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Welcome New and Returning Team Managers! 
 

 

The following guide was put together for you to use as a resource throughout the season. This 

guide is updated regularly so be sure you have the latest version, found by clicking 'Team 

Managers Resources' on the main CUFC website.  

 
Depending on whether you have a new team, a returning team, your coach’s level of 

involvement, and your other team parents’ level of involvement, you may or may not be 

responsible for everything contained in this outline. In most cases, other team parents will be 

more than willing to help if you simply ask for what you need.  

 

Note that some sections may only apply to certain levels of play:  

Level I – Academy  

Level II – Classic  

Level III – Elite  

 

Thank you for volunteering your time.  Your efforts to support your team and 

Chesterfield United are greatly appreciated!  

 

If you need any assistance outside of this reference, please do not hesitate to ask.  

 

Send any feedback on this handbook to: office@chesterfieldunited.com   

mailto:office@chesterfieldunited.com
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Seasonal Timeline 

 
PRE Season  

 

1. Familiarize yourself with Team Manager Manual and online Team Manager Resources 
2. Fill out CUFC Volunteer application online.  
3. Fill out/update Risk Management Profile and ensure other team adults have RM done  
4. Contact all players once rosters are posted and introduce yourself as Team Manager 
5. Provide contact list to all players/parents. 
6. Track uniform needs and orders – all uniforms orders are placed by the CUFC office  
7. Contact team coach and arrange pre-season meeting. 
8. Inventory first aid supplies and request necessary items from office. 
9. Apply to Fall tournaments as directed by coach and club. 
10. Arrange team pre-season meeting as directed by coach. 
11. Notify team of practice schedule when available. 

 
 

During and Throughout the Season  

 

1. Notify parents as soon as possible of tournaments in which the team will participate. 
2. Communicate game schedule to team. 
3. Contact opposing team’s manager to confirm game time, field and uniform color. 
4. Bring player cards and rosters to all games, or arrange for another parent to be 

responsible for this. 
5. Record match results using club form and league form, if required. 
6. Submit match results to club online and as directed by league  
7. Serve as communication hub for all delays, inclement weather, and other changes  
8. Maintain constant communication with coaching staff and parents-you are the 

communication link between the two.  
9. Assist league officials with communicating information to your team parents  
10. Send directions or field physical address to parents if your team is playing 'Away'  

 
 

As the Season Ends  

 

1 Communicate tryout and camp information to players and parents. 
2 Communicate areas of concern or players at risk to club. 
3 Turn in Binders, Player Passes, and Equipment  
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I.  What is a Team Manager?  

The Team Manager is a volunteer position that is key in creating and maintaining competitive 
travel teams.  In turn, competitive travel teams are a key element of the Chesterfield United FC 
mission.  

The Team Manager generally provides:  

 Liaison between CUFC, the coach and the team (parents & players)  

 Team administration  

 Keeper of The Binder 
 
CUFC Team Managers do not select players, run practices, or make game or tournament 
decisions – that is the role of the coach.  Team Managers focus on communications and 
administration, thereby freeing the coach to focus on team and player development and 
growth. IT IS VITAL THAT THE TEAM MANAGER BE A SUPPORTER OF CHESTERFIELD UNITED TO 
THE TEAM AND PARENTS.  If you have concerns or complaints feel free to communicate them 
to the office.  Team managers do not instigate or circulate dissention amongst the team or 
club.  Team managers support the club direction to parents and players and communicate 
concerns to club administers to circumvent possible team/player problems. 

Administration includes registration (team, league, and tournaments), team communications 
(phone trees, e-mails, web sites, letters, etc.), and team records.  

Since managing a travel team requires significant effort, responsibilities are often distributed 
to several team parents and coordinated by the Team Manager.  Chesterfield United 
recognizes the Team Manager position as both a challenging responsibility and a vital element 
of the club and competitive soccer. You are encouraged to enlist the aid of your parents for at 
least the following duties: Team Photographer and Tournament Manager. 

