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Dear Team Manager: 
 
 
Thank you for volunteering to be a team manager for your team. We appreciate your 
willingness to serve your team, its families, and the club in this way! 
 
As team manager, you are an irreplaceable part of our soccer community. Your role is to assist 
your team with administrative responsibilities, to provide communication between your coach 
and tea, and to support the club in spreading information to or collecting information from 
members. 
 
This handbook is intended to assist new team managers in setting up the management of their 
team as well as to be a resource of information for all team managers.  
 
The club’s goal is to make sure every team is aware of Athens United Soccer Association’s 
policies and procedures as well as furnish current information to the teams. As new policies and 
procedures are created, they will be distributed to team managers as appendices to this 
handbook. 
 
As a team manager, your input is important to assure the continued success of Athens United 
Soccer Association. If you have any comments or suggestions about this handbook, please do 
not hesitate to share it with us. This will serve to make the handbook – and ultimately, the club 
– stronger.  
 
Thank you for volunteering your time. We look forward to working with you. 
 
 
 
Athens United Soccer Association 
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CLUB INFORMATION 



 
Contact information can be found on the AUSA website (www.athensunited.net) under the 
“About Us” tab. 
 
Mailing Address: Athens United Soccer Association 

2350 Prince Avenue 
Suite 1 
Athens, GA 30606 

Phone: (706) 353-2241 
Fax: (706) 353-2557 
 
 
Executive Staff 
 
Executive Director Lloyd White 
Administrators Lisa Meeks 

Sam Perry 
Director Development Soccer Juan Bustamante 
 
 
Additional Staff 
 
Registrar Lisa Meeks 
Referee Coordinator Shannon O’Carroll 
Athens Invitational Director Lloyd White 
Athens Finale Director Lloyd White 
Concessions Emily Kelso 
Scheduler Ryan Hirano 
Fundraising & Sponsorship Sam Perry 
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TEAM ADMINISTRATION 
 
Team Management 
 
Meetings 
 
As soon as possible after tryouts, the team manager should contact the coach to find out the 
team’s plan for the upcoming fall season. Specifically, discuss communication with the new 
team, tournament schedule, team camp dates and times, etc. 
 
After touching base with your coach AND rosters are available, the team manager should send 
an email to the team to: 

- Introduce him/herself as team manager and share contact information 
- Welcome new players to the team 
- Remind team of Signing Day 
- Remind team of uniform fitting dates and other uniform information 
- Announce team camp dates and practice schedules 
- Let them know about any pre-season tournaments and their dates (if 

available) 
 
You will need to organize two (U15-U19) or three (U9-U14) team meetings for parents and 
players each year: 

- Fall Pre-season Meeting (usually during team camp) 
- Fall Post-season (U15-U19) OR Spring Pre-season Meeting (U9-U14) 
- Spring Post-season Meeting (U9-U14) (end of May practice/team party) 

 
The coach should organize additional team meetings when necessary (1-2 per season). 
 
 
Pre-Season Team Meeting Checklist 
 

- Coach discusses team objectives, tournaments, team organization, 
communication, coaching philosophy, expectations, etc. 

- Compile and distribute a parent/player contact list including emails, 
home/cell numbers, player names, and jersey number 

- Team managers should not have to pay out-of-pocket for tournaments – SET 
DUE DATES FOR COLLECTION EARLY ENOUGH TO DO THIS. To handle team 
finances, you can do one of two things: 1) collect on an “as needed basis” 
(minus the administrative expenses) or 2) prepare a team budget and 
payment schedule to include: tournament fees, coach’s tournament 
expenses, small amount to cover administrative expenses (copies, 
lamination, permission to travel forms, online registration fees, etc) – THIS 



SHOULD BE DIVIDED EQUALLY AMONG ALL TEAM PLAYERS REGARDLESS OF 
TOURNAMENT PARTICIPATION PER CLUB POLICY 

- Collect copies of birth certificates 
- Collect copies of Medical Release Form (available on AUSA website under 

“Documents”) – this must be signed annually 
- Take a photo of each player, coach, and team manager for player cards (this 

must be done annually). To upload pictures electronically into ADG, use the 
following instructions: 

● Login to www.gs.affinitysoccer.com (if you do not have a login, you 
will need to create an account with the club registrar) 

● Under “Teams” heading, click on “Edit” 
● A roster will appear. Click on the player name to upload his/her photo 
● Click “Upload Picture” 
● Once you have completed this process for each player, email the 

registrar so she knows your player passes are ready to print 
- Communicate practice schedule and field location 
- Recruit help from other parents with team duties as needed 
- Find out any problem weekends for teams (e.g., SAT/ACT testing, Fall/Spring 

break) and communicate with coach for blackout date purposes 
- Send out meeting notes/summary to all parents 

 
 
Team Administration 
 
Player passes must have a player photo and be laminated, hole punched, and placed on a key 
ring. These MUST be presented to the referee prior to each game. Before laminating, it may be 
wise to make a scanned copy of the player cards to upload for tournaments. Player passes do 
not have to be signed. 
 
