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1.0  INTRODUCTION 
The Canton Soccer Club Select/Premier Program (CSCSP) 
would like to thank you for volunteering to be a Team 
Manager.  The job of Team Manager can be tedious as 
well as time consuming, but it can also be very rewarding! 
Your efforts and contributions will be appreciated and will 
have a significant and positive impact on the team.  This 
handbook is intended to assist CSCSP Team Managers 
(as well as coaches and parents) by detailing the various 
administrative responsibilities and tasks associated with 
managing a team.  Good luck! Have fun! 
 
2.0  TEAM MANAGER OVERVIEW 
2.1  What is A Team Manager? 
The thought of being a Team Manager more than likely 
conjures up an image of phone calls or e-mails to notify the 
team of schedule or practice changes. The Team Manager 
role certainly includes these tasks, but there is much more 
to do to have a successful team and season.   
 
The Team Manager is usually a parent of one of the 
players on the team who volunteers to take responsibility 
for much of the team management and associated 
administrative duties.  The job will involve many tasks that 
must be completed in order for a team to participate in 
games or tournaments and in general be successful. The 
Manager must be aware of the finances, tournaments, 
uniforms, lodging and the necessary timelines for each. 
The Team Manager should work very closely with the 
Coach to identify responsibility for the various tasks. All 
decisions should be for the benefit of the team and should 
help to create a positive experience for everyone. 
 
2.2  When Does a Team Select a Team Manager? 
The coach may select a Team Manager after tryouts, prior 
to the first parents meeting, or even at the first parents 
meeting. Ideally, the Team Manager should be selected at 
tryouts (or sooner) as the initial start up and registration of 
the team is a very busy time. Identifying the Team Manager 
quickly allows many tasks to be completed prior to having 
the first parent meeting. 
 
2.3  How Much Time is Required of This Job? 
The amount of time required to be a Team Manager could 
vary greatly.  A general answer is that the responsibilities 
last the entire soccer season, and that some months are 
very busy while others are not.  That said, several factors 
can affect the amount of time required to be a Team 
Manager: 
· Younger age groups may require more communication 
with the parents as they are less likely to be responsible for 
dates and times or other information communicated to 
them. 
· Experienced coaches with strong communication skills 
may accept some of the managerial responsibilities as their 
own. Every Manager should communicate with their Coach 
to determine the best way to share responsibilities. 
· Managers with previous experience have identified 
timelines and tasks from the previous year and know what 

has to be done and when.  Obviously, an individual in this 
situation will require less time to do the Team Manager job. 
· The amount of time required to do the job is also 
dependent on whether responsibilities are shared or 
delegated to other parents. 
· It is an excellent approach for running the team to have 
other families volunteer for many of the jobs required. This 
obviously lightens your workload and also involves others 
making them feel that they are responsible for the "health" 
or well being of the team. 
 
2.4  What is My Most Important Responsibility? 
Your most important responsibility is to communicate 
effectively and help to create a positive team environment.  
There are a variety of ways in which teams can 
communicate. This would include: 

• Formal meetings that are scheduled. 
• Informal meetings after games. 
• Handouts from the Coach or Manager. 
• E-mail notes. 
• Telephone calls or phone tree. 

 
Keep in mind that you can never have too much 
communication. It is always better to have too much 
information rather than not enough. 
 
While the Team Manager will ultimately have to make 
some decisions on their own accord, it is extremely 
important that the decisions and direction taken by the 
team should be inclusive as possible.  It is always worth 
the extra effort to include everyone in discussions about 
tournaments or other team activities. It is a good way to 
build a team environment. No one feels good finding out 
about team events "after the fact".  It is also very important 
that every parent receive exactly the same information 
about the team.  You will need to make the extra effort to 
communicate information to parents that have missed a 
meeting, practice or game where information was given out. 
It is generally a good idea to publish decisions in writing. 
This will avoid any problems or concerns that may come up 
later.  In the situation where a player or parents may live at 
two homes, you will need to have the names and 
addresses of both parents and be sure that they are both 
receiving all information. This is especially important in the 
case of practices and game schedules.  It takes some work, 
but it is worth it. 
Communicate! Be positive! 
 
