GALVESTON COUNTY YOUTH SOCCER

Galveston County Youth Soccer

VOLUNTEER HANDBOOK

50

IR LT ., [
L DR FY -
_._.__‘1*“,»:!-1. n}‘v”“
LS LY R -
Locidrag,, Mrs gy




Galveston County Youth Soccer Volunteer Job Degonp, Roles and Responsibilities

O 1 o o 11 T 1 0] o PSPPSR 4
2.0 General Knowledge and SKill ............ueeeeeeieiieiiiiiiee e s 4
RO = ToT= 1o I o) il 1= ox (o] = TP 4
.0 COMMIEEEES ...ii e i i e e e e e ettt e e e e e e e e e e e e e e eeeeeeeetssss nnnnnsssannnanaeeeaeeeeaaeeeesennnnnes 4
5.0 GCYS Volunteer Executive Board JOb DeSCrptions..........ccevvvviiiiiiiiiiieeeeeeeieieeeeee e 5
5.1 PRESIDENT ..ottt ettt ettt ettt e e e e e e e s e eeesb bbbt et et e e e e e e e eeeeeeens 5
5.2 VICE PRESIDENT ...uttitiiiiiiiiitiit et ettt e e e e e s e s et aaaaaasasnnnnnnnssanrseneeees 5
5.3 SECRETARY oottt ettt e e e e sttt e e e e e e e s e e 5
5.4 TREASURER ...ttt ettt e e e e e e e e e e e e e e s s s bbbt s e e e e aaaeeeassaannnnnssssnesennees 5
5.5 REGISTRAR ..ottt ettt et bttt et e e e e e e e e e e e e e e s e s s s s smnnt e et e e e e e e aaaaeaeeaasnnans 6
6.0 GCYS Director Volunteer JOD DeSCIPHIONS ceceaeutvttriiiiieee ettt 6
6.1 COACH DEVELOPMENT .....uutttiiiiiiiiiiiit i et e e e e e e e e eeeessnaeneseeeees 6
6.2 DISPLINE & PROTEST ..ooiiiiiiiiiiiie ettt ettt e e e e e e st eneeee e e e e e e e s nennnnes 6
5.3 PARKS ... e 6
6.4 SCHEDULER ..ottt et e e et e e e e e e e eseeaassssssasnneeeeeeeeeeeaeens 6
6.5 SCOREKEEPER........coiii ittt e s bbbt ettt e e e e e st bb e b eee e e 7
6.6 UNIFORIMS ... .ottt e e e ettt e e e e e e e e e e e e e e e s e as s s rannnnreeeaaaaaeaaaaasssnnnnnnnnes 7
7.0 GCYS Assistant and Coordinator Volunteer JOBADBLIONS ............cevvvvvvveniiiiiiieees e 7
7.1 FIELD/EQUIPMENT COORDINATOR .....cciii ittt ee e 7
7.2 FUNDRAISING COORDINATOR ... oiiiiiiiiimmmmeiitttirt ettt eeeeee e 7
7.3 PICTURE/TROPHY COORDINATOR.....cciiii ittt 8
7.4 PUBLICITY COORDINATOR....cciii ittt 8
7.5 REFEREE COORDINATOR ...coiiiiiiii it ceeeee ettt nnneee e e e e e 8
7.6 REGISTRATION ASSISTANTS ..o 8
7.7 SPONSORSHIP COORDINATOR ....cotttiiiiit ettt e e e e 8
7.8 TOURNAMENT COORDINATOR ..ottt 8
7.9 U6/U8 SMALL SIDED CITY COORDINATOR ......cmmmtiiriiiieieiiiieieeeeeaeaeaaaasnssaennnnes 9.
7.10 U9/10 LARGE SIDED CITY COORDINATOR .....cememitttiiiiiiiiiteeeee e 9.
7.11 UNIFORM ASSISTANTS oottt e e e e e e e e e e nnnnreeenes 9
7.12 VOLUNTEER COORDINATOR ..ottt ettt e e e e e e e e e e e s s ssneeeee e 9
7.13 WEBMASTER ...ooiiiiii ittt ettt et e e e e e e s s snnsr e e e e eneeees 9
8.0 GCYS VOIUNIEEI FAQS ..uiiiiiiiiiie et eeeee ettt e e e e e e e e et rre e e e e e e eeraa e e e e eeasannns 10
8.1 What @re VOIUNTEEIS? ...t e e e e e e e e e e e e e e b s 10
8.2 What is @ GCYS VOIUNIEEIT? ...t s e e e e e e e e et et s e e e e as 10
8.3 Why does GCYS Need VOIUNTEEIS? .......ueieeeie et 10
8.4 Who can be @ GCY'S VOIUNIEEI? ..........ommmmmmeeeernnnniasaaeeeeaaeessessesesssssssnnnnnnssssnnnnnns 10
8.5 What can | contribute to the program? ... 10
8.6 What do GCYS VOIUNIEEIS UO7....uuueiiieuiiieei i e e e e e eeee ettt e e eeene e s e e e e e e e e eaees 10
8.7 How do GCYS volunteers help themselves?............uuiiiiieeeeeeeies 11
8.8 How do | become a GCYS VOIUNTEEI? ... e 11



