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Birmingham United Football Club 
 

  

 

 
 
Team Manager Handbook 

 
Each team affiliated with Birmingham United Football Club (BUFC) must designate a 
Team Manager responsible for administration and communication of the team’s off the 
field activities between the families and the Club. 
 
While the coach plays a major role in most decisions related to team activities and 
events, his or her ultimate responsibility is to provide direction of on-field activities 
related to player development and game strategies. The Team Manager is responsible 
for removing as many of the “off-field” administrative duties from the coach as 
possible. In short, the major function of the Team Manager is to allow the coaches to 
concentrate on developing our players. 
 
BUFC Coaches and Team Manager should maintain an open dialogue regarding their 
roles and expectations for the team in the upcoming year. This Handbook provides a 
reference guide outlining responsibilities involved in performing the duties of a BUFC 
Team Manager.  If you still have questions, please contact any of the Club 
Administrators whose names and numbers appear in the last attachment of this hand- 
book . 
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I. Introduction 
Congratulations on volunteering for what we hope turns out to be a rewarding activity.  Birmingham 
United Football Club (BUFC) feels the role of a Team Manager is critical to the overall goal of 
providing a positive experience for coaches, parents and above all, the players on your team. While it 
is necessary to appoint a Team Manager for overall communication, duties may be shared. Feel free 
to enlist help from other parents. 
  
The majority of BUFC communications are done via the website and email.  Be sure to have access to 
a reliable computer and be familiar with the basics of email such as: creating distribution lists, 
opening email, forwarding email, and creating new email messages.   
 
Check out the Manager’s Corner on the BUFC website (www.b-ufc.org ) on a regular basis for 
additional resource information and to keep abreast of updates or changes within the Club. 
 
While each team is free to operate independently, this document outlines the typical administrative 
responsibilities involved in preparing and executing a successful season.  If you feel additional 
content would be helpful, your input is welcome and can be sent to Rebecca Middleton at 
ramiddleton@comcast.net   Thank you for your efforts and we wish your team the best in the 
upcoming season! 

II. Organization 
Organization is the key in being an effective manager.  A little organization upfront will 
make your job as manager much easier.   
 

1. If you did not already receive a Team Binder from a past manager, purchase a 2 ½-3 
inch 3-ring binder, dividers and clear page protectors. This will store ALL  of your 
BUFC soccer information and can be easily passed on to the next manager. 

2. Based on your style and approach, here are some suggested labels:  
�  Schedule 
�  Maps 
�  Team Roster 
�  Player Pass Cards/Risk Mgmt Cards 
�  MSYSA Documents (Med Release, Permission to Travel, etc.) 
�  Email (keep track of important email when discrepancies arise) 
�  Hand Outs 
�  Tournaments 
�  Indoor Session 
�  BUFC Meetings 

3. Create an electronic distribution for your team.  Add your coach, assistant coach, 
Cathy Barnes and Rebecca Middleton to your Team Distribution List so they can 
verify team communications.  (Please do not .cc them)  

4. Send an email to your team verifying email addresses and request any additional ids 
(spouse, work, etc.) that may be necessary. 

5. Talk with your coach regarding their contact information.  Discuss which numbers 
they wish for you to have and which number is O.K. to release to parents.    
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III. Manager’s Risk Management & Club Pass Card 
Each manager is required to have both a Risk Management and a Club Pass Card.  

 
1. Risk Management - To obtain a Manager’s Risk Management Card, please contact 

Cathy Barnes.  Once your Risk Management Card arrives, make a photo copy for safe 
keeping.  Also photocopy your driver’s license or other picture id and laminate it to 
the back of your Risk Management Card.  You must have your Coaches and your 
Risk Management Cards with you during every game and every tournament.   

 
2. Club Pass Card - To obtain a Club Pass Card: photocopy the form in Appendix a, 

complete the form, get 2 pass port size pictures, and give to Cathy Barnes.  
 
 

IV. Manager’s Activities 
 
�  Team Manager Meetings – BUFC holds 2-4 mandatory meetings.  If you are unable 

to attend, please make arrangements for another parent on your team or co-manager 
to attend in your place. 

 
�  Team Uniforms/Practice Shirts – Parents are expected to order Team Uniforms and 

Practice Shirts directly from Bloomfield Sports.  Bloomfield Sports is located at 15 
and Lasher and can be contacted at (248) 642-2128.  You may want to follow-up with 
the store a few days before the deadline and ensure parents have placed their order. 