3.0 LEAGUE OVERVIEW 
A quick overview of the leagues and associations that the 
CSCSP competes in is provided below. This should be 
good background information for those individuals not 
familiar with some of the soccer organizations.  
 
3.1  League Play 
CSCSP teams compete in one of five leagues. 
The U-7-U12 teams will compete in MSDSL with the 
exception of our Black teams in U11 and U12 which will 
compete in the DA (Director’s Academy).  MSDSL travel is 
SE Michigan while DA can be the entire state.  The U13-
U19 teams will compete in either WSSL (Western 



Suburban Soccer League, MSPSP (Michigan State Premier 
Soccer Program) or MRL (Midwest Regional League) 
(MSPSP). The Michigan State Youth Soccer Association 
(MSYSA) administers and oversees this program for the 
premier soccer player with the exception of WSSL.  WSSL 
teams will travel SE Michigan, MSPSP the state of 
Michigan and MRL will travel the Midwest.  
 
3.2  League Coordinators 
The CSCSP has a representative for each league we 
participate in.  You will receive emails from your league 
coordinator regarding changes, deadlines and other 
information.  These coordinators are a great resource for 
any questions regarding your league: 
 
 Select League Coordinator  

MSDSL / DA 
 Jim Harkins 
 Jharkins71@gmail.com  
 734-358-3701 
 
 Premier League Coordinator 

WSSL / MSPSP / MRL 
 Joe Stevens 
 joestevensmi@gmail.com 
 734-377-3291 
  
3.3  Michigan State Youth Soccer Association 
The Michigan State Youth Soccer Association is a nonprofit 
organization that represents over 85,500 youth soccer 
players, 12,000 coaches and 10,000 referees throughout 
the State of Michigan. MSYSA consists of various leagues 
that register players (boys and girls) from ages of 4 through 
19 throughout the state.  It is the mission of the MSYSA to 
foster the physical, mental, and emotional growth and 
development of Michigan’s youth through the sport of 
soccer at all levels of age and competition. The MSYSA is 
as a non-profit and educational organization. The MSYSA 
shall provide the governing structure to administer youth 
soccer in Michigan and shall provide vehicles to 
communicate information to players, parents, coaches, 
referees, and other interested parties. MSYSA is a member 
of the United States Youth Soccer Association (USYSA) 
and the official representative of the United States Soccer 
Federation (USSF) for the State of Michigan. 
 
3.4  Websites 
Here are the websites of the organizations just discussed.  
Take a minute to learn some more about each of them. 
CSC: www.cantonsoccerclub.com  
MSDSL: http://msdsl.demosphere.com/  
DA: http://www.michiganyouthsoccer.org/page667.aspx  
WSSL: http://wsslsoccer.org/  
MSPSP: http://www.mspsl.org  
MRL: http://www.midwestregionalleague.com/  
MSYSA: http://www.michiganyouthsoccer.org/  
 
4.0  GETTING STARTED -  PRIORITY 
CHECKLIST 
As you may know, the majority of your work is done the 

first week/s following tryouts.  This priority list will help you 
keep organized and confident that you have the team’s 
paperwork in order.  
 
4.1  Getting Started – Prior to Team Meeting  
The first few weeks of managing a team are the most 
hectic. You will need to focus on two key areas of 
responsibility: 
· Team start-up. 
· Team registration (release forms, medical forms, uniforms, 
passcards, and more).  More details can be found in 5.0 
Player Documentation. 
 
It is a good idea to focus on completing these 
responsibilities, as they are critical to your early success. 
Keep in mind that once you work your way through the 
various organizational tasks and the seemingly endless 
paperwork that things will get better! 
 