 

Tips: 

 Encourage your team coach to hand out written player contracts or his expectations for 
players/parents.  This makes it easier for you to address complaints. 

 As soon as the coach has been assigned to your team, arrange a pre-season meeting (by 
phone or in person).  You can then plan tournaments, team meetings, his expectations 
regarding attendance at team camps, etc.  It is much easier to keep parents informed 
throughout the season if you have this information up front.  Many coaches are not 
available throughout the summer months. 
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II. Team Planning  

This section describes the general program plans that the Team Manager should make for the 
upcoming soccer year.  Also, the general process and rules for acquiring players is summarized.  

A. Tournament Planning  

The Team Coach will select tournaments from the approved tournament list.  Tournaments 
should be identified about two to nine (2-9) months in advance and planned (accommodations, 
registrations, etc.) from two to three (2-3) months in advance.  If your coach wishes to 
participate in tournaments outside of the approved tournament list, he must contact the club 
technical director for permission 2 to 3 months in advance.  If the team wishes to play in 
additional tournaments, you must contact the club technical director for permission.  

Listings of additional sanctioned tournaments can be found at VYSA or USYSA web sites.   
 
Procedure for Team Managers: 

1. Procure list of tournaments the team will attend from coach.  Be familiar with deadlines. 
2. Have assembled your official team name, your team league and tournament history and 

the coaches contact info.  
3. Complete online registration for tournament as soon as possible (links are provided in 

Managers Resources on web) 
4. Be sure to read tournament sanctioning and all tournament rules prior to completing 

the online application. 
5. Complete the online CUFC Check Request form. 
6. Notify team of tournaments 
7. Identify tournament hotel policy and make reservations accordingly. 
8. Be sure to know requirements for rosters, guest players, permission to travel.  If you 

have questions, contact the CUFC office. 
9. Provide directions or physical address to fields and hotel to team. 
10. Provide game schedule to team, but be sure to have updated cell phone numbers in 

case of last minute schedule changes. 
 

Tips: 

 Questions or requests for tournaments should be fielded through the office.  NO TEAM 
MANAGER SHOULD CONTACT THE TOURNAMENT DIRECTOR WITHOUT DIRECT 
PERMISSION FROM THE CUFC OFFICE. 
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B. League Planning  

A registered travel team will play in a sanctioned VYSA or US Club Soccer league, such as the 
Virginia Soccer League, Inc. (VSLI) and the Advanced Development Soccer League of 
Richmond, (ADSL).  CUFC will determine the appropriate level of play.   Players may not cross 
over and guest play in the opposite league unless an appropriate guest player card is 
obtained.  VYSA carded players playing in US Club Soccer events must be carded as US Club 
Soccer players (requires completed Authorization form and a copy of the birth certificate and 
card lamination).  US Club Soccer players playing in a VYSA event must be carded as a VYSA 
Recreational player (requires player signature, picture and card lamination).   

VYSA OnLine Team Management 

1. Online Team Management  

VYSA uses an online software package to help manage the hundreds of players and dozens 
of teams in our league each season. This software provides a number of tools to team 
coaches and managers to make team management easier and to allow multiple team 
volunteers access to team information.  

Tools include viewing rosters, tracking player information, printing out forms.  

For now, you should ensure you can login to your account. When you are first added to our 
system as a volunteer, you will receive an email with login information. Save this 
information! You cannot manage multiple teams from the same account. If you have 
forgotten your password, contact office@chesterfieldunited.com to have it reset.  

2. Dealing With Risk Management  

Each year all adult volunteers with the VYSA (coaches, managers, board members, referees, 
etc.) must complete a Kid-Safe Risk Management application. Existing volunteers must 
update their profile annually. All volunteers will have complete criminal background checks 
run and must pass this background check in order to volunteer in the above roles. Anyone 
failing a background check will be notified directly by the VYSA, usually asking for 
additional/mitigating information. If the VYSA determines your history precludes you from 
volunteering, you will be unable to volunteer and will be notified as such. CUFC is only 
notified if a volunteer is 'Approved' or 'Denied'. No personal background check information 
is sent to the league beyond what is included in the Risk Management Profile you complete 
online.  

