
    
 

 
 

Team Manager’s Reference 
Manual    

 
The Team Manager’s role is crucial to guaranteeing a successful season. To ensure fairness              

and consistency, the Manager’s role is to offer a strong, inclusive link between themselves,              

coaches, parents, players, referees and all participants. These foundational skills will help to             

maintain open, respectful communication between all members throughout the season. 

 

This manual is meant to provide guidance to ensure a supportive, successful season. Additional              

on-line resources and links will also be referenced.  

 

Thanks, in advance, for all your time and dedication to ensure a great hockey season for the 

girls! 

 
 
 
 
 

 



 
 
Team Manager Task Overview  
 
Pre-Season 

 
○ Communicate with CRFMHA’s Registrar to ensure certification of team personnel:  Head Coach, 

Assistant Coaches, Team Manager, Hockey Canada Safety Person(s) and Dressing Room 
Moms. CRFMHA will send reminders to all volunteers in August each year so Team Manager can 
pursue this early in the season. 

○ Attend a pre-season meeting to obtain important information regarding ice allocation/allocator, 
game schedules, forms and meet CRFMHA Directors who will be your support staff  

○ Attend VIAHA pre-season meeting 
○ Obtain information about our communications platform (Goalline) and user instruction  

 
Season’s Start  

 
○ Arrange initial team/parent meeting  

■ Review season plan, collect deposits, recruit volunteer positions, collect outstanding 
player information, outline tournament opportunities 

■ Recruit team volunteers to cover:  team funds/treasurer, safety, clock/time keeping, 
fundraising, tournaments,, dressing room supervision 

○ Communicate with Registrar to review & finalize team roster & get set-up for Electronic 
Gamesheets (EGS) 

○ Collect deposits (tournament fees) 
○ Coordinate team finances with treasurer & develop an operating budget 
○ Jersey & Equipment distribution  

 
Regular Season 
 

● Data Management:  
○ Player’s/parents medical information (ePACT), Code of Conduct forms 
○ Game Sheet distribution (pre- & post-game) & game reports 
○ Hockey Canada Injury Report Forms and others 

● Team communications including schedule, game, roster (and contacts) and other 
● Communicate with CRFMHA, VIAHA and other MHA’s 
● Arrange games and ensure officials & volunteers (time/gamesheet/safety person) are scheduled 
● Go-to person for VIAHA league regulations and game/player policy 
● Coordinate/oversee travel for out-of-town games 
● Identify & apply for tournaments with assistance of CRFMHA  
● Apply for BC Hockey Special Event Sanctions (ie. dryland training &/or team events outside of 

scheduled ice time) 
● Handle disputes with the support of CRFMHA 
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End-of-Season 
 

● Collect jerseys 
● Coordinate/delegate year end team party  
● Distribute coach evaluation forms 
● Ensure team finances are reconciled  
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I.  Pre-Season Organization 
 
1. Team Requirements 
 
A number of certifications and course credits are necessary to act in the role of a Team Official 
which includes each team’s Coaches, and Safety Person(s) and the Manager.  As Team 
Manager, you will need a Criminal Record Check (valid for three seasons) and Respect In Sport 
which is to be done every 5 years.  
 
Prior to the start of the season, you will need to communicate with our Director of Safety and 
Risk Management to ensure your other Team Officials have their required certification/credits. 
To ensure Team Managers are aware of your fellow Team Officials’ obligations, the following is 
a brief summary.  
 
Team Personnel Credentials:  
 

- Criminal Record Check (CRC) - A CRC is to be completed by all team officials  (head & 
assistant coaches, managers, safety persons & team Moms) every 3 years by 
September 1.  Contact registrar@crfmha.ca or safety@crfmha.ca for details.  
 

- Concussion Awareness Training Tool (CATT) All team officials (head & assistant 
coaches, managers, safety persons & team Moms) are expected to be qualified in the 
Concussion Awareness Training Tool prior to their participation in any practice or game. 
Complete by September 1.  * Print or save certificate once course is completed * 
https://cattonline.com/  
 

- Respect In Sport for Activity Leaders (RIS) - Required by ALL team officials (head & 
assistant coaches, managers, safety persons & team Moms); expires after 5 year and 
must be completed by September 30:  https://bch.respectgroupinc.com/  
 

- Hockey Canada Safety Program (HCSP) - To ensure player safety is first priority on 
and off the ice, each team is required to have a HCSP certified safety person. 
Certification must be successfully completed every 3 years:  
https://ehockey.hockeycanada.ca/ehockey/ClinicDetail.aspx?Display=1&amp;cid=117662  
 

- Recreation and competitive coach certification - BC Hockey requires A team 
coaches to have their “Development 1” level certification for Peewee, Bantam and 
Midget.  For recreation teams, coaches are required to have their “Coach 2” 
accreditation.  Please refer to:  Team Coaching Requirements - BC Hockey 
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An outline of the Team Manager’s role and responsibilities should be reviewed within VIAHA’s 
Female Regional Policy Addendum (Section 04.05).  
 