4.2  Team Start-up 
As mentioned earlier, team communication is very 
important.  There are several start-up activities or 
responsibilities that you need to complete as soon as 
possible. This includes: 

• Identifying yourself as Team Manager to the CSC 
• Creating a team roster and other helpful documents 
• Risk Management 
• Player Documentation 
• Roster verification (jersey numbers & player photos)  
• Scheduling Team Meeting 

 
4.2.1  Identifying yourself as Team Manager  
Immediately email the Dan at dan@cantonsoccerclub.com 
with your contact information for the distribution list, as 
information will be forthcoming immediately after tryouts 
from the club and leagues.  Please use only one email and 
one cell phone number: 
Name 
Team 
Phone 
Email 
Risk Management Certification Status (Do you need a 
Voucher Code?).  See 4.2.3. Risk Management for more 
details. 
 
4.2.2  TeamSnap 
NEW this year, each team will get a premium TeamSnap 
account.  TeamSnap is an app that will help you organize, 
schedule and communicate with your team. 
 
4.2.3  Team Roster  
Please email the Club Office your roster ASAP!  Also, you 
must notify the club office of any changes (adds or 
deletions) as they occur. 
 
4.2.4  Risk Management and Manager GotSoccer 
Account 
Each Manager must have a “Manager Account” in 
GotSoccer (different from your family/player and team 
account) be Risk Management certified.  This is a two-step 
process:   



Step 1:  Register for a Manager Account – go to 
the club website under “Resource Center > Risk 
Management” and follow the directions.  
 
Step 2: Risk Management Certification – once you 
have an account, you must now get your RM 
Certification.  We are paying the $7.50 fee for your 
background check, but you must get a “voucher 
code” from the office.  To apply, login to your 
Manager account and click on the “background 
check” tab at the top.  It may take several days to 
verify and approve, but once complete you can 
download (pdf) your card from the “background 
check” tab.  Please make sure to keep a copy with 
you (or your passcards), as you will need it for 
tournament registration. 
 
Step 3: Upload Photo for Passcard – login to your 
Manager Account and click on “Contact 
Information” in the grey menu bar.  In the Photo 
section (upper right), click “upload” and then click 
“choose file.”  Locate your photo/file on your 
computer and then click upload.  Note* the file 
must be 1.0MB or less.  To update your photo, 
follow the same procedure but click “change” 
instead of “upload.”  If you have any issues, please 
email the club office with your photo and we can 
take care of it. 

 
4.2.5 Player Documentation 
Each player and parent will have to fill out many forms after 
tryouts.  Please consult 5.0 Player Forms for detailed 
information. 
 
4.2.6  Roster Verification 
Your roster will be uploaded to your GotSoccer team 
account.  Please login and verify that each player is on 
there.  Also, you will need to enter/change any uniform 
numbers, player photos and designate a goalkeeper 
(MSPSP teams only) 
 
4.2.7  Scheduling Team Meeting 
It is important to schedule a team meeting with the coaches, 
parents and players to begin organizing the team and 
planning for the season.  Most teams will do this at their 
scheduled Uniform Sizing time as outlined in the Tryout 
Brochure.  You should schedule a meeting or discussion 
with the Coach to plan an agenda 
for the meeting.  A list of potential agenda items would 
include: 

•  Completion of start up and registration forms, as 
required. 
•  Tournaments to be considered for team participation. 
•  Practice and game schedules. 
•  Expense discussion (Team Slush Fund). 
•  Player and parent commitment. 
•  Discussion by coach on personal history, team goals, 
coaching style       and philosophy, expectation of player 
and parents. 

 
Ask for volunteers for other team jobs (Team Page 

Webmaster, Tournament Hotels, etc.) 
 