 
�  Preventing Scheduling Conflicts –Coaches schedule all games and practices.  Prior 

to scheduling, poll your parents to identify any major conflicts players may have in 
the upcoming season.  If a large number of players will be missing a particular game, 
notify your coach so they can schedule around the conflict if possible. 

 
�  Team Roster - Create a team roster to be distributed to each family. Include 

necessary information such as names, phone numbers, addresses and e-mail 
addresses.  Additional information such as birthdays, jersey ids, schools, etc. may 
also be added.   

 
�  Team Socials - Enlist the help of team parents to organize a team party to kick off the 

season to allow players and parents to get to know one another.  In addition, you may 
also want to consider having a team party to celebrate the end of the season as well.  
Popular events have been: pool parties, skating, Laser Tag, Whirly Ball, CJ 
Barrymores, Ice Cream Socials, or gathering at a local park.   
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V. Game Schedules 
Preliminary schedules, maps and opposing contact information will be given to you 
by the Club. 

1. Once the MYSL / Premiere Schedules are posted on the website, verify the 
preliminary schedule matches the one posted.  Notify Rebecca Middleton of 
any discrepancies.  

2. If you are missing opponent contact information, contact Rebecca Middleton 
and Cathy Barnes for assistance.  

3. If you find you are missing a map, check the BUFC website under “Field Maps” 
to ensure it has not already been downloaded.   

4. Cross-reference each map to the location on your schedule. Clear up any 
discrepancies by calling your opposing contact.   

5. Once you have confirmed all information, it is ready to be passed along to your 
team and coaches. 

VI. Practice Players 
Practice players have unique contracts with BUFC and can differ from player to player.    
Generally practice players attend practices, may play one or two sessions of indoor and 
occasionally may be asked to play in a tournament.  

1. Speak with your coach to ensure you are informed of any special considerations.  
Add the practice player to your team’s email distribution list.   

2. Ensure the practice player has purchased both practice t-shirts, green / white 
pair of socks/ green or white shorts.   
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VII. MYSL Coaches Packet Pick-Up 
Coaches Packet Pick-up occurs pre-season in late August and early April.  Refer to the 
MYSL calendar at http://www.michigansoccer.com  It is mandatory that you or a team 
parent attend to pick up and verify your team’s packet.  Verify the following 
information in your packet; if any discrepancies occur, notify Cathy Barnes.   

o MYSL Official Team Roster – 
�  Verify every player on your team is listed and information is spelled 

correctly. 
�  Before you leave, give a copy of your Official Team Roster to Rebecca 

Middleton.   

o Players Pass Cards– Players Pass Cards identify each team player by picture, name 
and birth date.  

�  Ensure the birth date and names match the MYSL Official Roster.   
�  Organize laminated Player Pass Cards in the same order as your Official 

Team Roster.  Keep them together by binding them with a rubber band, 
punching holes and threading a ring/thick rubber band through them, or 
placing them in clear card page protectors.  

�  Have each player sign the back of his/her card.   

o Soccer Medical Release - Ensure you have one for each player and the information is 
complete. Verify each has been notarized. Place in the same order as your MYSL 
Team Roster. 

o Parent or Guardian Consent to Travel /Permission to Travel - Place in the same 
order as your MYSL Team Roster. 

o MYSL Game Report & Team Roster – These game sheets report the game statistics.  
Verify you have at least one report for each of your scheduled games.   

o MYSL Referee Fee Envelopes** – Verify you have one per HOME  game.  You will 
be given a check by BUFC to cash and disperse in the appropriate amounts among 
these envelopes.  Refer to the MYSL Rules & Regulations for the proper amounts to 
give each official.  

**Give an MYSL envelope to the head referee at each HOME  game) 
 

U9 & U10 Managers – Pick up participant awards to distribute to your team at the end of the 
season. 
MYSL Rules & Regulations – In recent years, these have no longer come in our packets but 
are expected to be down loaded from the MYSL website.  It is important you obtain a copy 
and become familiar with playing rules, how to report game scores, inclement weather 
conditions, referee fees, etc.  Keep in your team binder. 
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 VIII. In-Season Responsibilities 
 

�  Communication - E-mail is the most popular and efficient means.  Confirm receipt 
of important emails.   When handouts are necessary, always include your coach. 
Write each player’s name on the handout so you know who has or has not received 
the handout.   
 

