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Keystone Bills Football & Cheer Board Handbook & Bylaws
Version 2025.2 — Adopted [Insert Date]

Mission Statement
The Keystone Bills Football & Cheer Organization exists to empower youth through competitive football and cheerleading, fostering discipline, teamwork, safety, and community engagement. We uphold fairness, transparency, and operational excellence in all activities.

Article I: Name & Purpose
· Official Name: Keystone Bills Football & Cheer Organization
· Purpose: To provide a structured, safe, and inclusive environment for youth athletes to develop skills, character, and community pride.

Article II: Membership
Section 1: Eligibility
· Open to all youth athletes meeting age, residency, and registration requirements.
· All participants must be certified through Florida Elite Football & Cheer and Keystone Bills protocols.
Section 2: Rights & Responsibilities
· Members are entitled to fair treatment, transparent communication, and recognition for contributions.
· Members must adhere to the Code of Conduct and participate in required meetings, fundraisers, and events.


Article III: Board of Directors
Section 1: Composition
The Board shall consist of an executive board orf directors. General board members will be defined as coordinators, who will assist executive board members
· President
· Vice President
· Secretary
· Treasurer
· Sponsorship Director
· Football Director
· Cheer Director
· Athletic Director
· Registrar
· Compliance Officer
· Volunteer Coordinator
Section 2: Terms
· Board members serve two-year terms.
· Elections are held biennially.
· Vacancies are filled by board appointment until the next scheduled election.
[bookmark: _Hlk208761516]Section 3: Roles & Responsibilities
President
· Leads the organization, chairs meetings, enforces bylaws, liaises with Florida Elite, signs official documents, resolves escalations.
Vice President
· Supports the President, manages inter-team communication, oversees special projects, steps in during absences.
Secretary
· Records minutes, maintains records, manages internal communications, prepares agendas and notices.
Treasurer
· Manages finances, prepares budgets and reports, oversees audits, ensures tax and banking compliance.
Sponsorship Director
· Leads fundraising, tracks sponsors, manages badge issuance, donor recognition, and outreach systems.


Football Director
· Oversees football operations, ensures player certification, manages equipment, field setup, and coach coordination.
Cheer Director
· Oversee cheer operations, ensures safety and certification, manages music, uniforms, and performance logistics.
Athletic Director
· Selects and manages equipment and uniforms, advises on football and cheer escalations, ensures cross-program consistency.
Registrar
· Manages athlete registration and certification, maintains rosters and eligibility documentation, coordinates with Florida Elite.
Compliance Officer
· Enforces bylaws, investigates violations, maintains incident documentation, leads disciplinary reviews.
Volunteer & Service Hours Director
· Recruits and trains volunteers, manages certification and badge distribution, supports sideline staffing. Signs off on service hours for high-school students.


🧑‍🤝‍🧑 General Board Members (Coaches & Cheer Directors)
· Report to: Football Director or Cheer Director
· Support Roles: 
· Junior Coaches
· Assistant Coaches
· Team Parents
· Equipment Coordinators
· Cheer Spotters / Mat Assistants
	Executive Role
	Supporting Coordinator(s)
	Function / Contribution

	President
	Policy Coordinator
	Assists with handbook updates, bylaws, and board governance

	Vice President
	Event Coordinator
	Manages logistics for banquets, kickoff, and postseason

	Secretary
	Social Media Coordinator, Communications Coordinator
	Posts updates, manages email blasts, handles team notices

	Treasurer
	Fundraising Coordinator, Concession Coordinator
	Tracks donations, manages cash boxes, supports budget prep

	Sponsorship Director
	Sponsor Outreach Coordinator, Recognition Coordinator
	Builds sponsor lists, ensures signage and thank-you posts

	Football Director
	Coach Liaison, Equipment Coordinator, Practice Scheduler
	Supports football coaches, gear distribution, field setup

	Cheer Director
	Music Coordinator, Safety Coordinator, Coach Liaison
	Manages cheer music, stunt safety, and coach support

	Athletic Director
	Uniform Coordinator, Inventory Coordinator
	Tracks gear orders, ensures safety compliance

	Registrar
	Certification Coordinator, Roster Auditor
	Assists with paperwork, roster checks, and eligibility

	Compliance Officer
	Compliance Coordinator, Incident Tracker
	Logs violations, supports investigations and hearings

	Volunteer Coordinator
	Team Parent Coordinator, Hydration Coordinator
	Manages team parents, hydration donations, shift tracking



Article IV: Meetings
· Monthly Board Meetings: Required, quorum is 51% of board members.
· General Membership Meetings: At least twice per season.
· Emergency Meetings: May be called by the President or any two board members.

Article V: Financial Management
· All funds are deposited into a designated account managed by the Treasurer.
· Expenditures over $500 require board approval.
· Annual budget presented and approved by majority vote. Budgets are set by November 15th of each calendar year.
· Financial records audited annually by an independent party or committee.