5.0  PLAYER DOCUMENTATION  
The Celtic agreement (signed at tryouts or when added) is 
the only form you will turn in to the office.  All other 
documents are online.  Managers will get a specific link to 
forward on to their teams that will include the league 
agreement, concussion form and medical release form. 
More info to follow…  
 
5.1 Passcard Photos 
In addition to the forms, all players need to have a 
passcard photo uploaded to their GotSoccer account.  
Since we are not using GS for registration, the easiest way 
is for the manager to upload or update it. Please ask them 
to send you a small (500kb or less) head shot. 
 
5.2  Documents Needed To Be Turned In 
This section describes the forms you turn into the Club 
Office / League Coordinator.  Please try to turn in complete 
teams.  If you have a player out of town for a significant 
amount of time, please contact the Club Office or your 
League Coordinator for advice. 
 
5.2.1 Player Agreement  
Please turn in all Player Registration Forms into the office.  
Each league has their own form (except MRL and DA that 
share the same form.  Please make sure to have both 
player and parents signatures on them. 
 
5.2.2 Commitment Check 
Commitment checks are now collected by club at tryout 
weekend.  If you sign a new player, you can collect that 
initial payment and turn it in to the club office along with the 
Celtic agreement.  All checks should be made payable to 
“CSCSP” and have the player’s name and team name on 
the memo.   
 
Auto Pay – once the player has accepted the spot on Blue 
Sombrero and we have entered in the commitment check, 
they can switch the payment method to auto pay.  In doing 
so, the next payment and every payment after will 
automatically be deducted from their account.  If they need 
to switch back to “mail in check,” they must contact the 
office. 
 
CSCSP will be responsible for collecting the dues. 
However, in the affect that we are unsuccessful we may 
contact the coach and/or manager to help us get in contact 
with the family and/or pull the player’s passcard. 
 
5.2.3 Birth Verification 
MRL and DA require Birth Certificates each year.  You will 
upload that with your online document package.  Please let 
your parents know to take a photo or scan in the birth 
certificate. 
 
For MSDSL and MSPSP, returning players can use their 
passcard while new players must turn in a copy of the birth 
certificate (passport will suffice).  All leagues have put the 



burden on us to verify ages. 
 
5.2.4 Team Info (MSPSP Teams Only)  
Although this is NOT a player form, it is needed when you 
turn in your team’s documents.  It is the actual envelope we 
provide containing all of the team information that you need 
to turn into us so we can forward on to MSPSP.  Your 
League Coordinator will send you directions of what is 
needed (please don’t follow the MSPSP directions if they 
are enclosed).  

 
5.3  Documentation You Keep at the Team Level 
The below documentation you keep at the team level (don’t 
turn in to the office).  
 

•  Medical Release Form 
•  Concussion Form. 

 
5.4  Online GotSoccer Team Account Information 
Here are a few other items you need to do online in your 
GotSoccer Team account. 
 
5.4.1  Jersey Numbers 
It’s not needed to send in your jersey numbers into the 
office as you have the ability to verify and change uniform 
numbers on the GotSoccer Team Account.  There will be a 
delay in uploading rosters so it may take a week or so until 
you have access to all of your players.  It’s important that 
you verify this information is correct, as that is how it will be 
printed on the official roster.  For information on the 
Uniform Jersey selection process please see 6.1. For more 
information on your GotSoccerTeam Account please see 
6.2.  
 
5.4.2  Goalkeeper Designation (MSPSP Only) 
It is important that you list your primary goalkeeper on your 
official roster.  You can adjust the player’s position within 
GotSoccer by clicking on the player’s name in your roster 
and managing the player’s profile. 
 
6.0 AFTER INITIAL TEAM MEETING 
Once you have compiled all of the paperwork, separate it 
and turn in the needed documents to the Club Office.  Next 
Steps: 
 
6.1  Uniform Number Selection Process 
It’s important that each jersey number is only used once 
within the age group for many reasons such as guest 
player movement as well as format since we are on a two-
year cycle.  It is important that you coordinate with the 
other Managers in your age group.  While we hope you can 
use common sense on most conflicts, please use the 
“Uniform Selection Protocol” document found on the forms 
page regarding our procedure.  We ask that this process 
begins immediately with the Black team and works its way 
down through White, Green, etc. 
 
