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I. Introduction

Thank you for volunteering to manage your player’s Ringette team. Volunteers like you are the life blood of all not-for-profit organizations that will help ensure we deliver a quality program to the many families that make up the Fraser Valley Ringette Association.

We want to ensure that you have a great experience in your role as Team Manager. This manual has been put together to help you. Ringette is a team sport and as the season progresses communication will be important. Please contact us if you have any questions. 

Thanks again and have a great year. ( 

Director of Coaching

Rick Vanier
Key Contacts

FVRA Director of Coaching
Rick Vanier

778-808-3343

LMRL Referee in Chief
Michelle MacRae
michellemacrae@shaw.ca
604 944 8015 home
604 831 8015 cell


LMRL Division Managers

U10 – PCRMRA (TBA)
U10divisionmanager@lowermainlandringette.ca
U12 – Tanis Tapley

U12divisionmanager@lowermainlandringette.ca



Other FVRA Executive Members: www.fvringette.com / Contacts folder

Other FVRA Team Staff: www.fvringette.com / Coaches folder 

Important Dates

Lower Mainland Ringette Coaches Meeting Monday Dec 12, 2011 6:00PM



Bill Copeland Arena, 3676 Kensington Ave., Burnaby, BC V5B 4Z6

Useful Websites

· www.fvringette.com 

· www.lowermainlandringette.ca  

· www.bcringette.org
II.  SEQ CHAPTER \h \r 1Getting Started

Your Role and Volunteers
A Manager’s role is to work closely with the Coach and keep the team organized and running smoothly. Start by discussing the Coach’s expectations in terms of communication and decision making. Open lines of communication between a Coach and Manager are crucial. Each year, in late September, a meeting will be held for Coaches and Managers. It is important that both the Coach and the Manager attend as important information will be shared at this meeting. 
The Manager will need to delegate many tasks to other parents on the team. It is a group effort and if everyone contributes the year is much more enjoyable for all. It is important to communicate early on that every family is expected to volunteer to support the team. The following is a list of some of the volunteer positions that you may wish to fill:
· Treasurer (1 person): responsible for finalizing the team budget, opening the team account, collecting player fees, and managing and tracking the team’s finances throughout the year.
· Game Day Coordinator (1 or 2 people): responsible for game sheets and the coordination of all home game scorekeepers, clock and shot clock;  securing shot clocks remotes etc.
· Out-of-town Tournament Coordinator (1 person): responsible for out of town accommodations and meal planning while away (pot-luck meals and/or restaurant reservations, fun team events).
· Fundraising Coordinator: responsible for coordinating any additional fundraising initiatives undertaken by the team.
· Social Convener (1 or 2 people): responsible for organizing team social events throughout the season (Christmas party, year-end party etc.) and buying end of year gifts for bench staff and players, as decided with the team.
Tip - Delegation of Duties: a good rule of thumb is to have each family take on one task. This spreads the work around and makes for a more enjoyable experience for all families. Getting parents involved also help parents understand the workings of a Ringette team (resulting in more empathy). The experience parents obtain during the season will also ensure FVRA has lots of trained volunteers in future years. 

Manager’s Checklist: see Appendix A 
Team Meeting
As soon as the team has been formed discuss the timing, location and goals for the first team meeting with the Coach. 

FVRA teams often use the team meeting as an opportunity for the players to bond in addition to sharing key information with parents. If someone is able to volunteer their home for such a meeting where the players can have a separate space this can be ideal. The parents will need to have a quiet place to discuss the plan and expectations for the year. 
Sportsplex also has a meeting room available; e-mail the FVRA Ice Scheduler to book this room.
The following is a list of the topics that are typically addressed at this meeting:
· introduction of the parents/players
· introduction of bench staff (i.e. Assistant Coaches, Manager, Trainer) and their roles
· Coach’s philosophy
· code of conduct for the players, the parents, the Coach and the officials
· communication
· parent contact information
· attendance
· dressing room
· captains, assistant captains
· tournament plans
· finances (if the team fees are known and communicated in advance cheques can be collected)
· fundraising plans
· volunteer sign up
· medical information sheet 
Qualifications: 

Contact the Director of Coaching should you have any questions regarding qualifications.

Any costs incurred in obtaining your qualifications will be reimbursed, simply submit your receipt to the FVRA Treasurer upon successful completion.