Article VI: Code of Conduct
Expectations
· Respect for officials, coaches, cheer/football directors, and volunteers.
· Zero tolerance for bullying, harassment, discrimination, or profanity.
· All concerns escalated through designated board channels and grievances form
Enforcement
· Violations reviewed by the Officers of the board of directors
· Sanctions may include suspension, expulsion, or league referral.

Article VII: Certification & Eligibility
· All athletes must be certified prior to participation.
· Certification includes: 
· Age verification
· Medical clearance
· Insurance documentation
· Academic eligibility
· Guest players must be approved through Florida Elite protocols.
· The Registrar oversees all certification and roster management.

Article VIII: Game Day Operations & Sideline Conduct
Check-In Protocol
· Teams arrive ≥60 minutes before kickoff.
· Coaches present: 
· Certified roster
· Player/Cheer badges
· Medical release forms
· Emergency contact sheet
· Proof of insurance
· Cheer squads confirm stunt certification and music approval.
Badge Requirements
· All adults on the sideline must wear visible badges.
· Only certified personnel listed on the roster may be present.
· Sponsorship Director maintains a Badge Tracker, reviewed weekly.
Conduct & Compliance
· Arguing with officials, the use of profanity at a player or official or member of the organization, or unsportsmanlike behavior triggers disciplinary action.
· Breaches of safety or sideline protocol result in automatic review.
· Repeating violations may lead to team sanctions or league penalties.
· ANY conduct that results in the organization being barred or suspended from competition / games
· This includes social media, text messages , communication apps etc.
· Use of drugs or alcohol (coaches will be automatically terminated)
Violation Matrix:
· First Offense – Verbal Warning with documentation 
· Second Offense – Written documentation 
· Third Offense – Suspension (suspension from practice and competition)
· Fourth – Expulsion
Fighting Penalty Matrix – Immediate Expulsion; no review by the board

Article IX: Fundraising & Sponsorship
· All fundraising activities must be board-approved.
· Sponsorships tracked and recognized through official channels.
· Ticket sales and donations are reconciled weekly.
· Team-sorted outreach lists provided to coaches and cheer directors.

Article X: Amendments
· Bylaws may be amended by two-thirds board vote.
· Proposed amendments submitted in writing at least one week prior.

Article XI: Volunteer Hours & Shift Policy
Section 1: Purpose
To ensure equitable participation and support for game day operations, fundraising events, and organizational needs, all families are expected to contribute volunteer time and resources each season.
Section 2: Requirements
· Minimum Hours: Each family must complete a minimum of 4 volunteer hours per season.
· Multi-Athlete Families: Must complete 6 hours total.
· Board Members & Head Coaches: Exempt from shift minimums.
· All families are required to contribute one case of Gatorade or Powerade, or two cases of bottled water per season.
· Donations must be delivered by the second home game and checked in with the Volunteer Coordinator. Donations may also be provided during practices.
Section 3: Scheduling & Tracking
· Shifts scheduled via online sign-up or Volunteer Coordinator.
· Volunteer Tracker maintained and reviewed weekly.
· Families must check in at the start of each shift.
Section 4: Compliance & Buyout
· Non-completion of hours may result in a 1/3 of registration as a  buyout fee, due by final regular season game.
· Failure to provide hydration donations may result in a $25 supply fee.
· Repeated non-compliance may affect postseason eligibility or uniform distribution.
Section 5: Recognition
· Families exceeding 8 hours recognized at end-of-season banquet.
· Volunteer of the Year awards may be issued or maybe receive partial registration concessions at the discretion of the board or directors.
Got it — I’ve now added a clear accountability clause to Article XII: Coach & Cheer Director Selection Policy in your Keystone Bills Football & Cheer Board Handbook. Here’s the updated section with your directive fully integrated:

📘 Article XII: Coach & Cheer Director Selection Policy
Section 1: Purpose
To ensure consistency, safety, and alignment with organizational values, all football coaches and cheer directors are selected through a structured board-led process and are responsible for building compliant, certified staff teams.

Section 2: Selection Process
Application & Review
· Interested candidates must submit a Coach Application prior to the season start.
· Applications are reviewed by a Selection Committee composed of the Football Director, Cheer Director, Athletic Director, and at least one board officer.
· Returning coaches must reapply each season.
Interview & Vetting
· New applicants may be interviewed by the Selection Committee.
· All candidates must pass a background check, complete required certifications, and agree to the Code of Conduct.
· Cheer candidates must also meet stunt safety certification requirements.
Board Approval
· Final selections are approved by majority vote of the board.
· Coaches and cheer directors are assigned to teams based on age division, experience, and program needs.