6.2  Uniform Ordering  
We are currently in the middle of a two-year cycle so only 
new players will need uniforms.  Although existing players 

may purchase if lost, size change, etc.  
 
Tryouts on odd years are a new cycle (all new uniforms) 
while tryouts on even years are fill-in (only new players).  
Our current vendor is Soccer World and they use an online 
ordering system.  IMPORTANT - everyone must order 
ASAP (deadline TBD) in order to receive them in time 
for the season.  This is a very time sensitive three-step 
task. 
 

STEP ONE: Club Upload - For your team to order, 
we (the club) must provide SW with the team 
information (Manager Name, Manager email, 
Team and Password).   
 
STEP TWO: Roster Upload – Once the teams are 
uploaded, you (the Manager) must upload the 
roster information (Player’s Name, Assigned 
Jersey Number, and Primary Email Address) into 
the SW system. The Password will be sent to you 
and more than likely be the same as your 
GotSoccer Team account.  
 
STEP THREE – Email The Team - Once the 
roster is uploaded, you will email your team using 
the SW system.  Returning players may use the 
SW system to order socks, shorts, any other 
uniform pieces or soccer equipment.  However, the 
system “requires” the standard items and 
all such uniform pieces will be 
automatically checked as items for 
purchase.  Remind the team that when making re-
orders, the standard uniform pieces must be un-
checked so that they are not added to the 
shopping cart for purchase. 

 
6.2.1 Uniforms for Spring Only Teams 
Spring Only Teams are U15-U18 Boys Teams.  Although 
they do not require uniforms for the fall season, we still 
require uniform sizing/ordering the weekend after tryouts 
since the custom uniform will take extra time to be 
delivered.  
  
6.3  GotSoccer Team Account 
In addition to your Manager Account, the “Team” also has 
a Team Account that is visible to the leagues for roster, 
passcard processing and scheduling.  Please contact the 
Club Office for your User and Password.  If you are going 
to a GotSoccer run tournament you will want to use your 
Team Account to register (including State Cup).   
 
6.4  Contact List 
Once you have compiled the team contact list, email it to 
the entire team.  Also, communicate how you will 
communicate (email, text, website, facebook, etc.). 
 
6.5  Tournament Registration 
Once your season tournaments have been decided, please 
register and book rooms, as many tournaments will fill up 
quickly.  Please consult the tournament section for more 



information. 
 
6.6  Official Roster and Passcards 
Before the season starts, your league will get us your 
official roster and passcards. MSPSP teams will receive a 
packet with this information while we, the CSCSP, must 
create the documents for MSDSL teams once the roster is 
frozen.  Please make sure to laminate the cards, circle 
punch them and put them on a ring as you will need 
them for every game and tournament. 
 
6.7  Team “Slush Fund” 
It’s always a good idea to collect a small amount of money 
per player for a team “slush fund.”  These monies can be 
used for anything such as rainy day rentals at HV, team 
functions, deposit to reserve your team a spot for your 
indoor league and or for the gift basket for the golf outing 
(see 6.8).  Left over money can be spent on an “End of the 
Year Party” or you can split it up and refund the parents.  
You may run into that one parent that decides he just 
wants to pay as you go.  Please remind them that you are 
the team manager and that this was recommended by the 
CSCSP.  Most teams only spend $20-$50 per player/per 
year depending on the size of the roster and it would take 
many phones calls and emails to collect each time you 
needed funds.  If the parent still gives you issues, please 
ask them to be “Team Treasurer” or have them contact the 
club office. 
 
