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    MANAGER’S SUGGESTED DUTIES TMHI 2017/2018 
 
 
First Steps…. 

1. VERY IMPORTANT: Submit the team list for approval from TMHI and OMHA through 
the Rep/AE Convenor – rep_ae@tmhi.org 

2. Training information for coaching staff.  If needed this will be told to you by OMHA 
rep before roster is approved- rep_ae@tmhi.org.  

3. Specify to coach if you are an ON ICE or OFF ICE manager. 
4. Put together a team contact list for parents and distribute.  Can be on small 

laminated cards to keep in your vehicle.  (player’s names, parent’s names, phone 
numbers, email addresses) Template found here. 

5. Ensure all bench staff and ice helpers have police checks and declarations 
complete.  Contact vp_admin@tmhi.org for confirmation of required information.  
NO BENCH STAFF, OR ICE HELPERS, INCLUDING COACHES WILL BE ADMITTED ON 
THE ICE PAST NOVEMBER 30TH WITHOUT A POLICE CHECK AND DECLARATION.  
Declaration form found here. See further below for instructions as well. 

6. Find tournaments, or consult coach for tournaments and dates, book hotels.  
Ensure to let the convener know, either rep_ae@tmhi.org, or 
localleague@tmhi.org,  so this information can be passed along to the scheduler.  
Try to book tournaments during Tillsonburg’s blackout periods so as to not lose 
home ice time. 

7. RESPECT course must be completed once by each parent….ensure this has been 
completed by asking. 

8. Provide medical forms, printed and collected from players for the trainer. 
9. Prepare the fee list, get parents to initial by each name when paid, then you won’t 

have anyone stating they already paid.  Team list template sample found here. 
10. Get a holiday schedule from parents and players to have a good idea if you will be 

missing any players for games….pass this information to the coach. 
11. Budget 
12. Delegate a parent on the team to take pictures throughout the year and submit 

them to vp_admin@tmhi.org for the player banquet.  If this is done periodically 
throughout the year, you won’t be frantic in the end, or simply not have any. 

13. Delegate a parent or yourself to manage the team site on TMHI website.  Update 
stats, follow games, write small fun articles for other teams to see!  Get access to 
website through Dan Behman at vp_com@tmhi.org.  

14. Delegate fundraisers. 
15. Submit a financial statement to VP of Communications/ VP of Finance at the end of 

the season. 
 

Each Game…. 
 

• Prepare the game sheet for game. Template for team attached. 

mailto:rep_ae@tmhi.org
mailto:rep_ae@tmhi.org
https://tmhi.org/Public/Documents/Manager%20Resources/TMHI_parent_card_template.docx
mailto:vp_admin@tmhi.org
https://tmhi.org/Forms/1469/Volunteer_Declaration_Form/
mailto:rep_ae@tmhi.org
mailto:localleague@tmhi.org
https://tmhi.org/Public/Documents/Manager%20Resources/TMHI_Contact_List_-_Blank_Template.xls
mailto:vp_admin@tmhi.org
mailto:vp_com@tmhi.org
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• Jerseys….either coaches, players, or manager, wash and bring jerseys to 
each game. 

• Email the team for schedule changes. 
• Ensure water bottles are washed and brought to games. 
• Organize any player awards/game awards to be given out by coaching staff. 
• Conveners should be notified of injuries, suspensions, discipline hearings 
• For Rep teams, the manager is responsible to pay the referees. 

 
 
"You don't inspire your teammates by showing them how amazing you are.  You inspire by showing them how 
amazing they are." 
--Robyn Benincasa 

 
 

 
 

 
 
 
 
                         The Volunteer Declaration Form  
 
 
 
  

1)  Go to www.tmhi.org in your web browser  
2)  Hover your mouse over “Operations” as shown here (note that this may not work well on a  
phone or a tablet – its best to use a computer with a mouse):  
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3)  Hover your mouse over “Forms” as found in the Operations menu: 

 
  
  
  
  
 

 

4) Click on “Volunteer Declaration Form”  

5) Fill out all the fields in the form and click “Submit Form”  
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 Welcome to the 2017/2018 TMHI hockey season! 
  
  
  
 