Safety & Risk Management:   
 
Please review CRFMHA’s Safety and Risk Management Policy at the start of the season.  
 
A Team Safety Person must be present with a team first aid kit at all practices and games with 
his or her name  indicated on the game sheet.  For this reason, training two Safety People is 
recommended.  If s/he is absent during a game, pre-arrange with the opposing team to share 
theirs.  
 
Roles and responsibilities of the team safety person includes: 
 

- Collecting player information pertaining to existing medical conditions and any additional 
critical information of relevance in the event of a medical emergency including 
parent/guardian contact information; 

- Ensuring the above information is accurately recorded on ePact and shared with the 
Team Manager  

- Being present (or ensuring a Safety Person is present) at team games 
- In the event of a medical emergency,to ensure insurance coverage,  fill-out an Injury 

Report Form  (Hockey Canada Injury Report Forms )  within 24 hours and submit to 
CRFMHA Director of Safety and Risk Management (safety@crfmha.ca)  

- Maintain team HC Injury Log:  Player Injury Log  
 
 The Safety Person must have their:  

- HCSP certification  https://ehockey.hockeycanada.ca/ehockey/ClinicList.aspx?OID=3  
- Criminal Record Check  https://justice.gov.bc.ca/eCRC/home.htm & use code: 

FY4HH6R6BN 
- Concussion Awareness (CATT), and Respect In Sport (RIS)  
- Medical Information - please refer to Section III, subsection #2 to find more details. 
- ePact data - collection and management of players’ critical medical and emergency 

contact data 
 
2.   CRFMHA Pre-Season Meeting 

 
To ensure Team Officials are aware of their roles and responsibilities, a pre-season Association 
meeting will be held.  This will provide an opportunity to meet CRFMHA Directors and other 
volunteers.  A review of CRFMHA’s Handbook/on-line resources will also take place and Team 
Managers will receive any forms and other necessary hand-outs.  Team Managers, Treasurers 
and HCSP Safety Persons are expected to attend. 
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Goalline is our Association’s on-line communications platform.  This tool will be 
introduced/reviewed and used for internal team and association communication.  
 
 
3.  Pre-Season VIAHA Meeting 
  
Prior to the commencement of League play, VIAHA shall convene a Head Coach/Manager 
meeting for all Competitive teams. The carded Head Coach and the Team Manager must 
attend unless they have specific permission from VIAHA. No one person can represent more 
than one team. If a Head Coach cannot attend they shall ensure that one of the carded 
Assistant Coaches attends.  Teams will be notified directly by CRFMHA as to when this meeting 
will occur. 
 
VIAHA hosts a meeting for Recreational Female teams with mandatory attendance for at least 
the Head Coach and Manager of each team.  It is usually in early October with time and date to 
be announced.  Teams would be notified directly via CRFMHA. 
 
4.  Review and Confirm Team Roster 
 
Coordinate with the CRFMHA’s Registrar to ensure teams are rostered in a timely manner.  It’s 
the Team Manager’s responsibility to review the updated roster and advise the Registrar 
immediately of any  required changes.  Players cannot participate in exhibition, league or 
tournament games unless they are on the HCR Roster. 
 
Hockey Canada, BC Hockey and VIAHA require our association to pay insurance for all 
rostered and unrostered volunteers which includes Coaches, Managers, Safety People and 
On-Ice Helpers.  As such, ALL volunteers’ names need to be collected and forwarded to 
CRFMHA’s Registrar (registrar@crfmha.ca).  
 
5.  VIAHA Rules & Regulations 
 
Team Managers and Head Coaches are required to attend VIAHA’s pre-season meeting where 
a physical copy of its rules and regulations will likely be reviewed and circulated ( 2019-2020 
Handbook).  
 
Prior to attending CRFMHA’s in-house meeting, Team Managers should review VIAHA’s 
Regulations and Female Regional Policy.  In so doing, this will re(establish) foundational 
knowledge of rules and regulations in our BC Hockey district and allow you to communicate 
these to team members and/or others when necessary.  Some commonly sought regulations 
and their reference sources include:  
 

- Pre-Season Exhibition Games ( 9.03)  
- Affiliation (AP Players)  (5.24 - 5.29 & 6.04 -VIAHA Female Regional Policy) 
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- Under Age (UA) (5.19 - 5.21) and Over Age (OA) (5.15 - 5.18) Player Exemptions  
- Goaltender Relief and Replacement (Rec):  (5.22 - 5.23) 
- Team Numbers:  Recreation (5.02); Rep (5.04) 
- VIAHA Female Special Exception/Dual Card (5.08 - 5.09) - girls can play rec integrated 

and rec female.  This does not apply to female rep players. 
- Gear (3.03):   protective equipment:  CSA-certified helmets and facial protectors; 

BNQ-certified throat protectors in all games, practices, warm-ups and while sitting on the 
players' bench or penalty bench. 

