-11 – Not more than 3-4 times per week, 3 miles maximum distance

     Age 12-14 – Not more than 3-4 times per week, 6 miles maximum distance

     Age 15-16 – Not more than 5-6 times per week, 13 miles maximum distance

     Age 17-18 – Not more than 5-6 times per week, 25 miles maximum distance



	Teach Age Appropriate Skill Development

Children’s sports promote fitness and prevent obesity; but not all children thrive in formal leagues. It is important for children to find the right sport and venue – whether it’s at school, a recreation center or in the back yard.

Website help: www.minnesotahockey.org/hep/skill_resources/skill_resources.asp
Example: What are age-appropriate activities?

Regardless of your child’s age, he or she will show some natural preferences.  Some children love the water from the first splash, while others react with fear.  Some get a charge out of rough-and-tumble games; others dislike the shoves and bumps.  You may have been the star of your football team, but your child may prefer dancing and that’s just fine.

Children don’t need organized athletics to develop athletic skills or to get physical activity.  “A healthy lifestyle doesn’t have to include sports,” says Edward Laskowski, M.D., co-director of the Sports Medicine Clinic at Mayo Clinic, Rochester MN.  “It’s more important that a child is involved in some sort of physical activity, whether it’s hiking and biking with the family or playing pickup baseball or basketball with the neighborhood kids.”

Every child develops at a different rate.  It’s best to work within a child’s maturity and skill level.

Ages 2-3 – very young kids are beginning to master many basic movements – running, catching, jumping – and they’re too young for most types of structured exercise.  Try:

· Running and walking, in a yard or playground

· Swinging on a yard or playground set

· Supervised water play

· Toddler gymnastics classes led by professionals

· Tumbling

Ages 4-6 – 

· Dancing

· Games such as hopscotch or tag

· Jumping rope

· Playing catch with a lightweight ball

· Riding a tricycle or a bike with training wheels

After age 6, children’s motor skills and sense of safety improve.  Children may also be ready for team sports.

Ages 7-10 –

· Baseball

· Gymnastics

· Soccer

· Swimming 

· Tennis

· Biking

Ages 10 & up – 

· Carefully supervised weight training

· Organized team sports

· Rowing

· Running Track & Field Events

· Softball

When it comes to organized sports, make sure the child really wants to play.  Never force a child to participate or join a team.  Also consider the child’s schedule.  Children who are already signed up for music lessons and the school play may feel overwhelmed if athletics are added to the mix.

Another example: Kids & Sports Skills

A Guide for Parents and Coaches: Understanding what to expect from kids of different ages.  (Author unknown)

Remember Mom, Dad and Coaches…

I’m 4, 5 or 6 years old…

1. I’ll have a tendency to keep the ball once I get control of it.  I’ll likely run in a straight line, even if I am going the wrong way, and may not stop at the field boundaries.

2. I may be easily distracted by things around the athletic event, such as a neat frog, butterflies, airplanes, or whatever takes my attention.

3. There will probably be a big difference in my attention span between ages 4 to 6.  At age 4, I may be unable to understand games or keep up physically with the 6-year-olds.  At age 6 I will be more likely to understand the game basics and control a ball with my hands or feet.

4. Generally I will enjoy the physical activity.  I may be content to just stand in a field and occasionally reach out for the ball if it comes close to me.

5. Teamwork is a difficult concept for me to grasp…I generally have a “me” or “mine” concept of the game.  My awareness of teammates for passing will often be difficult for me to attain.

6. Catching a ball is difficult for me, but generally I am able to make a catch before it bounces twice.

7. I am able to kick a stationary ball, but have difficulty kicking a rolling ball.

8. I have very little concern with winning or losing.

9. I may or may not appear to understand instructions from coaches.  Remember…keep the instructions direct because I am unable to interpret vague or ambiguous statements.

I’m 7 or 8 years old…

1. I am beginning to understand the team concept idea.

2. I am switching from the “me” and “mine” concept to realizing that teammates are a present tool.

3. Look, I’ve developed the ability to catch a gently thrown ball.

4. Most of the time I am able to dribble a ball continuously with my hands or feet without loss of control.

5. I am able to learn and understand rules of the game.

6. From my point of view…playing the game is the major thing…winning is not a major concern.

7. I will accept instructions by my coaches but I need them to be direct and not ambiguous.

8. I may get overloaded by my parents/fans shouting instructions.  Let the coaches coach…let them give me instructions.

9. I can become easily embarrassed by intense, negative criticism by fans/parents.

I’m 9 or 10 years old…

1. I am able to maintain a dribble with hands or feet.

2. I am able to control a ball using a variety of body parts, i.e. a thigh or head in soccer, or forearm pass volley in volleyball.