Create a team binder (or use the “My Team” section of this binder) that includes a sheet 
protector for each player. Keep a copy of the birth certificate and medical release in the 
protector (front and back for easy viewing). It may be wise to scan all medical releases into a 
single document to upload for tournaments. Keep several copies of your official Georgia Soccer 
roster in this section as well. IMPORTANT: Please compare the birthdates on birth 
certificates/player passes/roster to ensure they match. It will save you time later on. 
 
Before the season begins, create and send a game schedule to your team (including planned 
tournament dates). In Select, games are often rescheduled due to rainouts or conflicts so 
remind your parents to remain flexible on weekends. 
 
During the regular season, send an email to your team at the beginning of each week indicating 
the upcoming week’s practice times, game schedule, arrival time, uniform colors, location/field 
number, and directions/addresses (for away games). Remind players to bring ALL uniform 
pieces, shin guards, and plenty of water to every game. 
 

http://www.gs.affinitysoccer.com/


Field directions and Maps to away games can be found at www.georgiasoccer.org under 
“Resources”. 
 
For Select teams (U13-U19), be sure to contact the opposing team via email on the Monday 
prior to your game to confirm the game time and location, team uniform colors, and directions. 
For home games, include a copy of the AUSA Field Status info (on the homepage of our 
website). 
 
For Academy teams (U9-U12), the Academy Scheduler will confirm game times, location, team 
uniform colors, and directions with the opposing scheduler and pass that information on to 
your coach. 
 
 
Uniforms 
 
Uniforms are a separate expense from the registration fee. Uniforms have a 2-year cycle.  
 
In each age group/gender, players should have a unique jersey number to easily facilitate 
movement between teams. When players accept their spot on a team, they will be asked to 
submit three jersey number choices. For returning players, they will be allowed to keep their 
jersey number. For jersey number changes or for new players, number assignments will be 
made after the player has accepted their position on the team. In cases where two players 
request the same number, decisions will be made based on 1) seniority and 2) order of spot 
acceptances. 
 
Home game colors – Black Jersey, Shorts, and Socks 
Away game colors – White Jersey, Shorts, and Socks 
Practice jersey must be worn to warm-up (must be uniform throughout team) 
 
In a color conflict, the home team changes uniforms. Please be sure to have players bring both 
uniforms to every game and to coordinate with your opponent beforehand (Select only). 
 
Players must wear their practice jersey to practice. Individuals may order an optional second 
practice jersey. 
 
The following items are REQUIRED uniform pieces for each Athens United Academy & Select 
player: 

- Home kit (jersey, shorts, socks) 
- Away kit (jersey, shorts, socks) 
- Practice jersey 

 
The following items are OPTIONAL but may be required by your coach: 

- Pink socks (for Breast Cancer Awareness Month in October) 
- AUSA Adidas Backpack 
- Training jacket 

http://www.georgiasoccer.org/


- Training pants 
- Goalkeeper jersey 

 
 
Tournaments 
 
Academy and Select team should participate in a minimum of one tournament per season.  
 
AUSA teams participating in the Athens Invitational or Athens Finale are required to provide 6 
hours of volunteer support for the tournament at the venue their team will be playing in 
exchange for a discounted registration fee. 
 
Coach expenses for tournaments are determined by the following: 

- Per diem: $40/day 
- Mileage: $0.50/mi 
- Hotel: for tournaments in which the majority of the team is staying at a 

hotel, the team will cover the cost of a room for the coach (using the team 
rate) 

 
Be sure to read the tournament rules to confirm what is required at check-in. Typically, this 
includes a state roster, player passes, individual medical releases, a team medical waiver (can 
be completed online or in-person), and a tournament fee.  
 
When hotel rooms are required for a tournament, reserve rooms for the team and coach as 
early as possible.  
 