6.8  Team Bank Account 
Many teams open up a checking account to keep their 
funds separate from their personal accounts.  This also 
helps you keep transparency within the team should an 
issue arise.  Keep in mind that you must either have a 
“zero balance” at the end of the year (tryout weekend) 
or send a balance statement to our Club Treasurer for 
our tax reporting purposes.  
  
  
6.8  Gift Basket for Club Golf Outing 
Every year around team camp in August the CSC hosts the 
College Scholarship Golf Outing.  Each Celtic team is 
asked to either sponsor a hole or provide a gift basket for 
the raffle.  All money raised from the golf outing goes 
directly to the College Scholarship Fund and each year we 
give away three (3) $1000 scholarship.   
 
7.0 TOURNAMENTS 
Each team is asked to participate in the following 
tournaments: 
U7’s: 1 tournament (Canton Cup) 
U8’s-U14’s: 4 tournaments 
U11’s-U14’s: Black teams: 5 tournaments 
U15’s-U19’s: 3 tournaments 
 
Typically each team will do 1 home (local) and 1 away 
(possible hotel stay) each season.  Each team playing the 
spring season is required to participate in the Canton Cup 
and you still must register them as you would any other 
tournament.  However, the Canton Cup is the only 

tournament that you don’t have to fill out the CSCSP 
Tournament Request Form.   
 
After the initial CSCSP requirements are taken care of it is 
good to choose a few tournament options and then meet 
with your parents for a final team vote. 
 
 
7.1  Tournament Application  
Each U7-U14 team will do four tournaments (typically two 
in fall and two in spring) while U15-U18 teams will do two 
only since they are seasonal teams.  These fees are 
included in the player dues, but there is a maximum of 
$600 per tournament.  Tournaments costing over $600 in 
registrations fees will require the team to pickup the 
difference and reimburse the club.  Registering for a 
tournament is a two-step process (three steps if it is an 
additional tournament beyond what is included) – see 7.2 
Additional Tournaments.  All teams must fill out the 
CSCSP Tournament Request form by July 15th for the 
fall season and January 15th for the spring season.  
Please follow these steps for registering: 
 

STEP 1: Tournament Registration - tournament 
application forms can often be obtained from the 
tournament’s website. In some cases the 
acceptance into a tournament is based on a first-
come first-served basis. It is extremely important to 
get the application form submitted to the 
tournament as well as the CSCSP (Request Form) 
as soon as possible.  Some tournaments fill up as 
quickly as one week. Confirmation of acceptance 
into a tournament can vary in timing.  Many of the 
tournament directors will respond back to you 
within a month of application while others may wait 
several months. If an “excessive” amount of time 
has passed and you have not heard back from a 
tournament, you may want to call and ask for a 
"verbal confirmation". Rejection letters are often 
sent first to teams that are not accepted into 
tournaments with the confirmation letters coming 
later. 

 
STEP 2:  CSCSP Tournament Request Form – 
once you have registered, please fill out the online 
Tournament Request Form found on the “forms” 
page of the site.  This “Google form” is a great way 
to see in real time the status of your request and to 
see where other Celtic teams are going.  Our travel 
coordinator will work with vendors to secure as 
many teams as possible into as few hotels as 
possible.  The CSC will now pay the tournaments 
directly and you will be able to see the status on 
the Google form.  Please have the following 
information ready when submitting the form: 
 

• Team Info 
• Tournament Name 
• Tournament Location 
• Playing format (6v6, 8v8, 11v11) 
• Registration Fee Amount 



• Registration Confirmation Number 
• Hotel Requirements (do you need room and 

how many) 
• Is this an “additional tournament” beyond what 

covered in the dues? 
 
 
 
7.2  Additional Tournaments 
Your team may decide to do an extra tournament(s) in 
addition to what is outlined in the tryout brochure and pay 
for it as a team.  However, we still want you to follow the 
same process of Tournament Registration and CSCSP 
tournament Request Form).  The CSCSP will pay for the 
tournament directly (as we may have multiple teams going) 
and the team will reimburse CSCSP.  Please fill out the 
“Additional Tournament Payment Form” found on the forms 
page of the CSC website and submit with payment.  The 
CSCSP may not pay the tournament until this is received.  
 