Manager’s Certification Program

All team managers are required to be certified through Ringette Canada's Manager's Certification Program. 

Ringette has developed a complete training program for managers in order to address the special skills which managers must have in order to perform their job. It is a completely online program and is available directly from Ringette Canada through the coachingringette.ca website. The course involves reading a handbook and completing the accompanying test.
Prevention in Motion

All bench staff (U9 to U19) are required to be certified in BCRA’s Prevention in Motion or any of the following certification equivalent courses. The deadline for bench staff qualifications is January 1 of the current playing season. Note: Acceptance is based on proof of completion/certification for a program in 2005 or later:

· "More Than Just A Game" - BC Ringette

· “Prevention in Motion” – All Canadian Red Cross certifications from other organizations (not just sports).

· “Prevention in Motion” – Canadian Red Cross On-Line Certification Program (specific details)

· "Respect in Sport" On-Line Certification Program (specific details)  

· “Speak Out” – Hockey Canada Certification Program 

Criminal Record Check (CRC)

All Coaches, bench volunteers and Executive over the age of 19 are required to have a criminal records check done by December 1. CRC’s are valid for three years.
To complete a CRC the following needs to be done:

1.) take a copy of the FVRA CRC volunteer letter (with this you will not be charged $25); this is available at www.fvringette.com / Coaches folder

2.) take two pieces of ID (showing your picture, date of birth and address) – i.e. drivers license 

3.) go to a local RCMP community branches

· www.bc.rcmp.ca/ViewPage.action?siteNodeId=27&languageId=1&contentId=-1 
Please remember to complete both the Criminal Record Check form and the Vulnerable Sector form. In Part 2 of the CRC form you will need to input the following information:

· Jeaneen Briner, President, Fraser Valley Ringette Association

· PO Box 61591, Langley, BC  V3A 8C8 

The RCMP will complete the forms and mail directly to the FVRA President. 

Coaching and Bench Staff Qualifications & Training: 

Ensure your coaches and bench staff have the required certification for your team’s level of play. All related information including course dates & locations can be found at:

· www.bcringette.org / Sport Development / Coaches

It is essential that by January 8 (or the date specified in a given year) all bench staff have obtained the necessary certifications. Questions regarding qualifications can also be put to our Director of Coaching.

**It is required by BCRA for ALL Coaches & other on-ice staff to wear CSA approved helmets at all times while on the ice**

**All volunteers under the age of 19 MUST wear helmets on the ice AND on the bench**
Karelo Team Roster
As soon as the team roster has been established and bench staff identified, the Manager should forward the list of players (names only) and bench staff (name, address, postal code, phone number and date of birth) to the FVRA Registrar. 

The FVRA Registrar will then enter all information into the BCRA registration system (Karelo) and supply each team with an official team roster. It is critical the Coach and Manager review the Karelo team roster and ensure all the information is accurate. Deadline for roster changes is November 15 except U9-Bunnies in which case late registration is accepted until December 1.
This document will need to be supplied when registering for tournaments.
Additional Notes on Rosters and Picking up Players

All teams (U9 to U19) can have a maximum of 18 players on their rosters. Open and Masters can have 22. Once your roster is set and submitted to FVRA you can not have more than that number of players at a game. - ie) Your roster has 12 players but your coach wants to take a couple extra players to a tournament – this is not allowed.

You may call up players from other teams if you are short players but you cannot use a player who is in a division higher than yours – ie) a U10-Novice team cannot have a U12-Petite player nor can you use a player who is on a higher caliber team even if they are in a lower division - ie) a U16-Junior B Division team cannot use a U14-Tween A Division player. 
You may only use a specific player from another team for 3 league games and 1 tournament – so be sure to monitor who is playing for your team. Once they are over their limits they become a member of the team with whom they have ‘played up’ and the other coach will not be happy. If your team wants to ‘borrow’ a player the Coach must first discuss it with the other team’s coach before the player is asked. 
A player can only play up one division – ie) you cannot have a U12-Petite player play on a U16-Junior team – this is a BC Ringette rule and voids the insurance – don’t take that chance. 
Team Contact Card