3. I am able to consistently hit a thrown ball with a bat (as in baseball) or racquet (as in tennis or ping-pong).

4. Using my maturing motor skills, I am able to throw, catch or kick.

5. I am able to use either hand or foot with competency.

6. I now have well established the team concept.

7. I may be easily embarrassed by intense, negative criticism and behaviors by adults.

8. I now can accept the instructions of coaches.  I may be able, to some degree, to interpret ambiguous directions, but receiving parental instruction at the same time as coaching instruction can confuse me.

I’m 11 or 12 years old…

1. I am able to throw or kick a ball with accuracy and for distance.

2. I am able to hand or foot dribble a ball while keeping an opponent from stealing it.

3. I am able to develop offensive and defensive tactics in team games.

4. I am able to combine individual physical skills in a competent manner, such as leaping, rolling, weight transfer, hand/foot dribble, running and throwing, etc.

5. While being guarded by an opponent, I am able to throw and catch.

6. I can accept decisions of game officials even if I disagree with the call.

7. I understand that skill improvement requires input of practice time and effort.

8. I accept the instruction from coaches.  I may even make my own modifications of coaching directions.

I’m 13 or 14 years old…

1. I will combine different physical skills to a more competent level.

2. I have a tendency to practice skills learned in practice on my own.

3. My interest is growing in developing, improving and maintaining body composition.

4. I know, and can describe, proper conduct for participation in sporting activities, including ethical and unethical behavior.

5. My taking part in physical activities has made me recognize long term physiological and psychological benefits.

6. I am accepting of instructions by coaches, but may become angry at negative fan/parent yelling or instructions during games.




	6.  Coordinate with Community Groups

	Recruit and Register Athletes

Work with local media using public service announcements, include newspaper, radio and cable access.

Partner with local school districts to distribute informational flyers for your program, but be sure to get approval first.

Partner with local Park & Recreation or Community Education agencies, many times an ad in their brochure is relatively inexpensive.  They may also be willing to work with you regarding registration.



	Schedule Try-outs, Games and Practices to Minimize Conflicts Between Sports from Different “Seasons”.

Contact other associations in your community and know when their programs run.

Check with School District calendar of events to avoid conflicts.  (Know MSHSL rules regarding out of season practice restrictions for high school aged athletes.)  

Be aware of other local non-sport activities that may conflict as well.

Get together with other associations and plan seasons to have the least amount of conflict regarding scheduling, this offers participants to enjoy many different experiences.



	Coordinate use and Scheduling of Facilities for Practices and Events

Always go through proper protocol when using facilities.  Permits are usually necessary and often due two weeks or more prior to when you’re requesting usage.

Plan ahead to ensure you get the practice dates and times you want.

Know what groups have priority in each facility.

Stay in communication with the person who schedules each facility, confirming after your request has been made.




	7. Equipment and Facilities

	Work with Other Community Groups to Share in the Development, Improvement and Maintenance of Facilities

Contact and work with facility management to determine how they maintain the facility, then offer your assistance (financial or otherwise) for improvements and upgrades.

Find other groups that are using the same facility and pool resources for improvements that will help all user groups.



	Establish and Communicate Who is in Control of Facilities, How They are Scheduled and the Cost of Use

Work with those who govern each facility.  Know protocol for each ownership type: private owner, public facility, community center, School District, etc.

Know that many times Community Education departments schedule School District facilities.  Be sure to go through proper channels and make payments up-front whenever possible.



	Develop Use Agreements and Master Calendars with Those Who Control Facilities, and Make Sure These Agreements and Policies Are Followed

Know that every facility is unique.  Direct questions to the facility and its managers.  It is always best to make contact via phone or in person.

Be prepared to fill out appropriate forms and permits, make monetary deposits and have certificates of insurance ready.

Whenever possible, negotiate a long-term usage or lease agreement for the entire season at once.  Facility managers appreciate prepared associations!

Make sure that each one of your constituents/coaches, etc. is knowledgeable of each facility’s specific rules and regulations.