- Timing of Games (Regulation # 6) 
- Exhibition Games and Tournaments (10.06 in Female Regional Policy Addendum) 
- Game Sheets & Reports (10.08/.09 Female Regional Policy) 

 
Home Team Responsibilities:  (9.02 Female Regional Policy)  The home team shall be 
responsible for supplying: 

● Warm-up and game pucks 
● An approved egamesheet (EGS) AND * a laptop (make sure it stays warm) 
● A timekeeper and scorekeeper and, in some cases, a penalty box keeper 

The home team is also responsible to pay referees.  
 
Discipline/Suspensions:  (10.01 Female Regional Policy)  Team officials are responsible for 
supervising and controlling the conduct of their players before, during or after each event. 
Failure to control the conduct of their players may result in suspension and/or other disciplinary 
action as well as the cost of any damages.  Any team official who incurs a Game Misconduct 
shall be suspended as per VIAHA Regulations (#16). 
 
Dressing Room Policy:   To ensure proper safety and well-being for all -- players, parents, 
coaches and volunteers-- a "Two Deep Policy" will occur in dressing rooms and other "closed" 
spaces when working with youth.   To facilitate this, the Team Manager needs to recruit a 
parent/guardian who will organize this for practices and games.    An additional aspect of this 
supervision PROHIBITS the use of cell phones or any other recording devices (ie. cameras) in 
dressing rooms. 
 
Exhibition Games and Tournaments:    Exhibition games require Exhibition Game Numbers. 
For those teams wishing to enter a tournament, they must make an application to the league 
commissioner to approve out of Interdistrict Travel form  (Interdistrict and USA Hockey 
Tournament Travel and Exhibition Game Sanction Request.pdf).  
 
Once approved,  the commissioner will assign game numbers and the commissioner will provide 
a “permission to travel” letter to the team.  All tournament costs will be paid by the team. 
 
CRFMHA will host multiple Tournaments per season.  Host teams for each Tournament to be 
determined by the Board of Directors based on availability of ice and distribution of CRFMHA 
teams.  

6 

https://www.bchockey.net/AdminAppForms/Interdistrict%20and%20USA%20Hockey%20Tournament%20Travel%20and%20Exhibition%20Game%20Sanction%20Request.pdf
https://www.bchockey.net/AdminAppForms/Interdistrict%20and%20USA%20Hockey%20Tournament%20Travel%20and%20Exhibition%20Game%20Sanction%20Request.pdf


 
Rescheduling League Games:  Once a playing schedule is set there will be no changes without 
the agreement of both teams' Head Coaches and/or Managers, with the final approval being 
made by the applicable Vice-President whose decision shall be final and not subject to appeal 
(8.03)  An exception will be granted for "adverse weather" and ferry conditions.  The visiting 
team will contact the home team Manager and VIAHA Managing Director/Commissioner by 
telephone. VIAHA Managing Director/Commissioners have the final discretion to postpone a 
game due to weather and their decision is not subject to appeal. The two Coaches/Managers 
and Managing Director/ Commissioner will cooperate to schedule a makeup game at the 
earliest possible date (8.04). 
 
No league or playoff game will be altered or rescheduled to accommodate a tournament or 
exhibition game unless special permission is granted in writing by CRFMHA’s VP of Hockey 
Operations (vpoperations@crfmha.ca)  and approved by the applicable VIAHA Officer . 
Permission will not be considered unless the date(s) and time(s) of the rescheduled game(s) are 
mutually agreed on by both teams in writing. 
  
6.  BC Hockey Rules and Regulations  
 
Special Events Sanctions 
 
All off-ice activities and fundraising events require BC Hockey Special Event Sanction. 
The purpose of sanctioning special events is to extend Hockey Canada Insurance Program 
coverage such as Major Medical / Dental Coverage to activities that do not fall under regular 
hockey programming. 
 
Special Event Sanctions are for usage of events such as dryland training, fundraisers, and other 
activities outside of regular hockey programming. Not all activities are eligible for coverage. See 
the Special Event Sanction Guidelines (PDF) for additional information regarding possible 
coverage eligibility of specific events. 
 
To request coverage for such events, a Special Event Sanction Request Form  Special Event 
Sanction Request Form should be submitted to the BC Hockey office at least 7-10 business 
days prior to the start of the planned event.  
 