A team contact card is generally provided to each parent early in the year in order to facilitate communication amongst the team. It is a good idea to print a draft and have the information double checked by parents. Once approved print a sufficient number of wallet sized cards for each parent with sufficient space between the cards on each page to allow for the lamination to form a seal before being cut out. Lamination can be done at most business supply stores.
Forms:

Ensure distribution and submission of all required forms. Player Medical Information Forms & Codes of Conduct are to be kept by the coach or manager at all games & practices. It is suggested that Player Medical Information Forms are kept in a sealed envelope & only opened if needed. You may choose to keep your Player Medical Information Forms with the First Aid kit in the team equipment bag.
Emergency Action Plan (EAP): a copy of the EAP should be kept in the First Aid Kit. The manager or head coach should also have a copy. 

III. Tournaments

All BCRA sanctioned tournaments require a Karelo team roster (see above for details). If you have any changes to your roster – players, coaches & any other bench staff – please contact the FVRA Registrar. Some tournaments require a Team Adjustment form to be submitted at the time of team check-in.
REGISTER EARLY if the Coach has not already done so on behalf of your team. Some tournaments are first come, first served while others are invitational and your spot may not be guaranteed even with early registration.

As soon as a Manager is appointed they should ensure that the Coach decides what tournaments they’d like to attend and begin the registration process. It may not be possible to complete the team roster or bench staff list if registration is done prior to the team being finalized but complete as much information as possible and, if a cheque is required, you may consider sending a post dated cheque from your personal account. Keep track of all tournaments that the team has registered for and the deadlines to update the roster and bench staff, to send payment if applicable. You should also note the deadline for withdrawal without penalty in case your Coach wishes the team to apply for extra tournaments in case you are not accepted to your first choices.
It is also important to book accommodation as soon as it is possible to do so. 
List of BC Sanctioned Tournaments: www.bcringette.org / Competitions folder

It is important to let the ice scheduler know what tournaments you may be attending as soon as possible so that games and practices will not be scheduled while your team is unavailable.

Provincials (Tween to Open): go to www.bcringette.org / Competitions folder

Commitment to attend form must be completed by the Head Coach only, no assistant coach or manager may complete this form.
IV. Communication
Ongoing team communication is the most important role a Manager plays. Regular updates on schedules and locations can be communicated by email, by using an automated calendar or both – depending on the parents’ preference.

The team’s schedule will be communicated to the Manager as follows:

· Practice information: posted to FVRA web site

· LMRL game information: posted to the LMRL web
Parents should be told at the first meeting that they need to notify both the Manager and the Coach as soon as possible if their player will be unavailable for a game or a practice so that the necessary adjustments can be made and replacement players found, if necessary.

The Coach may wish to communicate with parents throughout the year either through email messages or additional team meetings. 

Complaints/Problems: 

As a Manager you should encourage communication if you sense that there are misunderstandings developing. It is preferable that any issues that arise on a team can be dealt with through direct and open communication as early as possible.

Players and parents are encouraged to deal directly with the Head Coach or Manager

if there is a problem to be addressed. If they are not comfortable dealing directly within the team they can contact one of the Executive and we will do our best to positively resolve the situation.

Problems need to be dealt with promptly and without bias to ensure the players have a positive season!

· Never bring complaints to the coaching staff before a game.

· Never bring your complaints or negative comments into the dressing room.

· Always treat the Coaches & officials with respect

Tip: Use The 24-Hour Rule: If a parent has something to say to a team official (that could be contentious) wait 24 hours after the event or the game before discussing it. By this time, everyone will have a better perspective and a lot of arguments naturally are eliminated in the process. Hockey is an emotional game. It's best to let the emotions simmer before talking to a team official. 
V. At the Arena

Dressing Room Security/Etiquette: 


FVRA Dressing Room Policy: see Appendix B
Managers need to enforce the no phones or cameras policy in the dressing room. This is a Ringette Canada rule intended to protect the privacy of the players and should be strictly enforced - No exceptions. Players and adults are expected to keep all phones put away (pocket or purse) and step out of the dressing room to answer or make calls or retrieve messages. Have a team mom check in on the players periodically to ensure the players are behaving appropriately & there are no problems.
For Divisions U12 and higher no males are permitted in the dressing rooms. Players can come out to get their skates tied or for help with goalie equipment. Male coaches can come in and deliver their pre-game routine after being given the all clear by the manager.