	8. Evaluation and Recognition

	Acknowledge and Reward Contributions of Volunteers

Develop a system for recording volunteer hours.  

Consider providing incentives to volunteers based on number of hours served.

Example: For two hours served, you receive one free concession stand item.  For twenty hours, a trinket from your organization such as a t-shirt.  For forty hours, a gift certificate to a local restaurant or movie tickets.

Regardless of the number of hours a volunteer has served, send them a thank-you note and encourage them to volunteer again.  Most people volunteer because they want to, not because they are trying to receive incentives.  A simple form of recognition like a certificate of appreciation is often all that a volunteer needs to feel appreciated and to keep coming back.



	Develop an Awards Program that Regularly Recognizes Good Sportsmanship By Coaches, Players and Fans

Provide short forms or cards for coaches, players and fans to record displays of good sportsmanship, which can be submitted to the sports association for further recognition.

Require that each team or coach select a “good sport” of the game, which could be a player, fan or coach.

Replace “Most Valuable Player” awards with “Best Sportsmanship” awards.

Enter your local “Good Sport” winners into state contests/drawings for recognition.



	Develop and Follow Through with an Objective Procedure for the Annual Review of the Performance of Coaches and Administrators

Develop a survey for parents to fill out evaluating the performance of each coach and league administrators, where applicable.

Example: Traveling Baseball/Softball Parent Survey

In an effort to maintain and improve these programs, we are asking that you fill out this short survey and return to Community Education by XXX.  We appreciate your time & input.

My child participated in:   
Baseball
or
Softball

Age group:

12

13

14

15

16

Coach: _______________________________

Please rate/circle the following items:

Overall Experience

1      2      3      4      5      6      7      8       9      10





Poor

 average

excellent

Coaches Knowledge

1      2      3      4      5      6      7      8       9      10





Poor

average

excellent

Amount of time coach

1      2      3      4      5      6      7      8      9      10

volunteered


Adequate
above average
          above & beyond

My child was treated fairly
1      2      3      4       5      6     7      8      9      10





Sometimes
most of the time

all the time

Number of Tournaments
Not enough        Too many
Just right

Length of Season

Too Short
Too Long
Just Right

My child improved/developed skills   1      2      3      4      5     6      7      8     9     10





    No

  Some


Yes

    


My child had fun      

1      2      3      4      5      6      7      8      9      10





No




Yes

Based on this year’s experience my child will participate next year



Yes


No

Unsure

Additional Comments: _____________________________________

Thank you for your time!

Develop a survey for youth to fill out evaluating the performance of each coach.

Example: Traveling Baseball/Softball Player Survey
In an effort to give each player a great summer experience, we are asking that you fill out this short survey and give to your parent to return to Community Education by xxxx.  

I played:
  
Baseball
or
Softball

Age group:

12

13

14

15

16

Coach: _______________________________

Please rate/circle the following items:

Overall Experience

1      2      3      4      5     6      7      8       9      10





Poor

 average

excellent

Coaches Knowledge

1      2      3      4      5      6     7      8       9      10





Poor

average

excellent

I was treated fairly

1      2     3      4       5      6      7      8      9      10





Sometimes
most of the time

all the time

I tried my best


1      2      3      4      5      6      7     8      9     10

at practices & games

Sometimes
most of the time

all the time

Number of Tournaments
Not enough    Too many
Just right

Length of Season

Too Short
    Too Long
Just Right

I learned or improved my skills   1      2      3      4    5      6      7     8      9     10





No

  Some

     Yes

    


I had fun 

    
1      2      3     4      5     6      7     8     9      10





No




Yes

Based on this year, I will participate next year:    Yes    No    Not sure

Comments: _____________________________________________

Thank you for your time!

Develop a survey for coaches to fill out evaluating the performance of administrators.

Develop a set of expectations for coaches that administrators can review with coaches before and after the season.  During the season, administrators should observe coaches during practices and games to assess the coaches’ performances.  Sometimes this involves many teams; make a calendar to be sure all coaches are observed.


	9. Parent Education and Orientation

	Provide an Orientation for Parents That Includes Key Topics Such As: Mission and Philosophy, Code of Behavior and Penalties, Roles and Expectations of Parents, Grievance Procedures and Costs

Parent orientation should cover what is expected of them when they participate in sports.  What do you want the parents to walk away with?  How do you expect them to behave and what are the consequences if violated?  How much time and financial commitment are you asking of them? What tools are you providing them to help alleviate concerns, questions and problems?  What goals do we want to accomplish for our kids in sports?