A separate Special Event Sanction Request Form should be submitted for each different 
activity. However, if the same activity will occur multiple times, such as dryland training, one 
request can be submitted for all the dates that activity will occur. The form must be completed in 
full and for on-going events, it’s acceptable to use a span or list of dates. 
 
Please include a detailed description. Listing a generic description such as “dryland training” is 
insufficient and the form will be returned with a request to expand on the activities. 
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Processed Sanction Requests will be returned via email to the MHA President. 
 
 
Interdistrict Travel/Forms 
 
As per BC Hockey, an Interdistrict Travel Form must be submitted prior to any exhibition 
game or tournament travel outside your district (Vancouver Island), the province or to the 
United States.  Interdistrict Travel and Exhibition Game Sanction Request  
 
 
II.  Season Start 
 
1. Arrange Initial Team Meeting 
 
Once teams are formed, an initial team meeting needs to be held by the Team Manager and/or 
the Head Coach.   The following information should be covered:  
 

- Introduce the coaching staff and manager; 
- Review coaching philosophy/goals 
- Review player and parent expectations (player conduct, parent/guardian conduct, 

discipline, time commitment, dressing rooms/phones/2-deep policy, dress code - rep 
teams) 

- Discuss and outline the preliminary budget (*note - if Team Treasurer is already known, 
hold a brief meeting prior to the initial meeting to estimate budget) and discuss 
approximate expenses to be incurred by each family/guardian, and/or through 
fundraisers.  

- Review season and tournament options (*note - tournament selection needs to occur 
quickly) 

- Discuss sponsorship and fundraising options  
- Collect team fees:  discuss with team treasurer and identify amount to be collected on 

behalf of each player  
- Recruit volunteer positions: treasurer, safety person(s), game day coordinator (game 

sheets & time keeper) and coordinators for tournaments, fundraising and social events 
- Collect outstanding player/parent/guardian/volunteer information  

 
2.  Team Finances & Team Treasurer  
 
Please refer to CRFMHA’s Team Treasurer’s Guide  
 
4.  Jersey & Equipment Distribution  
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Recreation team players will receive one game jersey and competitive teams, two game jerseys 
(home and away) for use during the season.  Acquisition of other gear including game socks, 
practice jerseys and pant shells according to CRFMHA policy.  
 
To care for these, please inform parents/players that jerseys are only to be HUNG to dry;  any 
season “A’s” (“C”’s and “A”’s) are to be hand-stitched, and NOTHING may be added to a team 
jersey except for approved sponsor bars. 
 
In the case of lost or damaged (apart from during team play) game jerseys, the players’ 
individual deposit will be retained.  
 
5.  Review Game & Practice Schedule  
 
Once teams’ practice and game times are scheduled, check through these to ensure there are 
no game conflicts.  If an ice scheduling error occurs for an exhibition game, communicate with a 
CRFMHA’s Director of Ice Management (or Ice Allocator) and provide the opponent with a few 
alternate dates/times to reschedule.  
 
If there is a scheduling issue with a VIAHA-scheduled League game, contact the VIAHA 
Commissioner as soon as possible for resolution. 
 
 
6.  Association Socials & Team Activities 
 
CRFMHA is planning on holding three annual association-wide social events and are meant to 
be a fun way for players, parents, coaches and volunteers to get an opportunity to socialize 
away from the rink in a relaxed environment.   There will be an opening event to launch the 
season, a mid-season get together and an end-of-season event.  
 
Depending on the level of interest in partaking in team-specific activities, these events can 
promote team building and develop long-lasting friendships and can include such things as 
development training, other sports/activities (bowling, swimming, watching a game), playing 
laser tag, etc.  Teams will sometimes have parties at the beginning of the year, around 
Halloween and/or Christmas and at the end of the year.  
 
Any activity or event initiated and/or planned by the Team must be sanctioned by submitting a 
BC Hockey Special Event Sanction form 
(https://www.bchockey.net/applicationforms/specialeventsanction.aspx)  
 
All of these extra activities involves team expenditures which the Team Manager can delegate 
with the Team Treasurer’s involvement.  
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7.  Photos 
 
Annual team photos will occur and Managers will be advised of the date and time at the 
beginning of the season. 
 