7.3  Onsite Tournament Registration (Check-In) 
Every tournament will require you to register the team prior 
to competition.  Most tournaments do this at their 
tournament headquarters the Friday evening of the event.  
It is IMPORTANT that you read the documentation 
requirements for each tournament, as they are always 
unique.  Some tournaments will require a team waiver 
specific to that tournament. 
 
7.4  Guest Players 
Many tournaments will allow guest players to play with your 
team. 
It is very likely that each guest player will require a player 
pass card, medical release form, consent to travel and 
guest player roster form. Make sure that you understand 
the rules for guest players such as maximums allowed and 
plan accordingly. 
 
You will need a “Guest Player Roster Form” for each guest 
player.  The MSYSA currently uses an online system 
(thetournamentcenter.com) in which you will have to setup 
an account.  You can find the link on the forms page of the 
CSC website.  We strongly recommend you read the 
“instructions” located on the MSYSA page first.  If you have 
a “Dual Rostered Player” listed on your official roster they 
do NOT need a guest player form. 
 
7.5  Procedure For Out of State Travel 
If you will be attending any out of state tournaments, you 
will need to apply to the 
Michigan State Youth Soccer Association for permission to 
travel.  The link can be found on our “forms” page of the 
site.  The cost is FREE if you are going to a sanctioned 
tournament in Region II (Midwest).  There is a fee 
associated for travel outside this Region. 
 
 
7.6  Tournament Lodging 
Tournament lodging will vary from tournament to 
tournament.  When you fill out the online Tournament 
Request Form it will ask you if you need rooms and how 

many.  Our Travel Coordinator will try to block rooms for all 
Celtic teams going to the same tournament.  Some 
tournaments will block out rooms in area hotels and require 
you to use their vendor to book.  Also, you may be allowed 
to book reservations directly with in these hotels or through 
a tournament booking agent.  In either case, the Manager 
will usually secure all of the rooms to start.  Most hotels or 
tournament lodging vendors will supply links to provide to 
your team.  Please make sure to note the cutoff date when 
they will release any rooms not booked and make sure all 
of your players are in.  The best advice is to start early. 
Many teams book rooms as much as a year in advance. 
 
7.7  Tournament T-Shirts 
It is usually the case that a tournament will sell T-shirts and 
the order form is often sent with the letter of acceptance to 
the tournament.  The advantage to ordering shirts in 
advance is that they are usually cheaper and you will get 
the sizes you require.  The Coach or Team Manager 
usually picks up the shirts at tournament check in.  It can 
be helpful to designate another parent to be responsible for 
T-shirts, money collection and distribution at the 
tournament. 
 
 
8.0  DAY-TO-DAY OPERATIONS 
 
8.1  Scheduling of Games 
Most coaches will schedule the team’s games while others 
will ask the Manager to do it.  Please consult with your 
coach on how he/she would like to handle this.   
 
Home game fields can now be requested using our field 
scheduling software (shurfields) found on the website 
under “Fields and Scheduling > Field Scheduling.”  Put in 
your request for the date, time and field (please make sure 
to use the block schedule on the weekends.  Just before 
the scheduling deadline, we will pull the schedule from 
shurfields and enter them into GotSoccer. 
 
8.2  Practice Fields  
Practice fields are scheduled by the coach as he/she 
probably has multiple teams.  The days and times should 
be discussed at the team meeting.  Exact field locations will 
be determined close to the start of the season.  
 
8.3  Game Day 
Game day responsibility for the Manager is usually outlined 
by the league and in many cases can be found on the 
game sheet.  Most responsibilities include (but not limited 
to) the following: 

• Fill out the game report form and give it to the 
coach. 