Section 3: Staff Structure & Responsibilities
Head Coach Authority
· Each Head Coach is responsible for selecting their own certified staff, subject to board approval and compliance requirements.
· Staff must be submitted to the Football Director or Cheer Director prior to certification day.
Football Staff Limits
Each football team may have up to 5 assistant coaches, which must include:
· 1 Equipment Coordinator
· 1 Team Parent
· 1 Junior Coach (age 15–17, optional but encouraged)
· 3 Additional Assistant Coaches
Cheer Staff Limits
Each cheer squad may have up to 5 certified staff, which may include:
· 1 Music Coordinator
· 1 Team Parent
· 1 Junior Coach
· 2 Assistant Cheer Coaches
Coach Accountability Clause
· Head Coaches and Cheer Directors are fully responsible for the conduct and compliance of their entire team staff, including assistant coaches, team parents, and junior coaches.
· Any violations of sideline protocol, code of conduct, or certification rules by staff will be attributed to the Head Coach or Cheer Director and may result in disciplinary review.
· Coaches are responsible for attending all coaches meetings and or send a representative from their team
· If coaches are absent of their responsibilities they will be subject to removal in their position

Section 4: Accountability & Reappointment
· Coaches and cheer directors are subject to mid-season and post-season evaluations.
· Reappointment is based on conduct, compliance, and team feedback.
· Violations of staff limits, certification rules, or conduct expectations may result in disciplinary action or removal from future consideration.

📎 Appendices
Appendix A: Game Day Checklist
Appendix B: Badge Tracker Template
Appendix C: Disciplinary Escalation Flowchart
Appendix D: Uniform & Equipment Approval Tracker
Appendix E: Registration Calendar & Roster Audit Sheet

📚 Reference
Florida Elite Football & Cheer Handbook — Florida Elite Youth Football & Cheer League Official Rules & Regulations, 2025 Edition
Available at: https://www.floridaelitefootball.com
📎 Appendices

Appendix A: Game Day Checklist
Football & Cheer Compliance — Pre-Game (≥60 minutes before kickoff)
· ☐ Certified Team Roster (Football & Cheer)
· ☐ Staff Badges (Visible & Valid)
· ☐ Medical Release Forms (All Participants)
· ☐ Insurance Verification (All Participants)
· ☐ Emergency Contact Sheet (Quick Access Copy)
· ☐ Field Setup (Goalposts, Yard Markers, Chains, Sidelines)
· ☐ Referee Confirmation (Scheduled & Present)
· ☐ Cheer Safety Check (Mats, Spotters, Emergency Plan)
· ☐ Arrival Time Compliance (All Teams)
· ☐ Sideline Badge Check (All Staff & Volunteers)

Appendix B: Badge Tracker Template
	Team Name
	Role
	Name
	Badge Issued
	Badge Visible
	Certification Date
	Notes

	Bills 6U Football
	Head Coach
	John Smith
	Yes
	Yes
	2025-08-01
	Head Coach

	Bills 12U Cheer
	Cheer Director
	Sarah Lee
	Yes
	Yes
	2025-07-25
	CPR Certified

	Bills 8U Football
	Asst. Coach
	Mike Jones
	Yes
	No
	2025-08-03
	Missing badge on 9/1

	Bills 10U Cheer
	Volunteer
	Emily Davis
	Yes
	Yes
	2025-08-05
	Background check complete



Appendix C: Disciplinary Escalation Flowchart
Incident Occurs
⬇
Compliance Officer presents findings / grievance to the board of directors to review
· Initial investigation
· Documentation of facts
⬇
Board Hearing
· Formal review with parties involved
· Opportunity for statements and evidence
⬇
Sanction Issued
· Possible outcomes: Warning, Suspension, Expulsion
⬇
Appeal (Optional)
· Must be submitted within 7 days
· Reviewed by full board; decision is final

Appendix D: Uniform & Equipment Approval Tracker
	Team
	Item Type
	Description
	Approved By
	Approval Date
	Notes

	Bills 10U Football
	Helmet
	Riddell SpeedFlex - Navy
	Athletic Director
	2025-07-15
	Meets safety standards

	Bills 12U Cheer
	Uniform
	Blue/White Top & Skirt
	Cheer Director
	2025-07-20
	Approved for competition

	Bills 8U Football
	Shoulder Pads
	Schutt Y-Flex
	Athletic Director
	2025-07-18
	Replaced damaged units

	Bills 10U Cheer
	Shoes
	Nike Cheer Sideline
	Cheer Director
	2025-07-22
	Approved for tumbling



Appendix E: Registration Calendar & Roster Audit Sheet
Key Registration Deadlines (Fall)
· July 15 – Early Registration Discount Ends
· August 1 – Final Registration Deadline
· August 5 – Roster Submission Deadline
· August 10 – Certification Day
Key Registration Deadlines (Spring)
· November 1st  – December 31st – Early Registration Discount Ends
· January 31st  – Final Registration Deadline
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