Galveston County Youth Soccer Volunteer Job Degonp, Roles and Responsibilities

Dear Volunteer,

THANK YOU! There are several important volunteer posititias MUST be filled prior to our
season getting under way. Without your help, tS’s Spring and Fall Recreational and
Competitive leagues would not be possible. Yousrédfhelp to make the experience of every
child in the GCYS memorable, fun, and exciting wtalso helping to keep our programs
affordable for all families.

While we have many parents who are excited to lheweers, many others sign up rather
reluctantly, not because they don’t want to helg lb@ a part of their child’s experience, but
because they are unsure about their knowledgeeafdime of soccer and their ability to be an
effective volunteer. No matter where you are as Wolunteer handbook is designed to put you
at ease by giving you all the tools you will neede an exceptional team volunteer and leader.

So you may be asking yourself right now, “What dibesGCYS need volunteers for?”

If you are an energetic person who can respectiudisk with others then we want you to join

our team. In here you will find everything you dde know about being a volunteer on and off
the field. Look at the list of the positions arahtact the club if you are interested. Each pasitio
requires a different level of commitment and saicted motivation but at the end of the season
the reward of seeing the hundreds of children pggioccer is worth the effort.

And remember, if you ever have any questions, lwags available to help. Thank you again,
and enjoy the beautiful game!

All the Best,

GCYS Board
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1.0 Introduction

This documents describes the roles and responigbitf key positions required to manage the
Galveston County Youth Soccer (hereafter referoemstthe GCYS). All positions are staffed by
volunteers and are either elected by the membe(Bhigpcutive Board of Director and Director
positions) or appointed by the Board (Assistanti@oator positions). Ideally, GCYS will strive
to have each position assigned to a different iddsd, however, by necessity, it is recognized
that an individual may be performing multiple jobsaddition to providing clarity regarding
which position within the club is responsible fohigh task, it is the intent of this document to
provide those volunteers with a clear view of wdath position requires in an effort to facilitate
the recruiting of volunteers.

2.0 General Knowledge and Skill

In addition to specific knowledge and skills reguirto fulfill the responsibilities of a specific
position, GCYS will strive to fill positions witmdividuals who possess or will be trained to
acquire the following general knowledge and skills:

» Knowledge of the GCYS’s mission, guiding prineipland structure

» Knowledge of the GCYS'’s policies and Age Group@ews and Curriculum

* Ability to communicate in both written and orakin

* Ability to listen to others

* Ability to be inclusive of other ideas while leag and managing by GCYS’s advocated
approach

* Ability to make decisions with moral courage e tinterest of all the players even if the
actions are unpopular with others

3.0 Board of Directors

The business of the GCYS will be managed by ando&bDirectors (hereafter referred to as the
BOD), which will exercise all powers of the GCY&gcept as otherwise provided by Law, the
Articles of Organization, or the Constitution angdd&vs. The GCYS is required by its bylaws to
elect a BOD at the Annual General Meeting. A noriimgacommittee shall provide a proposed
slate of officers before the meeting. Members may make nominations from the floor. The
Board (BOD) of the GCYS shall consist of the follog:

* President * Discipline & Protest
* Vice President  Parks

* Secretary » Scheduler

* Treasurer * Scorekeeper

* Registrar  Uniforms

» Coach Development

4.0 Committees

In addition to any special committees appointedheypresident, the following committees will
be appointed by the BOD yearly at the November Bfdeting to conduct GCYS business for
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the upcoming year. Minimum membership is identifoedow, however, each committee will
have the authority to add additional members asired| to conduct their business. Each
committee will as their first orders of businessedmine the process that will govern the
committee and its functions. The process shalhlmmpliance with GCYS bylaws and policies
and be subject to BOD approval.