Give the parents an overview of key topics, allow them an opportunity to fully understand the role, demonstrate to parents the appropriate verbal communication strategies required for youth sports and how to support their athlete’s efforts and interest in sports in a positive manner.  Finally, continue to educate parents about the developmental process in youth sports (section #5).

 Sample agenda for Pre-Season Parent Meeting

(1) Introductions and basic background of coaches

(2) Introductions of parents and participants (have kids introduce parents)

(3) Thank them for help so far and for allowing their children to participate

(4) Goals – do your best to get better – only worry about what we can control – have fun

(5) Playing time – philosophy & how it works – not automatic – how do attitude, effort and ability factor in?

(6) Positions – where can be successful

(7) Player Expectations – on & off the field

(8) Game Rules – length, basic rules

(9) Medical – injuries & illness – keep us informed

(10) Calendar / practices – game schedule – special events?

(11) How parents can help make for a successful season…

· Always provide positive feedback

· Be positive with your child/encourage them/don’t let them get down – issue of who we play – potential All-Star Teams, etc.

· Ask them if they are having fun

· Be supportive of coaches – at least in front of the kids – you won’t always agree, but support is crucial and we will do the same for you!

· Let us know of any problems or issues

(12) Behavior at games – talking to kids, officials, etc.

(13) Issue of winning – it’s really not all that important

(14) Other items – picture nights, manager/team assistant

(15) Questions

Have a handout with a calendar, coaches’ contacts, squad list with parent names and contacts.

Provide examples and help parents direct their focus on keeping their athlete safe and applying the life lessons on and off the field.

Creating a fun and positive environment in youth sports is the key to ensuring youth retention.  Educating parents and coaches on what is appropriate behavior is a good first step.  Providing a monthly e-mail consisting of good tips and procedures will help parents remain informed and will help them keep sport participation in check.



	Provide Opportunities for Parents to Receive More Formal Training on How to Parent Young Athletes

Be available for parents and provide your expertise.

Plan a meeting/clinic for the parents where you can bring in officials, coaches and others to help facilitate.  Options would include a “Responsible Parent Quiz” or scenario questions…”What would you do??”  

Give the parents the tools necessary to communicate and support their child athlete.

Website Help: www.responsiblesports.com
Website Help: www.nays.org – click on “parents”


	10. Discipline and Grievance Process

	Establish Clear Guidelines or Codes of Behavior for Athletes, Coaches and Parents

Website Help: National Alliance for Youth Sports – www.nays.org
                       Minnesota State High School League – www.mshsl.org
                       Minnesota Youth Athletic Services – www.myas.org
Examples: Codes of Conduct

Coach and Player Code of Conduct

1. I will not berate the officials or “trash talk” to my opponent.

2. I will not use profanity.

3. I will encourage good sportsmanship by demonstrating positive support for all players, coaches, contest administrators and officials at every game.

4. I will place the emotional and physical well-being of my teammates and opponents ahead of my personal desire to win.

5. I will treat other players, coaches, fans and officials with respect regardless of race, gender, creed or ability.

6. I will demand a sports environment that is free from drugs, tobacco and alcohol and will refrain from their use at all MYAS sporting events.

7. I will do my best to remember that a youth sport is supposed to be FUN and that winning and losing are part of everyone’s experience.

8. I will express my concerns through the proper channels in a dignified manner.

9. I will respect the volunteers that are assisting with the conduct of these events.

10. I will respect and adhere to the rules governing eligibility and competition.

Parents Code of Conduct

1. I will encourage good sportsmanship by demonstrating positive support for all players, coaches, contest administrators and officials at every game.

2. I will place the emotional and physical well-being of the athletes ahead of my personal desire to win.

3. I will demand a sports environment that is free from drugs, tobacco and alcohol and will refrain from their use at all MYAS sporting events.

4. I will remember that the game is for the kids – not the adults.

5. I will do my best to make sure that a youth sport is a FUN and POSITIVE experience.

6. I will treat other players, coaches, fans, volunteers and officials with respect regardless of race, sex, creed or ability.