�  Phone Chain – Work out a phone chain (include cell phones) for any last minute 
changes in practices, field locations, tournament game changes, etc.  

 
�  Practices  

o During your first week of practice, distribute Team Roster, Game Schedule 
and Maps to your parents and coaches.   

o For younger teams, coordinate a schedule between other team managers and 
parents to insure an adult will be in attendance at the end of practices until all 
players have been picked up.   
This ensures the safety of our players and allows our coaches to focus on 
arriving teams or to quickly leave to get to their next scheduled practice.   

 
�  Games  

o A week prior to each game, confirm the date, time, and location of the game 
with the opposing manager; notify your coach & Rebecca Middleton of any 
discrepancies (if there are discrepancies with  a HOME  game, include Doug 
Shoultz). 

o Prior to each game, have your MYSL Game Report & Team Roster filled in.  
Refer to your MYSL Official Schedule and MYSL Official Team Roster to 
complete the form. (See Appendix d.  for a completed example) 

o Bring your Team Binder with your Player Pass Cards and Risk Management 
Cards for you and your coach(s) to each game.  

o  At the BEGINING of a game: 
�  Turn in the MYSL Game Report & Team Roster to your head Referee.   
�  If a HOME  game: Give the head Referee his fee in the MYSL marked 

envelope.  If playing U11 and above, distribute additional fees to side 
referees.   

�  Check opponent’s Players Pass Cards and the Manager/Coaches Risk 
Management Cards 

o  At the END of each game: 
�  Sign off on the official score and retain a copy.  
�  If you WIN, or if you TIE at your HOME game, Report Team 

Standings via email to MYSL Statistician (myslstat@comcast.net ) 
within 48 hours.  Include game number, age, division, winning team 
name and score, losing team name and score.  
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IX. Tournaments 
Tournaments are typically played once in the fall and once in the spring.  Once your 
team is accepted, you will be notified and instructed on how to enter your tournament 
roster.  Your tournament roster consists of all players participating in the tournament. 
**Note** Duplicate jersey numbers are NOT ALLOWED.  

 
�  Guest Players - If you find a player can not attend a tournament, work with your 

coach to identify an appropriate “Guest Player”.  Once a guest player is identified: 
  

o Inform your Guest Player upfront there is a $10 guest fee.  (This fee is 
charged by MSYSA to process guest player paperwork.)    

o If the guest player is already on a BUFC Team: 

�  Notify Rebecca Middleton to process the guest paperwork.   

�  Add the “Guest Player(s)” to your Tournament Roster (ensure no duplicate 
jersey numbers) 

�  Obtain from the providing Manager:  Player’s Pass card and copies of the: 
Official MYSL Roster, MSYSA Soccer Medical Release, and Permission to 
Travel forms.  

�  Ensure you get the MSYSA Guest Player Roster from Rebecca Middleton 
before the tournament.   

 

o If the guest player is not part of our club: 

�  Notify Rebecca Middleton to process the guest paperwork.  You may also be 
asked to get a birth certificate and pass port size photo of the player. 

�  Add the “Guest Player(s)” to your Tournament Roster. 

�  Obtain the Guest Player’s Pass card, MSYSA Soccer Medical Release, 
Permission to Travel forms and the MSYSA Guest Player Roster from 
Rebecca Middleton before the tournament.   

 
�  Team Registration - Have the following required paperwork ready to be checked by 

Tournament Officials: 
 

o Risk Mgmt cards (both yours and your coaches) 
o Official League Roster  
o Tournament Roster  (only if it has not been sent into the tournament 

previously) 
o Organize by player as it appears on your Tournament /League Roster: 

�   MSYSA Soccer Medical Release Forms  

�   Player Pass Cards  

�   Guest Player paper work  

�   Permission to Travel (signed by both parents or legal guardians) 
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IX. Tournaments (continued) 

�  Tournament Packets/Miscellaneous - Most tournaments provide “packets” which 
includes the game ball, schedules, maps, tournament books, and trinkets to be 
distributed to the team.  It is helpful to bring along another person or a large bag to 
carry all of the items back to your car and/or to your team for distribution.  

 
o Take time to read through the Tournament Packet and highlight any 

noteworthy items to pass along to your team 
o Tournaments are excellent opportunities for the parents/players to “bond”.  