Go to the VYSA website at www.vysa.com and click on the Registration tab and follow to 

mailto:office@chesterfieldunited.com
http://www.vysa.com/


 

8 

 

the On-Line KidSafe application.  

The Kid-Safe site provides you with four choices to continue. Once you select one, you will 
be asked to enter your name (use the full name on your drivers license!!!), birthdate 
(double check – wrong birthdates hold things up!), and the last four digits of your SSN. 
Select Verify Information.  Next, under Type of Affiliation, select Club and then find 
Chesterfield United Soccer Club in the drop down list.   Most errors occur in the Type of 
Affiliation selection – BE SURE YOU SELECT CLUB. 

 
Adult volunteers without approved Risk Management profiles cannot participate in team 
activities (practices, matches, etc.)  

 

3. Rosters  
VYSA teams must go through a 3 step process to roster a player.  The Primary Team Contact 
(usually the team manager) creates the team in the online system and enters player 
information.  Once the team roster is complete, the Primary team contact turns all 
paperwork over to the Club Registrar.  The Club Registrar verifies all information and turns it 
over to the League Assigned Registrar.  The League Assigned Registrar verifies and approves 
the team roster.  Once a roster has been approved, it is printed, signed and stamped by the 
League Assigned Registrar.  This Official Roster is NEVER given out.  Copies may be used at 
tournaments.  Game Day rosters are printed out for league games. 

4. Player Cards  
Player cards are issued once the Official Roster has been approved.  Team managers will 
procure pictures and have player cards signed.  The League Assigned Registrar will them 
approve, sign and stamp player cards.  Player cards are to be laminated and are to be kept 
in the possession of the team manager. 
NO PLAYER CARD IS TO BE GIVEN TO A PARENT OR PLAYER WITHOUT FIRST OBTAINING 
PERMISSION FROM THE CLUB OFFICE.  THIS INCLUDES GUEST PLAYING, RELEASE OF PLAYER, 
AND ANY OTHER REASON. 

5. Adding, Releasing and Transferring Players 
A VYSA roster can have an unlimited number of player adds.  A new player is considered an 
Add if he/she has not been registered in VYSA for the current seasonal year (9/1 to 8/31). 
A VYSA roster can have only 5 transfers throughout the seasonal year.  A new player is 
considered a Transfer if he/she has been rostered to another VYSA team in the current 
seasonal year. 
A player can be Released from your VYSA roster voluntarily or unvoluntarily.  A Voluntary 
release occurs when a player requests to be released.  An Unvoluntary release occurs if a 
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team official (usually the coach) requests the player be released for lack of participation or 
for failure to follow the CUFC Player Code of Conduct and Commitment.   
All actions to rosters (Adds, Releases and Transfers) must be approved through the Club and 
League Assigned Registrars, and a new Official Roster must be issued.  BE SURE TO 
CONTACT THE CLUB OFFICE / CLUB REGISTRARS FOR ALL ROSTER CHANGES. 

US Club Soccer OnLine Team Management 

 
1. Online Team Management  

US Club Soccer uses an online software package to help manage the hundreds of players 
and dozens of teams in our league each season. Only the Club Registrar is allowed to access 
data in the online team management system; however, all team managers and coaches 
must complete the online background check application to be eligible to participate in team 
activities (including games, tournaments, etc)  

2. Completing the Background Check Application  
All adult volunteers with US Club Soccer (coaches, managers, board members, referees, 
etc.) must complete a US Club Soccer Background Check application. Anyone failing a 
background check will be notified directly by US Club Soccer, usually asking for 
additional/mitigating information. If the US Club Soccer determines your history precludes 
you from volunteering, you will be unable to volunteer and will be notified as such. CUFC is 
only notified if a volunteer is 'Approved' or 'Denied'. No personal background check 
information is sent to the league beyond what is included in the US Club Soccer Background 
Check Profile you complete online. The link for this is located on the Chesterfield United 
website under Manager Resources.   