7. I will not berate officials.

8. I will not undermine the coaches’ instructions or directions.

9. I will not use profanity.

10. I will communicate my concerns through the proper channels in a dignified manner.

Example: Definitions and Parameters of Disbarment

Section 1. Acts of Disbarment include:

 a. Physical attack on an umpire or other tournament official or Association Officer during a game or immediately following a game, played under the administration of the Association.

 b. Player, coach, manager or sponsor threatening an umpire, tournament official, association director or association officer.

 c. Any officer, director, umpire, player, coach, manager or sponsor fighting, using unsportsmanlike conduct or abusive tactics, or derogatory or unbecoming acts that are detrimental and not in the best interest of the (   ) league and tournament play.

 d. Destruction of property of the abuse of property.

 e. Except as otherwise provided, paying or receiving compensation in consideration of participation in (   ) competition.  This shall apply to a player, team or sponsor.

 f. Receiving money directly or indirectly by capitalizing on athletic ability, athletic prominence for fame in (   ) except that a player or team may use his/her or its name and likeness to advertise, recommend or promote the sale of sporting goods equipment or other goods and services if it is done pursuant to a registered personal services contract.

 g. By knowingly competing with or against ineligible or suspended players.

 h. By participating in or permitting a fraud to be perpetuated.

 i. Competing under a false name.

f. Failure to show up after entering a tournament unless reasonable advance notice is given.



	Define Disciplinary Procedure When Codes are Violated

Be clear that disciplinary action will be taken.

Example: Penalty

Any violation of the above Code of Conduct may result in a temporary or permanent banishment from any MYAS sponsored events.

General guidelines are best, leaving room for each situation to be looked at.

Example: Disciplinary Procedure

The severity of the unsportsmanlike act will determine the severity of the resulting disciplinary action.  Any MYAS representative has the authority to use their best judgment to administer appropriate disciplinary action to any player, coach, official, host or spectator.  Possible disciplinary actions may include but are not limited to: censure, disqualification, suspension for a definite or indefinite period of time, or expulsion from any or all MYAS sponsored programs. Behave or be gone!

Ensure that discipline is fair and consistent.

Written documentation should always be filed for any incident and should include information such as the date & time, location, who is filing the report, contact information, name of individual(s) involved and their contact information, witnesses and their contact information, and a detailed factual description of the incident.

Example: Disciplinary Actions

On-Site Disciplinary Actions: Any disciplinary action administered on-site shall be subject to immediate review by the MYAS Event Protest Committee (EPC).  The EPC is composed of one representative from the host organization, one representative of the officials’ organization assigned to the event and one representative from the MYAS.  This committee will conduct an on-site hearing to determine if the disciplinary action is appropriate.  All decisions of the EPC are in effect for the remainder of that specific event.  The committee does not have the authority to issue any disciplinary action that shall exceed the length of that specific event.  (Exception: If the disciplinary action occurred during the offending party’s last game of the even, it will carry over to the next MYAS event.)  Any decision by the EPC may be appealed to the MYAS Review Committee at the earliest possible date.

Off-Site Disciplinary Actions: The MYAS reserves the right to issue additional disciplinary action depending upon the frequency and severity of the offense.  Additional disciplinary action may be taken after the completion of a formal hearing by the MYAS Review Committee.  All actions of the MYAS Review Committee are final.

Example: General Disciplinary Guidelines

1. The following procedures will be taken if a potential violation occurs:

  a. All necessary witnesses will be contacted and asked to provide written documentation of the incident (ie. player, coach, game official, tournament director, etc.)

  b. Upon review of facts, and if necessary, a letter will be sent to the player with a statement of their suspension until the date of their hearing at the next Recreational Sports Commission (RSC) meeting.

  c. Player will be informed that failure to comply with suspension will result in additional penalties for the individual/team.

  d. Individual will be informed that failure to attend the scheduled meeting will forfeit their right to appeal any actions taken by the (   ).

2.   Should the (   ) choose to suspend an individual, the Executive Director, Sports Coordinator, Rules Interpreter, player, manager and (   ) Chair will be sent a copy of the suspension letter.

3.  If a suspension/probation is required:

  a. Motion and suspension/probation letter will include Acts of Disbarment.

  b. Letter will include details that govern any violations of suspension/probation and the length of penalty (not to exceed 1 year from date of incident.  Only the Executive Director and (   ) Chair (2-0 vote) may overrule.



	Have an Experienced, Representative Panel of Individuals to Adjudicate Violations of Codes or Other Policies

Work to find a cross-section of experienced sports individuals.