5.0 GCY SVolunteer Executive Board Job Descriptions

All board members assist in the development ofgedi & procedures; determine how to raise &
expend funds; help in formation of teams each sedsndle problems with players, parents,
coaches & other volunteers in the organizatiorhag tome up; help do tasks for which
coordinators or volunteers have not been foungy tith transition of new board members.

5.1 PRESIDENT

The president shall preside at all meetings ohallire and shall be general manager of the club.
With approval of the Board, shall appoint such catrees as may be required for the proper
operation of GCYS, and shall appoint representatigeBAY SA and its committees as required.

5.2 VICE PRESIDENT

The Vice President shall act in the absence opthsident with the same powers and authority
and shall perform such other duties as may ber@ssigim by the president.

5.3 SECRETARY

The secretary shall keep the record of minutedl ofi@etings of GCYS, shall attend to all club
correspondence, and shall give notice to meetingmwequired and shall maintain records of
GCYS. The secretary shall also be responsiblesferving any needed spaces or locations for
club use.

5.4 TREASURER

The treasurer shall receive and account for alil$usf GCYS, which shall be kept in a bank or
banks designated by GCYS. The treasurer shall wgiseldfunds at the discretion of GCYS or as
authorized by GCYS, shall present detailed repafriscome and expenditures of current
finances at the regular meetings, and shall prepamtten report annually for the annual
meeting, which will depict the ending financialtsiand the transactions for the preceding year.
The treasurer shall also at notice submit for ievoe audit all financial information for GCYS.
The Treasurer shall inform the President of anyeexlfture's over the amount that is specified

by the GCYS Board.
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5.5 REGISTRAR

The Registrar is responsible for all GCYS playegistation including approval of scholarships
for registration. The Registrar coordinates regtgin and effects player adds, drops, transfers,
Club insurance papers, medical forms for playexry@l passes and other documentation to
players and coaches. The Registrar will work \hign President to coordinate Registration dates.
(Computer/knowledge of Excel required)

6.0 GCY S Director Volunteer Job Descriptions

The following key positions are required to mantdgework of the GCYS and are vital to the
operation of the club. These are generally thesrahd responsibilities. The appointed positions
can sit on the board but are not considered theuxe Board.

6.1 COACH DEVELOPMENT

The Coach Development Director is responsible fi@ating and overseeing coaching and

player development programs for GCYS by recruitirgning, evaluating and retaining coaches
and players for competitive and recreational sopeegrams. The Coach Development Director
will also conduct and oversee tryouts, train anchitao the team coaches and help them plan and
implement practice sessions, promote the club withe community and help with public
relations, and perform other duties as assignetid>CYS Board.

6.2 DISPLINE & PROTEST

The Discipline and Protest (D&P) shall represet@CYS at all BAYSA D&P activities
including but not limited to: attending regularigh&duled meetings, being on call for BAYSA
playoff rulings (usually by phone), and acting deeld marshal upon request of the BAYSA
D&P Chairperson. The D&P shall also provide thiéofeing tasks for the Club: reside as the
chairperson of the Board of Conduct to resolveiasyes within the Club, coordinate changes to
the Constitution and By-Laws, distribute team pgniaports to coaches prior to playoffs

6.3 PARKS

The Parks Director is responsible in representi@y S in all interactions with the City’s Parks
and Recreation Committees, or the equivalent, wi@CYS district. This includes having field
allocation meetings, in order to maintain a goodkivy relationship with the city and secure
fields for our teams’ practices and games. The$PBikector is also responsible for reporting
back to the Board with any field issues.