Upon arrival for games or practices the Manager will need to secure a dressing room and a key. The Manager should ensure that the players are supervised while getting ready and that no one enters the room until the players have dressed completely. It is recommended that two or more people be present in the dressing room with the players whenever possible.
It is the Manager’s responsibility to lock the dressing room while the players are on the ice and to unlock it when they come off the ice.

A sign for the dressing room door can be useful so parents know which dressing room has been assigned.

Scorekeeping & Timekeeping:
This is the responsibility of the home team to provide the scorekeeper and timekeeper for all LMRL games. Ensure all parents are trained to run the time clock and understand how to fill out the Game Report. You can cover this at a parent meeting and may want to go over time clock operation at a team practice. 
Official Game Report
Games Reports need to be filled out for home games and provided to the away team for completion. Bench staff (usually Head Coach) from each team must sign the Game Report. 
What to do with copies of the Game Report (after the game)
Buff (orange): give to home team
Pink: give to visiting team

Canary (pink): give to home association

White: mail to LMRL RIC, 3476 Wellington St, Port Coquitlam, BC  V3B 3Y2 
Posting Game Results on the LMRL web site at www.lowermainlandringette.ca : 

The home team is required to post game results ASAP following each game.
· To enable them to do this each team (coach) will be e-mailed their LMRL Login & Password
Game Reports – Information from LMRL Referee in Chief (RIC):

All Game Reports must be mailed (not scanned and emailed) to the RIC at the end of each playing week. Please do not hang onto them as they end up lost in a coaching bag, and don't hang onto them and send big batches once a month. The RIC needs to see in a timely fashion. 
All Game Reports where an official has kept the top white copy to write up a game summary/report will be sent to me by the official(s) - they have their own procedures to follow. 
Most importantly: all Game Reports MUST HAVE A GAME # in the top right hand corner or they will be sent back to the home Association. Considerable amounts of time goes into taking stats and reading through each Game Report and the RIC does not have the time nor desire to look up the game #'s for ones that come to them blank, no game #, no divisions, no rink, no date/time, no coaches, and very occasionally no refs have signed.

Each association should consider holding a minor officials clinic to ensure that at least 1 person from every team (U9-Bunny to 19+ Open) knows how to keep proper time/score/shot clock. These clinics can be run by your RIC or senior officials in your local Associations or please don't hesitate to contact me for assistance in getting this done.

Each person on the team who gets trained can then be responsible for ensuring that all the other parents get proper training as well and so on and so on. This will only help the game of Ringette. We will have more time to play the actual game, less time wasted in trying to get warm up times, 1/2 times, penalty times up / off etc. Game Reports will be filled out properly and with a pen that goes through all 4 copies, and shot clock operators will have confidence in what they are doing. UTOPIA!
Shot Clock: 
Rules: www.fvringette.com / Coaches folder (scroll to bottom)
· Used in divisions U12 and higher.

Post-Game Nutrition

Some teams like to arrange for post-game nutrition. This can be coordinated by the social convenor and be assigned to a different family for each game or it can be assigned to the fundraising coordinator with snacks sold and the proceeds put toward team expenses. Nutritionally, it is recommended that the players eat and drink a combination of carbohydrates and protein within a half hour of coming off the ice.

VI. Team Administration

Keeping Track

As a Manager you will want to use some tools to stay organized. It is a good idea to create a binder with the following forms and documentation handy:
· Team contact list

· Karelo roster 

· Contact lists - FVRA, LMRL, other teams 

· Schedules - practices, games, and parent volunteers 

· Game sheets – including blanks and extra labels 

· Notices 

· Arena information, maps etc 

· Current financial information 

· Tournament details

· Medical Information Forms (confidential) 

· Injury Report Forms 

Team Web Site

Many teams now use a team web site to help with communication: schedules, goalie rotation, scorekeeper/timekeeper duties, e-mails, team event reminders, contact information etc. these web sites also contain arena addresses and directions which many parents need for away games. At season start, ensure all parents approve of any personal information shared on a team web site.
· Examples (free sites): www.teampages.com; www.hometeamsonline.com  

Email lists

Create a team email list and a bench staff email list so you can easily send email updates

Tracking Table 
Create a table with each players’ name and the various documents/information you are awaiting so you can make note of when an item or reply has been received (e.g. if you are awaiting team fees or a reply as to a player’s availability for an extra practice).