3. Roster Changes & Player Cards  
All roster changes (adds and drops) must be handled by the Club Registrar.  US Club Soccer 
issues final approval and requires at least 24hours to complete player adds.  Player cards do 
not require player signature.  Team managers will procure player pictures to affix to player 
cards.  Player cards are to be laminated. 

 

C. Checklist for New Players  

New Player Registration (VYSA & US Club Soccer)  

 All players must register in CUFC database 
 All players must read and complete the CUFC Parent/Player Commitment Signature Page 
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New Player Registration (VYSA)  
 VYSA Drop/ Add Form Signed (if mid-year) 
 USYSA Player Identification Card signed 
 Player Photo for Card 1òx1ò 
 Approved Proof of Birth & copy 
 VYSA Medical Waiver Form  

New Player Registration (US Club)  
 US Club Medical Release & Authorization  
 USClub Player Identification Card signed 
 Player Photo for Card 1òx1ò 
 Copy of birth certificate 
  

 
Player Equipment/ Materials (VYSA & US Club Soccer) 

 Team Uniform Kit (numbers must fall within 0 ï 23 and be approved by Club office) 
 Shin guards 
 Cleats 
 Soccer ball (appropriate size) 
 Black shorts and socks to be worn at practices 

 

III.  The Binder and Record Retention/ Copies  

The Team Manager must retain and have ready access to key team/ player registration 
materials (team registration form, player drop/ add forms, international clearance waiver, 
player cards), VYSA medical waivers, and the official team roster.  These must be kept together 
and be available at all league and tournament games.  

Additionally, many tournaments will require and keep copies of registration materials Check 
each tournament registration form for the required items!  

A. Team & Player Records  

The Team Manager will keep available in The Binder the following forms throughout the season: 

 Official Team Roster 

 Game Day rosters (VYSA only) 

 All Player Status Forms (add/drop/transfer) 

 All International Clearance Waivers 

 Player Cards 

 VSLI Match Report Cards (VYSA only) 
 

B. Team History:    

The Team Manager is responsible to maintain a team history in the Binder.  Team History shall 

include League standings each season and a record of all tournament play.  A Season Record Form is 

available on the website under Managers Resources. 
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C. Player / Coach Eligibility Status:  

Team Managers are responsible to track player status on a game to game basis.  Points are assigned 

to players if they receive cautions (yellow card) or ejections (red card).  Points accumulate and 

players are suspended from league play when they receive too many points.  Team managers must 

notify the Coach if/when a player is in danger of being suspended for points.  A Point System Chart is 

available on the website under Managers Resources.  VYSA and US Club Soccer do not notify players, 

teams or team managers when a player must serve a suspension.  If the team manager does not 

track points and an ineligible play participates in a game, the team will forfeit the game once the 

league has recorded all results. 

IV. League Play 

A.  Schedules  

The CUFC office will forward a link for league schedules as they are available. You need to 
distribute this schedule as follows:  
 Provide a copy for each player and parent 
 Provide a copy to the coaches  
 
Schedule changes occur frequently.  Be sure to check your team’s schedule on the league 
website weekly.  The CUFC office does not always receive sufficient notice of game schedule 
changes.  Check your team frequently for last minute changes. 
 
VYSA teams are provided the opportunity to schedule 1 “opt out” of a regular season game 
during the Fall season.  There are no “opt outs” allowed in the Spring season.  The deadline for 
the Fall “opt out” is usually in early July.  Be sure to coordinate this with your coach early in the 
PreSeason.  Opt out requests are sent to the Club office.  The only game reschedule requests 
that VYSA teams are allowed would be due to a conflict with PSAT testing at a school (not SAT), 
religious holidays, or large school event (not always granted).  Game reschedules due to 
conflicting State Cup play are automatic.  Please notify the Club office of any game reschedule 
requests, including State Cup.  Remember, during State Cup season you may have a game 
rescheduled at the last minute due to the opposing team’s State Cup schedule. 
 