III.  Regular Season 
 
Administrative Tasks 
 
While many resources are available on-line to provide you with support, using a binder is 
recommended to store/organize your team’s personal information as well as the many forms 
required.  These include:  
 

- HCR Team/Team Staff roster  
- Contact list:  team members, CRFMHA Board Members, Referee In Chief (RIC) and Ref 

Allocators, VIAHA & BC Hockey key personnel 
- Game sheets (these are done on-line, but having a few extra would be good) 
- Hockey Canada Injury Report Forms 
- Player Medical Information Forms (ePact) 
- Relevant notices from VIAHA, BC Hockey, etc. 
- Referee pay scale 

* Note:  team Code of Conduct forms will be centrally stored with the Registrar 
 

1. Contact/Responsibility List 
 
Team Managers need to create and distribute a contact list containing players and their 
associated parents/guardians as well as the additional team personnel.    This list can be 
created on Goalline; however, prior to distributing at the beginning of the season, the Team 
Manager needs to ensure all contacts agree to being on the list.   Apart from tournament and 
game-related roster list requirements, unless authorized by the parent/guardian, this list is not to 
be distributed.  
 
2. Practice & Game Schedules  
 
At the season’s start, a review of CRFMHA’s website listing dates, times and locations of 
practices, home games and skill development times should be outlined to players/guardians. 
The schedule will be dynamic and likely posted 2 weeks in advance of scheduled ice time.  To 
ensure players’ presence, weekly schedule reminders can also be sent out.  
 
If you are playing an Away Game, rinks can be located by referencing BC’s Rink Locator and 
address links can be added to team communiques.  
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3. Medical Information  
 
Each player/parent/guardian is required to complete an online ePact medical form.   This task 
will be delegated to the Team Safety Person.  Managers and Team Safety personnel will be 
provided with access to retrieve a player’s medical information and history in the event of an 
injury or medical emergency.   Having a paper copy of these in the Manager’s binder is also 
convenient.  Ensure that you are aware of those players who may have allergies and/or other 
chronic health issues (ie. medication allergies; asthma).  
 
An emergency contact number that will be answered during a players’ ice time  is crucial, as--in 
the absence of a parent or guardian rink side during an emergency--a parent/guardian’s 
authority for treatment will be necessary if a child is taken to emergency.  
 
All medical forms MUST be shredded at the end of the season by the Safety Person. 
 
4. Accident & Insurance Reports  
 
In the case of an accident, an HC Injury Report must be submitted immediately following the 
incident or injury.  Forms at:  Hockey Canada Injury Report - BC Hockeyhttps://www.bchockey.net › 
AdminAppForms › Hockey Canada Injury Re....  Note the Referee and all game officials as well as the 
penalty type,  if this occurred.  
 

Blank copies of the form should be kept in your Manager’s binder. Should an accident occur, it 
is easier to fill the form out at the time of the accident than it is to track down details afterwards. 
 
5.  Code of Conduct 
 
Each player and guardian is required to sign a CRFMHA Code of Conduct form for the season.  
 
6.  Disputes  
 
In the event of a dispute, a player/parent/guardian should feel comfortable in approaching the 
Manager to act as an unbiased liaison to resolve an issue.   Again,  to ensure fairness and 
consistency, the Team Manager’s role is to offer a strong, inclusive link between themselves, 
coaches, parents, players and all participants.  These foundational skills will help to maintain 
open, respectful communication between all members throughout the season. 
 
In the event of an internal team issue arising, players and guardians should be directed to enact  “The 
24-Hour Rule” which directs parties to wait 24 hours prior to communicating (preferably in writing) with the 
Team Manager.  This allows an opportunity to step back and clear the initial emotional elements and 
address the actual issue to be resolved in a civilized manner.  
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In  the event of a dispute regarding officiating, the Referee in Chief (RIC) should be contacted. 
It  should be  noted that decisions made by refs during games are not subject to appeal; 
however,  can be outlined in the Game Report with the request for an  investigation. 
 
To work to resolve a dispute, the first attempt should be at team-level through open 
communication, consistency and mediation with both parties.  If the Team Manager requires 
assistance or clarification, please contact our Director of Managers managers@crfmha.ca. 
Director of Managers is the liaison between the Team Manager and the Board of Directors.  If 
there is a real or perceived conflict of interest with Director of Managers, the Team Manager 
may contact the VP Administration (vpadmin@crfmha.ca). 
 
IV.  Game Requirements  
 
As Team Manager, facilitating a smoothly run game is a key aspect.  In addition to being 
knowledgeable of VIAHA’s  game rules/regulations (2019-2020 Handbook - Section 3 - 
Regulations), the following tasks are also necessary:  
  
1.  Game Sheets  
 
eGame  sheets  (EGS) must be completed for every game:  exhibition, league & tournament 
(please review VIAHA Regulation #7:  Game Sheets.  Starting for the 2019/2020 season, our 
district will be using eGamesheets.  With support of CRFMHA’s Director of Managers 
(managers@crfmha.ca),  Team Managers and Head Coaches will need to register with 
HiSports! (https://hisports.app/) to access EGS’.   Unless delegated to another volunteer, Team 
Managers will be responsible for teaching parents/guardians how to use this tool in preparation 
to be scorekeepers.  Also, each team is responsible to supply an iPad or laptop device for home 
games (*apparently these get cold and may require some warming method like hotshots to stay 
warm at the rink).  
 