Expenses

Keep track of any expenses you have incurred on behalf of the team and submit receipts to the treasurer for reimbursement. Note when the reimbursement has been received.

Finances

A budget will need to be drafted at the outset and will reflect the team fees and any fundraising on the revenue side and the tournament fees and miscellaneous other items on the expense side. Competitive teams will generally enter more tournaments and have other expenses that require higher team fees than recreational teams.

The team treasurer will be responsible for tracking and managing expenses. 

Fundraising

Team may decide to fundraise to help pay for team expenses such as attending tournaments.
· Bottle drive: see Appendix C for details

Off Ice Team Activities
Some teams will want to do it all: fundraising, tournaments, parties; while others are more low-key. It’s important to take the pulse of the group at the start of the season to see what the consensus is. 
Activities to help with team building, relationships and fun outside of Ringette: 
· Dry land training

· Team Parties: Halloween, Christmas, End of Year

Christmas party tip: A fun way to handle gifts

- put a $10 limit on Christmas gifts (you can also choose a theme… i.e. something fun or wacky). All children attending bring one wrapped gift (including siblings). All presents go under the tree. All the kids’ names are put in a hat and the kids sit in a semi circle around the tree. First name drawn picks a present (does not open). Next name drawn can take the present already picked or one left under the tree. If they take one from another child, that child then picks a new one from under the tree. Next name drawn does the same. Last person to pick can take any present already picked or last one from under the tree.  

Ice Scheduling
Each FVRA team is allocated a set amount of ice times at the beginning of the year. These hours are used for practices and are covered by registration fees. 
The FVRA Ice Scheduler will schedule all team practices.

The LMRL Ice Scheduler will schedule all League games.

The FVRA Ice Scheduler needs a team’s tournament dates as soon as possible to ensure no conflicts are scheduled.

Ice Cancellation

Practices: what is process?
LMRL Games: what is process?

Photo Day

A photo is included with each player’s registration fee. You will be notified of the date in advance. It usually takes place in October or November. You will need to inform the parents of the photo shoot schedule and location, ensure that everyone is wearing the appropriate jersey colour and brings their full equipment including skates.

Team Sponsorship
Information is available on our website and can be downloaded for anyone wishing to pursue team sponsorship.
VII. Equipment

The team is responsible for the safekeeping of this equipment and you should make note of the equipment received. At the end of the year, all equipment received must be returned in full and in good condition.
To start the season, each team will be given:

· Rings – to be returned at end of season

· First Aid Kit – to be returned at end of season

FVRA also loans out goalie equipment – to be returned at end of season

Jersey Distribution

At the start of the season all players will be provided with both home and away jerseys. Parents provided FVRA with a $150 Jersey Deposit when they registered and this is held by the Registrar. At the end of the season if any jerseys are not returned the team is to notify the FVRA Equipment Manager. All jerseys will have name bars removed and be washed prior to return.  

Care of Jerseys

· Jerseys must be hung to dry after washing.

· Nothing is to be ironed on the Jersey (i.e. name bars)

Tip - Name Bars: should be sewn at bottom of jersey.

Water Bottles 

Players are to bring their own water bottle to each ice session. It is also important not to share water bottles as this poses a risk of serious illness. After each session, wash the bottle well using a bottle brush and warm, soapy water; rinse and dry thoroughly each day.
Ordering Name Bars - To purchase call:

· Blatzy’s (located at Twin Rinks)



Tel: 604-534-8693

· Offside Pro Shops (located at Sportsplex)

Tel: 604-513-8693

FVRA has home and away jerseys so parents will normally want a white and a black name bar. Lead time is about 1 week.