For teams attending out-of-state tournaments, teams traveling out of state will need to 
complete and submit the online Notification of Travel. Instructions can be found at the 
following link: www.georgiasoccer.org/tournament/notification-to-travel.aspx 
 
 
Team/Player Registration 
 
Players must have an account in Blue Sombrero and be registered for tryouts to be placed on a 
team. The coach will notify the player and registrar about team placement as soon as possible 
following tryouts. 
 
Once the registrar has been given a team roster from the coach, the player will receive an 
acceptance email. The player must then accept the position on the team in their Blue Sombrero 
account.  
 
In order to accept the position on the team, registration fees must be paid. If a parent does not 
wish to pay the entire registration fee upon accepting the position on the team, they may 
choose to pay their registration fees using a 4-pay payment plan. A minimum of $200 of the 
total fees must be paid when accepting the player’s position on the team. 

http://www.georgiasoccer.org/tournament/notification-to-travel.aspx


 
When a player registers with a team, he/she is committing to a full year (Fall and Spring). This 
commitment includes financial responsibilities to the team. 
 
 
Team Registration/Roster 
 
Official team rosters can be obtained from ADG using the following instructions: 

- Login to ADG (www.gs.affinitysoccer.com) 
- Click on “Tournament” under “Teams” 
- Click on “Team Roster” 
- Click on “Print Team Roster” 

 
If a player joins or leaves your team, please contact the club registrar to ensure that the correct 
procedures are followed. 
 
 
Player Passes 
 
Player passes will be issued by the club registrar prior to the Fall preseason tournament and are 
valid throughout the Fall and Spring seasons. 
 
Registrars can issue duplicate player passes for players who play on two teams in order to 
simplify game day administration (must have approval from both coaches and registrar in order 
to do this). 
 
Team Managers are not allowed to give a parent the child’s player passes for guest playing 
tournaments without the coach’s permission. 
 
In the event that a player is behind in payment of registration fees, the club registrar may pull 
the player’s pass until payments are made or other payment arrangements are made. 
 
 
 
 

SCHEDULES 
 
Academy Schedules (U9-U12) 
 
Academy schedules are posted on the club website at 
https://clubs.bluesombrero.com/Default.aspx?tabid=270244. Schedules are updated on a 
regular basis, although dates should not change. Coaches will be made aware of any schedule 
changes. 
 

https://clubs.bluesombrero.com/Default.aspx?tabid=270244


Missed Academy games (due to weather, etc.) will not be rescheduled as they are not 
scheduled on a game-by-game basis. 
 
Academy scores do not have to be submitted online through ADG. However, it is often 
beneficial to enter the scores on the Soccer in College website. 
 
Academy teams must provide players passes and game cards to the referees prior to kickoff. 
This can be handwritten or printed and must include player numbers. The Academy Game Card 
can be found at: https://clubs.bluesombrero.com/Default.aspx?tabid=196758 
 
 
Select Schedules (U13-U19) 
 
Select schedules are posted on www.georgiasoccer.org. Go to “Schedules” and click to follow 
links to Athena (girls) or Classic (boys).  
 
The club registrar will provide you with the username and password for ADG 
(www.gs.affinitysoccer.com). All game day tasks for Academy and Select can be completed 
through this program. 
 
Game Cards can be printed from ADG. Instructions can be found on the Georgia Soccer website 
as well as in the ADG section of this manual. You must bring two copies of the game card, as 
well as player passes, to every game. This can be done electronically as well. If using a “club 
pass” player, the head coach must first coordinate with the player’s head coach. Then, the team 
managers must coordinate to ensure the player is electronically available to the team they are 
playing for (see ADG section for instructions). Game Cards are available 4 days before the 
scheduled game.  
 
Following the game, the team manager should input the game score, scorers, and any bookings 
(yellow or red cards) into ADG. This must be done within 24 hours of the game. Be sure to 
obtain a copy of the completed game card from the referee after each game so you have the 
game detail. Keep the game card until the season is over. 
 
 
Practice Schedules 
 
Team practices are determined by coach and field availability. Practices could be held at 
Holland Youth Sports Complex or Southeast Clarke Park. 
 
 
Game Rescheduling Procedures (Select Only) 
 
Once your schedule is available through ADG, check with your coach to see if there are any 
conflicts with his/her other games or tournament travel for other teams. This can be done even 
if times aren’t posted!! If you need to reschedule any games or make specific time requests 

https://clubs.bluesombrero.com/Default.aspx?tabid=196758
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(e.g., morning or afternoon kickoff times), do so as soon as possible! The earlier your requests 
are submitted to your opponents, the more likely your opponent will be able to accommodate 
your request. 
 