6.4 SCHEDULER

The Scheduler Director will be responsible foraapects of game scheduling and practice field
scheduling and, in general, perform all the dutiegdent to the office of Scheduler and such
other duties as from time to time are assignedndher by the Presidewnir the Board.
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6.5 SCOREKEEPER

The Scorekeeper Director is responsible for catlgcall of GCYS BAYSA game-cards. The
Scorekeeper Director shall be responsible for edehe necessary game-card data into the
appropriate designated BAYSA database. The ScepekeDirector shall also notify the
Discipline and Protest Director of any game or g&arel violations. In addition, the
Scorekeeper Director shall have such other powetglaties as may be assigned to the
Scorekeeper Director by the President or the Board.

6.6 UNIFORMS

The Uniform Director is responsible for orderinglatistributing all GCYS uniforms before the
Fall season starts and on occasion during the &peason. (Good record keeping skill is a

plus)

7.0 GCY SAssistant and Coordinator Volunteer Job Descriptions

The following appointed positions are required t@nage the work of the GCYS and are vital to
the operation of the club. These are generallydles and responsibilities. Any or all positions
may be filled by 2 or more people if they wish hare the tasks. The appointed positions can sit
on the Board but are not considered the Board antbthave a vote.

7.1 FIELD/EQUIPMENT COORDINATOR

The Field/Equipment Coordinator is responsiblesigpervising and managing all of the weekly
GCYS field repairs and maintenance. The Field/fengint Coordinator is responsible for
organizing, maintaining, and the distribution of t8CYS equipment inventory to team coaches
including, but not limited to, game goals, pradigeals, nets, net clips, corner flags, line paint,
and paint supplies. The Field/Equipment Coordinalall also work as the liaison on behalf of
GCYS in dealing with local governmental authoritiesrranging for use of fields GCYS. The
Field/Equipment Coordinator can organize and lghdrovolunteers to help with the
preparations of the fields/complex for the seasahspecial field set up projects. In addition,
the Field/Equipment Coordinator shall have suckeioffowers and duties as may be assigned to
the Field/Equipment Coordinator by the PresidentBoard. The Field/Equipment Coordinator
shall be responsible for creating, implementingl araintaining safety standards for GCYS. In
addition, the Field/Equipment Coordinator shalbmfi and educate all parties involved with
GCYS of said safety standards and help ensureysstietdards are followed.

7.2 FUNDRAISING COORDINATOR

The Fundraising Coordinator is responsible forisgtip fundraising campaigns to help offset
the rising costs of running GCYS. All campaignd weed to be approved by the Board.
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7.3 PICTURE/TROPHY COORDINATOR

The Picture/Trophy Coordinator is responsible farcpring and distributing all pictures and
trophies to teams and plaques to team coaches.

7.4 PUBLICITY COORDINATOR

The Publicity Coordinator is responsible for pubiingy scores, registration information, and
other events by working with the newspapers, catalgons, school newsletters, and the
webmaster throughout the year as deemed necesstrg by the Board.

7.5 REFEREE COORDINATOR

The Referee Coordinator, preferably a licensedeefds responsible for the recruiting, training
and supervising of all referees in the GCYS regidre Referee Coordinator shall require that
each referee, assistant referee, and youth rederaplete a volunteer application form. The
Referee Coordinator will schedule referee meetingseferees within GCYS to go over rule
changes/issues, certification/training clinics,yide feedback to new referees, and shall
coordinate his/her efforts with the BAYSA Referegministrator. The Referee Coordinator
shall be responsible for the scheduling of refemabassistant referees for in-house games
within GCYS, or delegate such task to another nesibbde volunteer or assistant and coordinate
such efforts with the GCYS Scheduler Coordinator.

7.6 REGISTRATION ASSISTANTS

The Registration Assistant is responsible for éisgjghe Registrar by helping out by
assembling/labeling packets before registrationdeiiering to local schools, recreation
department, library, and hanging up flyers at ldnadinesses. The Registration Assistant is also
responsible for helping at registration by passingforms and answering questions.