Ordering FVRA Custom Ringette Pants & Jackets (Teamware)

· www.fvringette.com / Clothing folder

· Streamline Ringette – Sharon Smit 604-856-7067 www.streamlineringette.com 
You will need to decide:

· What to put on jacket – person name (first or last) or team name

· font, size, colour and where to put stitching (nape of back or on sleeve), 

· all upper case or upper and lower case

VIII. Helpful Links
Fraser Valley Ringette Association www.fvringette.com

visit often for Practice and Game schedules, contact information and MORE

Lower Mainland Ringette League (LMRL): www.lowermainlandringette.ca
Game Schedules

League standings

Maps for all LMRL Arenas

AA Program Info

Game rules

Equipment

BC Ringette Association (BCRA): www.bcringette.org

Coach Qualification requirements detailed for each level of play

Training schedule & course descriptions (coaching, manager)

List of Sanctioned Tournaments
Game rules

Equipment

Coaching resources

On-line forms

Ringette Canada: www.ringette.ca 
LTAD information

Coach Qualification requirements

Ringette at the National & International level
Forms

Medical Information Form


Code of Conducts

Custom Mosspro Game Pants & Other Ringette Equipment 
Streamline Ringette: www.streamlineringette.com - Contact Sharon 604-856-7067
Appendix A
Manager’s Checklist

	Done
	Task
	Deadline
	Notes

	
	ITEMS TO BE DONE ASAP
	
	

	
	Register for selected tournaments
	ASAP
	

	
	Book tournament accommodations
	ASAP
	

	
	Send tournament registration fees
	By deadline
	

	
	Send Karelo team roster 

to tournament organizer
	By deadline
	

	
	Notify Ice Scheduler of tournaments
	ASAP
	

	
	ITEMS TO BE DONE IN SEPT
	
	

	
	Prepare for Team Meeting 
	For1st meeting
	Together with Coach

	
	Email forms for completion prior to first meeting
	
	

	
	Draft Team Contact List
	For1st meeting
	To be verified by parents

	
	Get Medical Information Sheets and provide copies for trainer
	For1st meeting
	

	
	Have bench staff added to 

Karelo Team roster
	By deadline
	

	
	Attend Coach’s/Manager’s Meeting
	Sept
	

	
	ONGOING
	
	

	
	Set up Google or Outlook Calendar and send weekly updates by email
	
	Practices, games, tournaments, off-ice training, goalie clinics

	
	Team Contact Cards
	
	Laminate and distribute

	
	Set up bank account, prepare budget and collect player fees
	
	Treasurer

	
	Prepare Game Sheet labels and get Game Sheets
	
	Game Day Coordinator

	
	Complete Criminal Records Check
	ASAP
	

	
	Send Letter of Intent and Cheque for Provincials (for competitive teams)
	By Deadline


	

	
	Ensure bench staff qualifications
	By Deadline
	

	
	Coordinate Game Days
	
	Game Day Coordinator

	
	Post game results and deliver games sheets
	
	Game Day Coordinator

	
	Coordinate Social Events
	
	Social Convenor

	
	Coordinate Tournament Itineraries
	
	Tournament Coordinator


Appendix B
FRASER VALLEY RINGETTE ASSOCIATION

DRESSING ROOM POLICY

Players need to build camaraderie and the dressing room is a great place to do so but we need to make sure our kids are being respectful of their teammates, parents, opposing players and themselves.

Dressing rooms should be a restricted area for the exclusive use of players to change into their equipment and uniforms, share the team experience, and expect privacy. In general, access to team dressing rooms is limited to designated team officials, players, coaches, managers, trainers or designated female parents. Without exception, at least one member of the team staff present in the dressing room must be an adult female.

The dressing room is also an area for the players to build team spirit, to physically and mentally prepare and focus on game preparation and strategies, and to receive instructions and direction from the Coach and team management staff.

Parents, siblings, friends and other persons should not infringe upon the dressing room privacy of our players as they dress and prepare for a game or after a game.

· No male coaches or parent is permitted in the dressing room while the players are getting dressed (U12 Petite level and above).

· There should be at least one adult female in the dressing room at all times.

· Players must be fully dressed at least 10 minutes before ice time so the coaches can enter and discuss the game with the players.

· No cameras/video cameras or pictures of any kind are to be taken while players are undressed or changing.

· Voices will be kept to a reasonable level. No screaming or yelling.

· No graffiti or vandalism or any sort to walls, benches, bathrooms or showers.

· No swearing or rude language of any kind.

· Fighting, badmouthing and general abuse of fellow players will not be tolerated.

· No alcohol or tobacco.

· Garbage must be cleaned up before you leave the change room. No tape left stuck to anything.  Leave the dressing room the same way you would expect it to be when you arrive – clean.