To reschedule a HOME match: 

- Find out from your coach what dates are available, then EMAIL the scheduler 
at ausascheduler@gmail.com to determine if field space is available on those 
dates. Then, EMAIL the opposing team’s team manager (copy their coach and 
yours) asking to reschedule. Include at least three alternate dates. Contact 
information can be found by clicking on your opponent’s team name in ADG. 

- Once you have heard back from the opponent’s team manager and both 
teams have agreed on a date/time, send the following information to your 
Age Group Coordinator (AGC). See the Appendix for a sample email. Be sure 
to copy the scheduler, your opponent’s team manager, and your opponent’s 
coach on this email. Include the following information: 

● Original Game Information (Game #, Date, Time, Home Team, Away 
Team, Venue, Field #) 

● New Game Information (New Date, New Time, New Venue, New Field 
#) 

- Be sure to keep your team in the loop so they can hold both the old date and 
new date until the change is made. 

 
To reschedule an AWAY match:  

- Find out from your coach what dates are available, then EMAIL the opposing 
team’s team manager (copy their coach and yours) asking to reschedule. 
Include at least three alternate dates. Contact information can be found by 
clicking on your opponent’s team name in ADG. 

- Your opponent will coordinate with their scheduler to determine if the 
request can be accommodated. 

- Once you have heard back from the opponent’s team manager and both 
teams have agreed on a date/time, send the following information to your 
Age Group Coordinator (AGC). See the Appendix for a sample email. Be sure 
to copy the scheduler, your opponent’s team manager, and your opponent’s 
coach on this email. Include the following information: 

● Original Game Information (Game #, Date, Time, Home Team, Away 
Team, Venue, Field #) 

● New Game Information (New Date, New Time, New Venue, New Field 
#) 

- Be sure to keep your team in the loop so they can hold both the old date and 
new date until the change is made. 

 
In the event that your opponent requests a schedule change, do your best to work with them to 
accommodate the request. If it is impossible to find a new date and time that works for both 
teams, you will need to play the game at the originally scheduled time. If you are having 
difficulties finding an alternate date, you can contact your AGC for advice. Remember, if the 
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request came from the opposing team and, after attempting making a genuine attempt to 
accommodate the request, you cannot find a new date, you do not have to change the game, 
change venues, or play multiple games in a day. If you are able to accommodate the request, 
make sure you have most of your team available for the new date before agreeing to a change. 
Be sure to respond to your opponent in a timely fashion. 
 
In the event of a rainout, you must email your opponent’s team manager and coach to let them 
know the fields are closed (home games only). Then, follow the same protocol to reschedule 
the game.  
 
Important Home Reschedule Information 

- Requests to reschedule games must be sent to your AGC one week prior to 
the original game date (typically by the Friday the week before). This means 
that any reschedules must be cleared through the scheduler and agreed on 
by your opponent prior to that date. The new date must also be at least one 
week later to ensure referees. 

- Weather related cancellations are the only time game cancellations should 
be made. In the event that one team or the other must cancel due to 
non-weather related circumstances, the AGC must approve the cancellation. 
The scheduler and Executive Director must be copied on this email. 

 
Age Group Coordinators 
 
This information can be found on the Georgia Soccer website 
(http://www.georgiasoccer.org/schedules/age_group_coordinators/). 
 
 
 
 
 
 

Team Finances 
 
Tournament Registration Fees 
 
The cost to register the team for each tournament is split among all players regardless of 
participation (Select ONLY). For Academy teams, the cost is split between players selected for 
the tournament. Typically, payment by credit card is required, in which case the team manager 
will reimburse him/herself for this fee from funds collected.  
 
 
Coach Expenses 
 
Hotel Accommodations 
 



Hotel accommodations for the coach will be paid by the team. The coach should stay at the 
same hotel as the team. The cost of the coach’s room should be paid to the hotel directly. 
 
Per Diem 
 
The per diem is $40 per day (typically $80 per tournament), although some tournaments do 
have a third day of play (e.g., State Cup, Publix Atlanta Cup, etc.).  
 