US Club Soccer teams in the ADSL are allowed to reschedule games.  If you find a game that 
conflicts with your team’s schedule, contact the Club office.  They will determine whether a 
game reschedule is required. 
 
B. Maps & Game Sites  

The game site and field location is usually listed with the game schedule using a letter and 
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number for the site and field number.  A listing of sites with is usually provided on the League 
website.  

Maps may be obtained from the league or club websites. You should obtain maps and/ or 
directions in advance for distribution to each player.  Keep a copy of these maps for later use.  
It is good practice to provide your team with the physical address of the field/park.   

C. Game Day Preparation and Responsibilities  

Team Managers are to contact the visiting team’s contact by Wednesday prior to game day to 
confirm day, date, time and place of the match.  Provide a physical address of the field location.  
Check for uniform color conflicts and resolve if necessary (home team must change when a 
conflict exists).  Team contacts are provided on the league website. 

Game day responsibilities for all teams include:  

 Providing appropriate player cards to referees for team check in. 

 Providing Game Day Roster to referees and opposing team manager (VYSA only) 

 Having available official team roster  

 Having VSLI Match Report card signed by referees if home team or verifying info on the 
VSLI Match card if visiting team. 

 Complete CUFC Match Report.  

 Call in the Match Result from VSLI Match card if home team, and then mail in card. 
 
Players will not be allowed to play without player cards.  

A three-person referee system is  usually required -- either three certified referees or a 
center referee and two club lines persons.  U9-U11 teams do not require three person 
referee system. 

If referees do not show for a game, contact the CUFC technical director who will contact the 
league.  The game cannot be played. 

D. End of Seasonal Year Responsibilities  

Record all scores for submission to the CUFC office at the end of the season.  Make sure that 
the team history is up-to-date in the Binder.  Turn in the Binder with all player cards, rosters 
and the team history intact.  NO PLAYER CARDS MAY BE TURNED OVER TO ANYONE EXCEPT THE 
LEAGUE ASSIGNED REGISTRAR IN THE CUFC OFFICE.   

 



 

13 

 

V. Tournaments  

A. Tournament Registration  

Tournaments may send entry forms to the coach, Team Manager, or club.  Most 
tournaments offer online registration. CUFC has an approved tournament list which 
dictates the tournaments available for each team to attend.  Be sure to check tournament 
sanctioning to assure your team is eligible to attend.  ADSL teams can only play in 
tournaments sanctioned by US Club Soccer.  VSLI teams can only play in VYSA or USYSA 
sanctioned tournaments. 

Registration deadlines may be 4-12 weeks in advance!!   Payment is expected with the 
registration form -- typically $400 to $1,200.  Plan ahead.  CUFC office requires 10 days to 
process check requests. 

Prior to sending in the registration form and fees, number of available players should be 
confirmed. Tournament fees are usually un-refundable and dropping at the last minute creates 
a scheduling nightmare for the host club.  CUFC does not appreciate teams that back out of 
our tournaments at the last minute, either.  NO TEAM MANAGER SHALL MAKE THE DECISION 
TO DROP OUT OF A TOURNAMENT.  THIS IS A CLUB DECISION.  CONCERNS REGARDING 
ROSTER NUMBERS FOR TOURNAMENTS SHOULD BE COMMUNICATED TO THE COACH, DPD, 
AND TECHNICAL DIRECTOR. 

B. Travel Permits  

For out of state tournaments, VYSA must grant permission.  Permission to travel is now granted 
online.  Be sure to allow 1-2 weeks for this process.  It usually immediate, but occasionally VYSA 
will flag a problem which will delay the process. 