All participants in the Fraser Valley Ringette Association are expected to adhere to these guidelines at all times.

Appendix C




Bottle Drives Made Easy

Bottle drives are a great way to raise money. 

Key benefits: the players are actively involved, great team building activity, parents get to know each other better, limited time commitment, not targeting family and friends. 

Key disadvantages: need all players to be available at same time, messy activity, needs decent weather.

How much can you raise? A good rule of thumb is a team of 12 can expect to raise $400 to $600.

· However, with good planning, this number can easily be increased to $600 to $800.

How much time is involved? About 4.5 hours (8:30AM to 1:00PM)

· 8:30AM meet, split into teams and confirm neighbourhoods

· collect for three hours: 9AM to 12PM; allow another hour to finish sorting

· one person will need to be available until bottles are picked up

When should you go? 

· After a festive holiday (Thanksgiving, Halloween, Christmas/New Years, Super Bowl)

· Time: on the weekend, the best time is 9-10:30AM.

How to get started?

· Contact the Langley Bottle Depot: 20137 Industrial Ave; tel: 604-530-0131; Hours: Mon to Sat 8:30AM-5:30PM; Sun 10AM-4PM (closed holidays)  

· They will have an information package for you (it is also on their web site)

· Web site: http://www.langleybottledepot.com/contacts.html
· They will supply you with bags, corrugate and pick up your bottles! 

· They can ensure no other organizations are scheduled in your target area on your date

Where will you sort the bottles? You will need a parent to volunteer their place.

· You will need a large yard and sorting this is a smelly and dirty operation.

How many trucks are needed? You will want to have 2 or 3 players per vehicle. One adult driving is OK; remaining adults can sort (especially after the first drop).

What should the players say? Something like: “Good morning. We are with Langley Minor Hockey and we are doing a bottle drive to help pay for XXXXX. Do you have any bottles you would like to donate?” Please remind The players to say “Thank you” as they are leaving! 

How do you know what to sort? Langley Bottle Depot will explain this very clearly

· Below is a short summary you can print and pass out to the other parents who are sorting

· As you get started at 9AM it is also important that you get your sorting areas organized

Other Tips

· Players should wear jerseys and can practice their pitch on the drive to the first collection area 

· Have all players hit their neighbourhood in the evening a day or two before the scheduled bottle drive. This will get your bottle drive off to a great start and give sorters something to do at 9AM. 

· You may want to order in pizza for lunch. Each family can chip in $5. Straight cheese pizzas are the best option for younger kids with perhaps some pepperoni as a second option.

· Sorting table: a sheet of plywood (with 2” edge around it), waist height, is ideal for sorting

Supplies

· latex gloves: Costco sells boxes of 200 for under $8.00

· a couple containers of wipes (this is a messy job)

· 50 large plastic garbage bags (ideally clear) for kids to carry when knocking on doors

· 4 large felt pens, 15 sheets of blank paper, 1 roll of duct tape

· bottled water, juice and snacks for when participants when they return to drop bottles collected

· 2 plastic pails (to pour liquids into for easy disposal) 

Bottle Drive Sorting Tips

All containers MUST BE EMPTY; empty in pails provided.

DO NOT mix alcoholic and non-alcoholic beverage containers.

Caps on bottles do not matter.

Focus on 6 main sorts (95% of what will be collected):

1. pop cans = 288 per bag 

2. beer cans = 288 per bag 

3. plastic over 1L (NOT including 1L) = 50 per bag 

4. plastic up to 1L (including 1L) = 150 per bag (tight fit) 

5. beer bottles = leave in cases 

6. glass wine and spirit bottles = see below 

Once you have counted a bag (i.e. pop cans = 288), you can then fill the next bag to the same level (not have to count). This will speed the sorting/counting up considerably.

Of the remaining items (juice boxes, gable top, pouches, bag in box, and tin cans), combine in 1 bag. We will be credited $10 each for full bags.

Loose beer bottles: separate brown from all other colours and box in cardboard boxes provided

Glass wine and spirit bottles: stack by size (up to 1L; over 1L) by pallet.

· Count, mark sheet and then place in pallet container 

Tie bags twice tightly to prevent spillage.

Pick Up: glass items first (beer bottles, then wine bottles, then juice boxes). Next will be large bags of aluminum and plastic.
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