Example: Suggested experience for sports review panel

 Director of the Organization/Association

 Current or Former Coach

 Current or Former Sports Parent

 Former Participant

 Current or Former Official

 Former administrator or league director

 At-large position

 Legal Counsel



	Establish a Grievance Procedure for Those Who Have Issues That Cannot Be Resolved Through Other Means

Example: Appeals Process Procedure (MRPA)

Section 1. Definition of an Appealable Issue

  An appealable issue shall be a complaint or dispute relative to:

   a. Any sanction imposed against a Division Umpire-In-Chief, or Area Director in violation of the Association’s Constitution, Sports Program By-Laws, Rule Books, Directives and Policies.

   b. Any act of disbarment.

   c. Any other acts of a team or individual member of the Association which may require adverse action to be taken by any executive member of the Association.

Section 2. Policy.

 All stages of the appeal shall be in writing on appropriate forms supplied by the Association, and no substitution therefore shall be utilized.

 In such writing the appellant must specify on the appropriate form the specific relief he/she expects to obtain through use of the procedure.

 Failure by the appellant to comply with all substantial procedural requirements of the appeal process procedure without just cause will terminate the right to further appeal.

 Failure of the Association to comply with all substantial procedural requirements of the appeal procedure without just cause will, at the option of the appellant, advance the appellant to the next step in the appeal process.  Failure of the Association, without just cause, to comply with all substantial procedural requirements of the final step of the appeal procedure shall result in a decision in favor of the appellant.

 In those instances where an appeal is to an individual whose title is concurrent with the title of the person being appealed to in any given step of the appeal procedure, then that step shall be avoided and the next step shall be instituted automatically, however, the initial appeal must always be made within 15 days after the occurrence.  Where conflicts of interest relative to the parties hearing any given step are suggested or obvious, the Executive Director shall designate members of the Association to hear that step of the appeal process.

Section 3. Procedure.

 First Step – (Division Vice-President, or…?)

  Within 15 days after the occurrence or condition giving rise to appeal, the person or team affected must present the appeal in writing to the appropriate (   ).

  Within 10 days of such presentation the (   ) shall give its reply in writing to the individual or team with respect to the appeal, or shall advise the appellant that additional time for such decision is needed in which case a decision must be given the appellant within 30 days.

 Second Step – (Assistant Executive Director, or…?)

  If a satisfactory resolution is not reached at the first step the appellant may so indicate on the appeal process form and submit the appeal to the appropriate (   ) within 15 days.

  Within 10 days of such presentation the (   ) shall give its reply in writing to the grievance.

 Third Step – (Assistant Executive Director, or…?)

  If a satisfactory resolution is not reached at the second step the appellant may submit the appeal to the (   ) of the Association.  Submission to the third step must occur within 10 days unless there is mutual agreement for an extension.  The appellant has the choice to submit the appeal in writing or request a hearing.  The expense of travel to such hearing shall be paid by the appellant.  Each side may have witnesses in attendance.  The (   ) shall render a written reply to the appellant within 10 days following the hearing.  This step is final and a decision there from is nonappealable.

Example: USTA Jr. Team Tennis Grievance Procedures

Grievance Committees – all grievance committees shall consist of no less than three persons, including a chair, to adjudicate grievances.  The members of the committee may be the same as or different in whole or part, from the committee first approved.

Grievance Appeal Committees – All grievance appeal committees shall consist of no less than three persons, including a chair, to consider appeals from the grievance committees.  No member of a grievance appeal committee may be a member of a grievance committee.

Grievances – General Procedures

 1. All complaints alleging a violation of the USTA Constitution and Bylaws; the USTA Regulations, the Rules of Tennis or other USTA regulations (unless modified by these USTA Jr. Team Tennis Regulations); the USTA Jr. Team Tennis Regulations or standards of good conduct, fair play and good sportsmanship, shall be filed in writing with the USTA Jr. Team Tennis Grievance Committee responsible for enforcement.

 2. A complaint against the administration of the league shall be filed and heard in the same manner as any other complaint.  Any complaint against the USTA Jr. Team Tennis League National Manager shall be filed in writing with the USTA Jr. Team Tennis Committee.  The decision of the USTA Jr. Team Tennis Committee shall be final and binding.

 3. All complaints with regard to any aspect of the USTA Jr. Team Tennis League shall be processed through the USTA Jr. Team Tennis League Grievance and Grievance Appeal Committees at the appropriate level (i.e. local, area, section or national). Decisions of such grievance appeal committees shall be final and binding.