7.7 SPONSORSHIP COORDINATOR

The Sponsorship Coordinator is responsible for faisthg activities to be carried on by the
teams associated with GCYS. The Sponsorship Ccatatishall be responsible for any
Corporation fundraising activities to be carried on behalf of GCYS. In addition, the
Sponsorship Coordinator shall have such other ppamd duties as may be assigned to the
Sponsorship Coordinator by the President or thedoa

7.8 TOURNAMENT COORDINATOR

The Tournament Coordinator is responsible for therall success of the annual GCYS Tune-Up
soccer tournament. This includes applying for BAY&nction, reserving the field sites,
recruiting members of the tournament committeesdting the duties of the committee members,
conducting committee meetings, act as contact pdsaall team inquiries, creating the
tournament schedule, and being available duringatament to handle any conflicts or
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problems that may arise. Work with the Publicigo@inator and the Webmaster with getting
the Tournament information published and advertised

7.9 U6/U8 SMALL SIDED CITY COORDINATOR

The U6/U8 City Coordinator is responsible for agtas a liaison between the small sided teams
within GCYS. In addition, the U6/U8 City Coordinathall coordinate scheduling of games
played by teams, placing players on teams, andnigncbaches for teams.

7.10 U9/10 LARGE SIDED CITY COORDINATOR

The U9/U10 City Coordinator is responsible for agtas a liaison between the small sided
teams within GCYS. In addition, the U9/U10 City Cdimator shall coordinate scheduling of
games played by teams, placing players on tearddjrading coaches for teams.

7.11 UNIFORM ASSISTANTS

The Uniform Assistant is responsible for assistimg Uniforms Coordinator by sorting uniforms
and passing them out to the Team Managers befereal/Spring season starts. (2-3 people
needed)

7.12 VOLUNTEER COORDINATOR

The Volunteer Coordinator is responsible for caglltolunteers and providing them their job
duties for the season, maintaining the volunteledescriptions by keeping them up to date,
helping organize volunteers for GCYS events.

7.13 WEBMASTER

The Webmaster is responsible for working with &lihee GCYS reps to establish and maintain a
working, interactive web page (www.gcysoccer.ohgitimaintains standings, schedules, news,
links, manager information, and other pertinenbinfation that facilitates communication

within the GCYS and the greater soccer community.
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8.0 GCY SVolunteer FAQs

Volunteers- The Reason GCYS Worksl!!

8.1 What are volunteers?

People who give freely of their time and talenataworthwhile group or cause. A volunteer is
someone who believes that people make a differandes willing to prove it.

8.2 What isa GCYS volunteer?

A coach, a referee, a registrar, a fundraiseeld fnarker, a publicist, a treasurer — many
people, all contributing their time and effortstake GCYS a great program for our soccer-
playing kids.

8.3 Why does GCYS need volunteers?

GCYS needs volunteers because people power runsSG@Munteers strengthen GCYS by
giving their time and energy, their ideas and ide¥blunteers make GCYS happen.

8.4 Who can be a GCYS volunteer?

Almost anyone can volunteer. Moms, dads, sisteoghers, grandparents, even friends. We
need women and men, young, middle-aged and “yotihgaat” folks. GCYS wants volunteers
who want to help make our soccer program a fun rapee for kids. Previous soccer
experience is NOT necessary to assist our orgamizathere are many activities that you can
help with without a soccer background at all.

8.5 What can | contribute to the program?

- They contribute a special skill or ability.
- They contribute their time.

- They contribute their energy.

- They contribute themselves.

8.6 What do GCYS volunteers do?

- They do what is needed to make the program work.
- They coach teams and stuff envelopes.

- They referee games and write checks.

- They line the field and work in the snack bar.

- They put up goals and take down nets.

- They take registrations and raise funds.

10
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- They bandage knees and schedule games.

- They put up posters and take pictures.

- They buy equipment and go to meetings.

- They call meetings and run computer programs.
- They make decisions and make a difference.

8.7 How do GCYS volunteers help themselves?

GCYS volunteers gain satisfaction and growth froeirtexperiences. They make new friends.
They learn new skills. They develop creativity. Ylmvestigate new careers. They enrich their
lives.

8.8 How do | become a GCYS volunteer?

It's easy. Talk to your child’s coach or contacy af the board members. They will be most
helpful — and happy — to find the right job for you
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