It’s the home Team Manager’s responsibility to ensure your team’s roster and team personnel 
(up  to 5  on the bench)  is  filled  out on  the EGS for each game.  Players’ and  volunteers’ 
subsequent  information (ie.  jersey  number, AP status) will be  automatically filled in.   Refs will 
also  have to be identified and once a game is finished, Team Managers and Refs must sign the 
EGS to ensure all information is accurate (if absent, the Coach or other registered Team 
Official).  
 
The EGS must be sent to the Commissioner within 24 hours of the game.  
 
To access the EGS and information and a tutorial to  use  it, please  refer  to the  following links: 
https://hisports.app/   and also:  E-Gamesheet   Also, if  any  problems  arise  or you  require 
further guidance, please consult with CRFMHA’s  Director of Managers (managers@crfmha.ca).  
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2.  Game Reports  
 
In addition to Game Sheets, Game Reports for exhibition, league & tournaments also need to 
be completed by the Team Manager.  These reports are used to: evaluate players for the 
seeding round; determine positions for play-offs; identify suspensions in the case of a major 
penalty and are also used to post official standings.  
 
Game Reports are available via VIAHA on-line at: Game Report  and should be sent to the 
Commissioner within 24 hours of game conclusion.  
 
3.  Score - & Time Keepers 
 
Each home game requires a Scorekeeper and someone on the game clock.   Team Managers 
are advised to delegate a volunteer Game Organizer to recruit parents/guardians to fill these 
two roles for every home game and hosting tournament games.  
 
Please review  information in VIAHA’s Regulations Handbook regarding game rules:  Regulation 
#6:  Timing of Games.  
 
CRFMHA  will host  practices and games at the following arenas:  
 
Panorama (A & B) 
Ian Stewart Complex (UVic) 
Pearkes (Gold & Green) 
Oak Bay Recreation Centre 
Save On Foods Memorial Centre (SOFA) 
Archie Browning Sports Centre 
Wurtele/Naden Arena 
Juan de Fuca (JDF) Arena 
Q Centre 
Westhills Arena 
Seaparc Leisure Complex 
 
In most facilities, the Home team may also be able to use the PA system for entertainment and 
sponsorship messaging.  Please refer to this ‘documents Appendix section to locate specific 
time clock instructions. 
 
4. Referees 
 
Our Referee-In-Chief (RIC) is responsible for assigning and overseeing all referees, linesmen 
and shadows within CRFMHA  (referee@crfmha.ca).  
 
To ensure your team has game officials booked, please follow these guidelines.  

13 

http://www.viaha.org/forms/coaching-GameReportForm%20Revised%202013.doc
mailto:referee@crfmha.ca


Every Sunday night the RIC will take the ice schedule off CRFMHA’s website. All ice times listed 
on Saturday or Sunday automatically get refs assigned. An email will be sent for your 
confirmation for the upcoming week. 

Refs are not assigned to unallocated slots, or free ice.  If you pick up an open slot to host an 
exhibition game, you will need to email the RIC and confirm that refs are needed; otherwise the 
RIC will assume it is a practice slot. 

If you ask for refs later than 9pm Monday, you should also confirm that the RIC has received the 
email and has assigned refs. 

If you have a game that is cancelled, please let the RIC know before 8pm on Thursday so that 
they can cancel the refs so your team will not be billed. If you have not done this, your team will 
be charged for the refs. 

If you are having a game between Monday and Friday, the RIC will also need to know, as these 
are normally practice slots and refs aren’t assigned. The rep games that are scheduled for a 
week day are the games that usually get missed. Please email and confirm all weekday games. 

For home games, it is the Team Managers responsibility to ensure refs are paid prior to the 
game start.  Each team will receive a cheque from the CRFMHA at the start of the season to 
cover the majority of your referee fees.  These funds are for *league games only.  Exhibition 
games are paid out of the general team finances.  Should you experience a shortfall for your 
regular league game payments, please contact the Association’s Treasurer for additional funds.  
 
For Island League (competitive) games, referees are paid based on VIAHA rates.  All other 
game fees are set by our Association and a schedule of fees will be available from our RIC and 
posted on the website. 
 
Any unused ref fees must be returned to the Treasurer at the end of the season.  
 
V.  Tournaments  
 
At the beginning of the season,  CRFMHA’s Directors of Recreational and Competitive hockey 
will communicate with teams regarding tournament possibilities.   It is also each team’s 
responsibility to look-up BC Hockey’s  full list of tournaments at:  www.bchockey.net.    It’s up to 
your team to decide upon which, if any, tournaments you would like to pursue.  
 