 4. All complaints shall be filed against the individual or team complained against (a) by the team coach/manager of the team who has competed in the match where the alleged violation occurred, (b) by the team coordinator, or (c) by a member of a championships committee.

 5. Play during grievance procedures: An individual may continue to play during a grievance investigation and hearing but must understand that, if upheld, all matches played during that time may be defaulted.

Grievance Appeals – General Procedures

 1. Any party to the complaint may appeal the decision of the grievance committee to the grievance appeals committee within the time fixed by the grievance committee in its findings.  Upon receipt of an appeal of the decision of the grievance committee, the grievance appeal committee shall act promptly to resolve the appeal.

 2. Play During Grievance Appeal Procedures – (a) If a player or team was suspended by the grievance committee decision, the individual or team may not play during the appeal process. (b) If the grievance was denied and appealed by the petitioner, the individual may play during his/her appeal process but must understand that if the decision of the grievance committee is reversed, all matches played during that time may be defaulted.

 3. The party appealing shall file written notice of appeal with the Chair of the appropriate grievance appeal committee and shall, at the same time, send a copy to the Chair of the grievance committee whose decision is being appealed, are, district, state or section USTA Jr. Team tennis coordinator, and to the other party (or parties) involved in the complaint.

 4. The parties appealing shall have an opportunity to submit in writing the facts and arguments in support of their respective positions.

General Procedures for Grievance and Grievance Appeal Committees

 1. If one or more members of a grievance committee or grievance appeal committee cannot be present at a hearing, such members may, at the discretion of the chair, participate by means of a telephone conference call.  If any witness cannot be present at a hearing to present evidence, such witness may, at the discretion of the chair be permitted to do so by means of a telephone conference call.

 2. The requirement that a notice or other document be in writing is satisfied if it is sent by a telegram, fax, e-mail or equivalent communication. 




	11. Recruitment and Training of Officials

	Establish Procedures for Recruiting Individuals from Existing Officials’ Organizations, Current or Former Athletes and Parents

Most organizations, at all levels of play are in need of more officials.  Whatever can be done to recruit new officials, and then to retain them will benefit that organization, and can benefit other organizations as well.  The best way to recruit new officials is to personally ask those who would have interest and the potential to be an official.  Good sources are current or former high school or college athletes, parents (especially after their son or daughter is done playing), or former coaches.  While a strong background in the rules and strategies of a sport is a definite advantage, of most importance is having a strong desire to learn what it takes to be an official.

Specific Techniques That Can Be Used to Find Officials:

· The Minnesota State High School League maintains a list of registered officials in all sponsored sports.  Access this directory through the MSHSL website: www.mshsl.org – select “Officials and Judges” at the top of the page and then select “Officials Directory”.  The directory can be sorted by names or by sport.

· Work with your local high school, and the head coach of the sport in which you need officials.  They can recommend those who would make good officials and can also advertise opportunities to their athletes.  This can provide a great part-time job for student athletes – and they are usually quick learners.

· Contact local official’s associations.  There are officials associations throughout the state, especially in larger communities.  Their main purpose is to provide officials for high school contests, but they may also have newer officials as well as veterans who will be interested in working with youth sports.  You can use the MSHSL website to find associations:  www.mshsl.org – select “Officials and Judges;” select “General Information;” and select “Officials Associations Listing.”

· Advertise in local newspapers or at local colleges – there are many former high school athletes attending college – this is a great part-time job for them as well.

· Advertise through local booster clubs, Community Education or other local organizations.

· Work with Youth Associations in other sports.  Many of the skills of officiating cross-over.  A baseball umpire may also be interested and capable of being a basketball official.

· Work through area or statewide governing associations: Minnesota Hockey, North Country Region USA Volleyball, Minnesota Youth Soccer Association, Minnesota Youth Athletic Services, etc.

	Provide Basic Levels of Training to Ensure Success for Those Who Officiate

This is critical – both for the success of your events and programs, as well as for the retention of officials.  If not properly prepared officials will have negative experiences and are likely to quit.  Using the information listed above, contact Official Associations or veteran Officials in your community and ask them to help provide basic training programs for your officials.  Most MSHSL Registered Officials have the background and expertise – as well as the willingness to do this.  The organizations mentioned above also have training programs, or access to those who can provide training.  