Submit guest player forms with the travel permit.   

C. Guest Players  

Some tournaments may allow guest players -- usually limited to three (3) and not to exceed 
the maximum number of rostered players (14 or 18) with the guests.  Check the tournament 
rules carefully for guest player regulations.  You must have the following:  
 Tournament Guest Player Permit  
 If out of state --VYSA Permission to Travel for a Guest Player  
 Guest Player's IYSA or USYS Player Card  
  
Guest Players must be approved by the club technical director.  He will contact the players 
current team or club for permission. The same goes for your players wishing to guest play.  
Contact the technical director for permission. 
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D.  Hotels/ Accommodations  

In some cases, the club or tournament may have hotel accommodations requirements.  Check 
the tournament rules and book hotel blocks accordingly. This is done in several ways:  

a) block the number of required reservations (about 18) using your credit card with a 
deadline for parents to call in and switch the room reservation to their credit card  

b) fax a listing of parents names and credit card numbers/ expiration dates  

Sometimes, a group reservationist may be able or required to block the rooms, sometimes at 
special rates.  Once the rooms are reserved or confirmed in the parents' names, it is up to them 
to cancel if the rooms are no longer needed.  

Hotels with reasonable rates and continental breakfasts work well.  Many have web sites that 
describe the hotel, its location, and provide a reservation service.  Typical hotels include 
Hampton Inns, Holiday Inn Express, Fairfield Inns, Country Inn Suites, Wyndam Gardens; 
sometimes Hyatts, Mariotts, Hiltons may have weekend group rates.   TIP:  Check hotels with 
an Act of God Clause.  

E.  Tournament Acceptance  

The tournament will post an acceptance letter a few weeks prior to the tournament. Teams 
may be turned down if the tournament fills, the team is not the right competitive level, etc. If 
you wait until the acceptance letter prior to hotel arrangements, however, hotels may also be 
filled.  

Most tournaments will list acceptances or flights on their club or tournament website.  

F.  Special Waivers  

The tournament may send and require a special medical/ liability waivers signed by each 
player.  This should be started in advance to collect the required signatures.  

G. Tournament Schedule/ Maps  

The tournament will provide schedules and maps prior to the tournament, often as late as 
Wednesday prior to the tournament weekend.  You will need to provide directions or maps to 
all players as well as notify them of game times.  In some cases, families may elect to alter hotel 
reservations depending on game times. Be sure to have an updated cell phone list. 
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I. On-Site Registration  

The team must be registered the evening before the tournament begins.  You will need 
completed registration materials per tournament rules.  If you are not sure about a tournament 
requirement, contact the CUFC office in advance.  They, in turn, will contact the Tournament 
Director if they do not have the answer.  DO NOT CONTACT A LEAGUE OR TOURNAMENT 
DIRECTOR WITHOUT PERMISSION FROM THE CUFC TECHNICAL DIRECTOR. 

Tournament Registration Checklist  

 Team Roster Copies ï never give out the Official Roster 
 Permission to Travel (if needed) 
 Medical Waivers for each player   
 Player Pass for each player  
 Guest Player Roster (if required)  
 

At check in, tournament officials will verify each player pass against the roster and that 
proper VYSA or other waivers are signed for EACH player.  Travel permits and guest player 
information will be verified.  Those found unacceptable will not be permitted to play.  

 

VI.  Team Meetings & Communications  

The Team Manager is responsible for communication with the team and parents.  Typically, 
email is the best method of communicating with your team.  Be sure to have all methods of 
communications updated regularly (cell phone, email addresses, home phone).  For older 
teams, text messaging last minute practice changes and game information is helpful.  This is 
particularly helpful with players who drive themselves to practice and games. 

At the beginning of each season, provide all families with a team contact sheet.  From that 
point on send all communication BLIND.  Address the email correspondence to yourself and 
BCC your team distribution list.  This prevents the reply all phenomenon.  