Game sheets and reports will need to be submitted following the tournament to the 
Commissioner.  

Teams participating in any Island tournaments will not be required to obtain game numbers from 
their commissioner. For off-Island tournaments, teams are required to get game numbers from 
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http://www.bchockey.net/


your VIAHA Commissioner (and you need to add it to the game sheet before the game starts 
i.e. there will be two game numbers on the game sheet) and obtain permission if it is during 
league/playoff weekends, other than a blackout weekend.  

 
Team Travel  
 
Unless there is a designated team tournament coordinator, the Team Manager needs to submit 
an  Interdistrict USA Tournament Travel Form  prior to any out-of-district (off Island) exhibition 
games or tournament travel outside your district, the province or to the United States. 

This form must be submitted to your District / Divisional Director at least 7 to 10 business days 
prior to the scheduled date of event. For play against teams in the United States, the teams 
must be registered members of USA Hockey (Regulation 3.11).  CRFMHA’s President must 
endorse all requests at the Minor Hockey level.  

Permission Slips 
 
For insurance reasons, permission slips may be required for team travel if parents are not 
attending.  Please enquire to the Director of Managers. 
 
Hosting Tournaments/Jamborees 
 
If your team is hosting a tournament or jamboree, this must be approved by VIAHA.  Once 
approved, VIAHA will forward to BCAHA for sanctioning.  Application form:  VIAHA 
Tournament/Jamboree Approval Form   Furthermore, please ensure that numbers are obtained 
for all of the games.  
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http://www.viaha.org/bulletins/2016-17%20Interdistrict%20%20USA%20Tournament%20Travel%20Form.pdf
http://www.viaha.org/tournaments/2017-2018-VIAHA%20Tournament-Jamboree%20Approval%20Form.docx
http://www.viaha.org/tournaments/2017-2018-VIAHA%20Tournament-Jamboree%20Approval%20Form.docx


 
Appendix 1 
 
Game Preparation & Management Outline  
 
Pre-game: 
 

❏ Communicate expected time of arrival for pre-game warm-up/preparation & arrive early to obtain 
dressing room number & keys 

❏ Make coaches aware of any absent players  
❏ If an away game, provide information of arena’s location (and map link if possible) 
❏ Ensure volunteers in place for dressing room 2-deep supervision, game clock & game sheet 
❏ Complete game sheet (with game number), provided to guest team, collected and brought to the 

game sheet keeper in their box 
❏ Ensure jersey colours don’t conflict with opponents’  
❏ Lock dressing room 

 
Game:  
 

❏ Ensure referee/linesmen payment prior to home game  
❏ Review game sheet to ensure information accurately reflects dressed players  
❏ Monitor off-ice conduct of parents and players 

 
Post Game: 
 

❏ Ensure dressing room supervisors in place and that area is left clean with key returned  
❏ Ensure everyone has a ride home (and has had a snack if younger team) 
❏ Submit eGame sheet to VIAHA female Commissioner 
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Appendix 2 
 
On-line Resources & Forms  
 
Vancouver Island Amateur Hockey Association - VIAHA:  
 
2019/20 Handbook:  http://www.viaha.org/forms/2019-2020%20Handbook%20-%20final.pdf 
Female Regional Policy:  Female Regional Policy 
2019/20 Policy Manual:  2019-2020 VIAHA Policy Manual 

- Complaint Submission 
- Dual Roster Consent Form 

Interdistrict/USA/Tournament Travel Form:   2016-17 & Game Form:  Interdistrict & USA Hockey 
Tournament Travel/Exhibition Game Form 
 
e-Pact Resources 
 
ePACT Quick How To Guide for Families is a visual step-by-step guide that can be used to help 
parents navigate the ePACT system. 
ePACT Template for Rostering & Team Officials 
ePACT Training Guide for Administrators/Managers 
 
Important Resources 
 
First Team Meeting Template (.doc)  (thank-you Peninsula MHA!) 
PMHA Team Budget Template  - sample guide for team treasurers (thank-you Peninsula MHA!) 
VIAHA Game Report Form 
Tournament Permission Letter   
Special Event Sanction Form, BC Hockey 
Hockey Canada Player Injury Report 
Hockey Canada Team Injury Log 
Skater's Equipment Checklist (Risk Management) - BC Hockey 
Hockey Canada Return to Play Form 
 