A basic training clinic that covers rules and rule interpretations; officiating mechanics (signals and positioning); and procedures for your organization, is a must.  In addition a mentoring program that matches new officials with more veteran officials is strongly recommended.  Adult supervisors should also be used to monitor officials and provide them with constructive feedback.  Remember that officiating is a skill – and just like any other skills it takes a lot of practice.  Veteran officials constantly study the rules, and learn new skills and techniques to help them improve as an official.

Minnesota Youth Athletic Services also has a “Officials Corner” that contains helpful information  – www.myas.org 

	Match Officials Training and Experience to the Level of Competition to Which They Are Assigned

A basic rule to follow is the younger the official, the younger level of contest.  There should always be at least several years of age difference between those officiating and those playing – even for well-trained officials.  Youth of approximately 8th or 9th grade are capable of working with young athletes if provided the proper training.  When possible, match inexperienced officials with more experienced officials – this can be a great learning opportunity for both officials.  Be careful not to move officials along too fast.  One of the quickest ways to lose officials is to have them work at a level for which they are not prepared.  Officials should advance to the next level gradually – just like athletes.  There is no substitute for experience.

	Provide Reasonable Compensation for Officials

For youth sports, it is not unusual for an official to make $20-25 per game.  This could be somewhat less when working multiple games.  Like any other job, experience level of the officials, and the level of game they work are key factors.  Some organizations will increase pay for officials who have certification through a governing body or the Minnesota State High School League.

Check with other local associations.  Keep in mind the size of the associations & communities, officiating duties, time invested, etc. when comparing to other organizations.

	Develop Policies to Ensure That Officials Are Treated With Respect

To ensure that officials are treated with respect:

· The sponsoring organization must provide backing to the officials and the decisions that they make.

· The need for respect for officials must be covered in pre-season meetings with coaches.

· Codes of Conduct must be established and enforced for players, coaches and parents.

· Programs promoting good sportsmanship on the part of all of the above must be established.

· Officials must be given the authority and provided the necessary training in using the tools that they have such as technical fouls, red cards, penalties, etc.

· When there are problems of disrespect there needs to be appropriate measures taken against the coach, player or parent.

· Any player or coach ejected from the game should face a minimum of a one game suspension.

· There should be adult supervision at events to help provide control for fans and to help provide support for officials.


	12. Finance

	Develop a Budget That is Fiscally Sound and is Available to Organization Members

A budget needs to detail the basic income and expenses of an organization.

A budget should be clear enough to submit to potential funders for grant writing purposes.

Provide organizational members the ability to report suspected financial impropriety in a confidential manner.

An organization should operate in accordance with an annual budget that has been approved by the board prior to the beginning of each fiscal year.

A budget should measure current income and expenses.

A budget should predict touch financial times, giving time for contingency planning.

New organizations may need to start by looking at potential income.

When starting a budget, be conservative in estimating varying revenue streams (participation fees, gate fees, etc.) and allow room for expenses to increase due to unforeseen circumstances.

	Follow Generally Accepted Accounting Procedures (GAAP)

Website Help: http://cpaclass.com/gaap/gaap-us-101.htm


	Raise Funds and Procure Goods and Services in a Manner that Can Be Verified

Operate in accordance to a board approved annual budget.

Create and maintain financial reports on a timely basis, accurately reflecting the financial activity of the organization.  Include comparison of actual to budgeted revenue and expenses.

Board of Directors should receive financial reports at least quarterly, along with explanations of any variances from the original budget.

Create policies regarding purchasing practices and financial reporting.

When counting money from an event, have two people present.  And when writing checks for expenses, require two signatures.



	Provide Clear Statements of Cost for Participating in the Program Including Equipment, Travel, Insurance, Fees, etc.

Example:

What is included in the registration fee:

· Use of team equipment

· Practice facility fees

· Coaching

· Team uniform (to be returned upon completion of the season)

· Equipment

· Required Tournament Fees

Additional costs that could be incurred:

· Gate fees for spectators

· Insurance/Medical costs 

· Optional clothing (sweatshirts, jackets, etc.)

· Invitational (extra) tournament fees not listed on calendar, if chosen to participate

· Travel & motel costs and fees



	Develop an Audit Procedure That is Followed Regularly

Budget for, and hire a Certified Public Accountant to review financial documents and accounts annually.  Have them provide a written audit report for the board.