Mileage 
 
The coach will receive a mileage reimbursement for travel to tournaments. The coach will be 
reimbursed by the team at $0.50 per mile. Mileage should be calculated to the tournament 
venue from Holland Youth Sports Complex (250 Vincent Drive, Athens, 30607). The coach will 
receive one round-trip per day if the team is not staying overnight. If the team is staying 
overnight, the team will reimburse an additional 10 miles per day for travel between the hotel 
and the venue.  
 
Coaches will also be reimbursed for league games that are more than 120 miles away (i.e., 
Savannah, Columbus, etc.) provided he or she drives a personal vehicle. 
 
If the team flies, the team will cover airfare, parking at Hartsfield-Jackson, rental car (compact), 
and gasoline for the rental car. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 

ADG Team Instructions 

 
The following documents on how to perform common tasks can be found at 
http://www.georgiasoccer.org/club/adg_team_instructions/?CategoryId=351&pg=1&F_All=y 
 

- 2017-18 Youth Age Group Chart 
- Electronic Player Pass Guide 
- How To: Add Jersey Numbers to Your Lineup Sheet 
- How to add game scores & disciplinary items in the ADG system 
- Instructions for Deactivating Player for +18 rosters 
- Club Pass Instructions 
- Printing Game Day Lineup Sheets 
- Notification of Travel Instructions 
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Appendix 
 
How To File An Injury Report 
 
Per Georgia Soccer’s website, “Georgia Soccer-Youth maintains medical injury insurance for all 
registered members. Claims are electronically filed and then processed through (their) 
insurance company.” 
 
To report an injury, please visit http://www.georgiasoccer.org/club/insurance__youth/#submit. 
The Coach, Assistant Coach, or Team Manager can complete the injury report. You will need the 
following information: 

- Player name, address, date of birth, and player ID number 
- Parent name and email 
- League and Team Information 
- Specific description of body part injured (ie: right ankle) 
- Details of what occurred to cause injury 
- Case report of injury must be completed by a league official (coach, team 

manager, referee, etc.) – NOT THE PARENT 
 
 
Sample Email to Opposing Teams (Select Only) 
 
To: Opponent’s Coach and Team Manager (contact information found by clicking your 
opponent’s name in ADG) 
Subject: Game #: (Home Team) vs (Away Team) (found in ADG) 
 
Dear (Coach and Team Manager), 
 
I am the team manager for (Team Name). We are scheduled to play on (Date) at (Time) at 
(Venue). We would like to reschedule this game if possible due to (coach conflict/player 
conflict/etc). I have looked over both of our schedules, and it looks like we both have open 
dates on (up to three alternative dates). Any chance this would work for y’all? 
 
Thanks in advance for your help. 
 

http://www.georgiasoccer.org/club/insurance__youth/#submit


Cheers, 
 
(Your Name) 
 
Remember, teams are under no obligation to change games except in special circumstances. 
However, they typically try to work with opponents as much as possible. Please do the same 
when an opponent reaches out to you. And remember – the best way to avoid conflicts is to 
utilize your blackout dates efficiently AND make time requests as soon as possible after the 
schedule is released! 
 
Sample Email to AGC (Select Only) 
 
To: AGC (copy your coach, your opponent’s coach, your opponent’s team manager, your 
scheduler (if the game is at home only)) 
Subject: Game Change: Game # (found in ADG) 
 
Dear (AGC’s Name), 
 
I am the team manager for (Team Name). Both teams have agreed to reschedule Game # 
(insert game number). See below for details. 
 
Division: (e.g., U(#) Athena/Classic (A-E or I-V) 
Game #: 
Home Team: 
Away Team: 
Current Date: 
New Date: (the scheduler will input the time) 
 
Our field scheduler is copied and will input the field/time once you have approved the change. 
(FOR HOME GAMES ONLY) 
 
Cheers, 
 
(Your Name) 
 
 
Fundraising Opportunities 
 
Each player at Athens United can participate in our Sell-A-Sign Fundraiser. A portion of money 
raised will go directly to the player’s fees. See www.athensunited.net for details. 
 
 
Concussion Awareness Policy and Risk Management 
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Risk Management is the collection of actions taken by Georgia Soccer and its affiliates to 
minimize risk associated with the playing and administration of the game of soccer. All 
volunteers (including Team Managers) must submit to a background check each year. They 
must also read and acknowledge Georgia Soccer’s Harassment Policy as well as complete the 
CDC’s Heads Up! Program. Both can be found at: 
http://www.georgiasoccer.org/club/risk_management/ 
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