• Bring pass cards and medical release forms to the 
field. 

• Bring referee money (see 8.4). 
After the game, get your signed game sheet back (verify 
score and cards) and follow the directions from the league 
on reporting scores and mailing score sheets.  
 



8.4  Referee Dues 
You will receive a check made out to you for Referee Dues 
each season (fall and spring).  These checks are usually 
distributed at the spring and fall coaches meeting or by 
your league coordinator.  
 
8.5  Indoor Soccer 
Most teams compete during the winter season in an indoor 
league.  The two most popular venues are Total Soccer in 
Wixom and High Velocity (HV) in Canton.  Both locations 
have three sessions to choose from. How many and which 
sessions your team plays in is determined by the coach 
and team.  You should get information (especially 
deadlines) from both places and discuss a plan with the 
Coach first and then the parents.  It is the team’s 
responsibility to register and pay the league directly. 
 
8.6  Indoor Practice 
Each team is required to practice once a week throughout 
the winter.  The amount of weeks included are indicated in 
the tryout manual as it varies by age group. If your coach 
determines that additional training sessions are required, it 
is up to the team to pay for the rental. 
 
8.7  Goalkeeper Training 
Please make sure your goalkeeper(s) are aware of our 
goalkeeper training program and schedule.  Direct them to 
the Celtic Select/Premier Goalkeeper page on the website 
which is found under “Programs > Goalkeeper Training” 
and have them register for the distribution list in case of 
cancelation or changes to the schedule. 
 
8.8  Spirit Wear 
Soccer World is the exclusive provider of Celtic spirit wear.  
If a team is looking for something different, please contact 
Soccer World first.  Some teams do fundraisers and the 
club must approve that if you plan use the club logo. 
 
8.9  Social – Team Parties 
There are several opportunities during the year to have 
team parties. Beginning 
of the year, end of the year and Christmas parties are a 
few examples.  While these functions are not mandatory, 
they are good team building events. You may want to 
consider a party or two during the season. 
 
8.10  Player Evaluations 
Players typically receive two (2) player evaluations 
throughout the year from the coach (1 for seasonal U15-
U19 teams).  
 
8.11  CSC and CSCSP Meetings 
The club has regular meetings that we would like to 
encourage you to attend.  Dates and times for these 
meetings can be found on the CSC website and we will 
email the information as soon as it’s available. 
 
8.12  Tryouts 
Your last responsibility of the year is to help out at tryouts 
(before we start it all over again).  Prior to tryouts for the 

next year you should be prepared to attend a CSCSP “Pre-
Tryout” meeting.  You must return the player passcards to 
your League Coordinator at this time.  All medical release 
and consent to travel forms, copies of those documents 
and other player information must be shredded if the player 
is no longer continuing with the team.  Managers are to 
also delete from your computers, storage devices and/or 
other systems all such player information saved 
electronically during the year if they are not returning as 
Manager.   
 
8.13  Club Contacts 
All contacts can be found on the CSC website.  Coach and 
Manager contact information is found under “Staff > Team 
Contact.”  Board Members and other non-voting board 
contacts can be found on the website in the same section 
under “Board Members.”  Club Office and contact 
information is: 
 
 Canton Soccer Club 
 Phone: 734-480-7046 
 Fax: 734-480-7056 
 Email: office@cantonsoccerclub.com 
 
  

Mailing Address 
 PO Box 87244 
 Canton, MI 48187 
 
 Physical Address 
 46245 Michigan Avenue 
 Canton, MI 48188 
 
The Canton Soccer Club office is located inside High Velocity 
between fields 1 and 2.  
 
8.14  Changes to Manager’s Guide 
If you find anything outdated or something that needs to be 
added, please email it to the Club Office.  Revisions will be 
noted on the website, by the pdf file name (date at the end) 
as well as here: 
 

Last Revision: 06.22.16 
 