Sponsorship 
 
Sponsorship letters (introduction & thank you) - Yet to be completed  
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http://www.viaha.org/forms/2019-2020%20Handbook%20-%20final.pdf
http://www.viaha.org/female/Female%20Policy%202012-15-04.pdf
http://www.viaha.org/forms/2019-2020%20VIAHA%20Policy%20Manual%20.pdf
http://www.viaha.org/forms/Complaint%20Submission%20-%20VIAHA.pdf
http://www.viaha.org/forms/2017-VIAHA%20Dual%20Roster%20Consent%20Form.pdf
http://www.viaha.org/bulletins/2016-17%20Interdistrict%20%20USA%20Tournament%20Travel%20Form.pdf
http://www.viaha.org/forms/BCH%20Interdistrcit%20and%20USA%20Hockey%20Tournament%20Travel%20and%20Exhibition%20Game%20Sanction%20Request.pdf
http://www.viaha.org/forms/BCH%20Interdistrcit%20and%20USA%20Hockey%20Tournament%20Travel%20and%20Exhibition%20Game%20Sanction%20Request.pdf
https://pmha.bc.ca/wp-content/uploads/sites/1289/2018/09/ePACT_for_Families_-_quick_guide.pdf
https://pmha.bc.ca/wp-content/uploads/sites/1289/2018/09/ePACT_for_Families_-_quick_guide.pdf
https://pmha.bc.ca/wp-content/uploads/sites/1289/2018/07/ePACT_for_Families_-_quick_guide.pdf
https://pmha.bc.ca/wp-content/uploads/sites/1289/2018/07/Group_Admin_ePACT_Training_Guide_2_pages.pdf
https://pmha.bc.ca/first-team-meeting-template-final-sept-2018/
https://pmha.bc.ca/budget_template_pmha_final_august_2016/
http://www.viaha.org/forms/coaching-GameReportForm%20Revised%202013.pdf
https://pmha.bc.ca/tournament_permisson_letter/
http://www.bchockey.net/RiskManagement/SpecialEvents.aspx
https://pmha.bc.ca/wp-content/uploads/sites/1289/2018/09/hockey_canada_injury_report_form_2010-07-26.pdf
https://pmha.bc.ca/wp-content/uploads/sites/1289/2018/09/Hockey_Canada_Injury_Log.pdf
http://www.bchockey.net/Files/Equipment%20Checklist.pdf
http://fscs.rampinteractive.com/mayerthorpemha/files/association/Return%20to%20play%20form.pdf


 
 
 
 
 
 
 
 
Appendix 3 
 
Contacts  
 
CRFMHA Board of Directors:  2019 - 2020 

President:   Ian Fleetwood - president@crfmha.ca 
VP Administration:  Wes Crealock - vpadmin@crfmha.ca 
VP Operations:  Meagan Thompson - vpoperations@crfmha.ca 
Treasurer:  Kelly Chaplin - treasurer@crfmha.ca 
Secretary:  Lisa Parkes - secretary@crfmha.ca 
Registrar:  Laurie Wishart - registrar@crfmha.ca 
Safe & Risk Management:  Brian Christie - safety@crfmha.ca 
Referee-In-Chief (RIC):  Steve Marsh - referee@crfmha.ca 
Competitive Hockey:  Tammy Percival - competitive@crfmha.ca 
Recreation Hockey:  Kelly Finck - recreation@crfmha.ca 
Communications & Special Events - Kristen Kay - communications@crfmha.ca 
Coaching:  Bruce Tuck - coaching@crfmha.ca 
Development:  Dana Johnson - development@crfmha.ca 
Governance:  Lauren Syverson - governance@crfmha.ca 
Ice Allocation:  Geoff Gair - ice@crfmha.ca 
Tournaments:  Donna Perman - tournaments@crfmha.ca 
Equipment:  Beth Bladon - equipment@crfmha.ca 
Goaltending:  Reg Gladstone - goaltending@crfmha.ca 
Fundraising: Brad Amson - fundraising@crfmha.ca 
Managers:  Alison Davis - managers@crfmha.ca 

 
VIAHA:  Contact 

President:  Jim Humphrey - humphrey@islandnet.com 
VP South Island:   Nelly Brummit - nbrummit@viaha.org 
Female Zone Lead:  Laurie Wishart - FZVI@bchockey.net 
Female Regional A Commissioner:  Angela Innes - angelainnes@shaw.ca 
Female Midget C Coordinator:  Laurel Crawford - marshall.laurel@shaw.ca 
Female Bantam C Coordinator:  Shane Hogg - schogg@telus.net 
Female Peewee C Coordinator:  Vacant 
Female Atom Coordinator:  Isabel Grondin - grondini@camosun.bc.ca 
 
 

Appendix 4 - Arena Score Clocks (yet to be completed) 
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Westhills Arena 
Q Centre & Juan de Fuca 
Naden  
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http://www.jdfminorhockey.com/content/Westhills-Scoreboard-and-Clock
http://www.jdfminorhockey.com/content/Q-Centre-JDF-Scoreboard-and-Clock
http://www.jdfminorhockey.com/content/Naden-Scoreboard-Instructions