Enlist the help of other parents to organize a team lunch, dinner, or outing. 

X. Indoor Season  
The Indoor Season generally consists of a first and second session, with the third session 
taking off to rest.  Our U9-U12 teams normally play at Total Soccer in Royal Oak.  Our U13 
and above teams may play in other larger facilities.  Indoor is much less involved for the 
manager.  There are no game sheets, maps, contacting opposing coaches, etc.    

 
The Club treats the Indoor Season less formally than the outdoor season.  Occasionally they 
may use Indoor as an opportunity to “try new things” such as:  

 

�  Split your team with other players to form two new teams for development 
purposes. 

�  Bring in new practice players to evaluate their performance against existing 
players. 

�  Split your team into smaller teams for more playing time (this is only done if all 
parents agree upfront, as it involves an additional fee)  

 

**Note**If your team plays Indoor at Total Soccer, keep track of your team’s standings.  
Total Soccer offers awards to first place teams and they do not always notify you if your 
team is in first place.  It is up to you to get your awards from Total Soccer and distribute 
them to your team.    

 
 

 

 

 

 



www.b-ufc.org     10
  BUFC Mgr Handbook – Rev. 07/24/07 
   

XI. Try-Outs / Player Registration (Sign-Ups) 
During pre-season try-outs, you will be asked to assist in the following: 
 

�  Welcome new families and distribute necessary information to parents. 
�  Check in players that are trying out. 
�  Answer general questions about the Club. 
�  Assist in the registration process of potential new players. 
�  Assist coaches where necessary (collect player information, act as a liaison between 

coach/family, help set up registration tent, etc.) 
 
Player Registration (“Sign-ups”)  occurs after teams have been selected.  This has been an 
evolving process as the Club continues to grow and we attempt to make changes in order to become 
more efficient.  Currently, this is being done by the Club Administrators.  In the event Managers 
assistance is needed, you will be notified and instructed as to what to do.  

 
 
XII. Appendix 
 

a. Club Pass Card Form 
Form to be filled out and turned in prior to the start of the Season. 

b. Frequently Asked Questions 
Answers to frequently asked questions. 

c. Important Soccer Links 
Links that may be helpful while being a manager for the Club. 

d. MYSL Game Report & Team Roster (example)  
Example of a Game Report that is filled out in its entirety 

e. MYSL Team Roster (example) 

f. BUFC Resource List 
List that will help you to know who to contact in a given situation, and other 
helpful resources that may be useful.. 
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BIRMINGHAM UNITED F.C. 
PASS CARD FORM 

(Coaches and Managers) 
 
 
 
Date of Birth __________ 
 
Name of Coach/Manager  ___________________________________________ 
 
Address  _________________________________________________________ 
 
City  __________________________________  Zip  ______________________ 
 
Primary Phone  _____________________     Alternate Phone  ______________ 
 
Email ___________________________________________________________ 
 
Coaching License Type _____________  Number _________  Expires _______ 
 
Risk Management Number  _______________   Expires __________________ 
 
******************************************************************************************** 
 
 
Team Name  ___________________________________ 
 
Age Group  U-____     Boys  _____   Girls  ______ 
 
Head Coach  ____    Assist. Coach  _____      Manager  ______ 
 
 
 
 
Signature:  ______________________________________________________ 
 
Date:  ___________________________ 

Photo 
Must be This 

Size 
Attach Here 
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Frequently Asked Questions: 
1. (Q) One of my parents is complaining about how the coach is handling the team.  Is it my 

responsibility to respond to him? 

(A) No, do not get involved in politics between parents and the Club.  Inform the parent 
to contact the coach directly and then give your coach a heads up.  

2. (Q) My team placed 2nd in our division in MYSL.  Do we get a trophy? 

(A) If your team is U11 or above and you place 1st or 2nd, your teams get trophies.  Once 
the standings are officially posted on the MYSL website, you can pick up your trophies 
at: Tri-Star Sports - Dequindre & 17 Mile (586)-977-0007.   

3. (Q) I get confused as to what I am expected to send out to parents “As Is”. 

(A) If the communication is addressed to “Dear Parents” then it is intended for you to 
forward “as is” to your parents.   You can prefix this as “FYI from the Club”.   

4. (Q) The Club asks that I follow-up with my parents, do I need to do this on every email?  

(A) No.  Unless asked specifically by the Club, acknowledgement is needed on those 
emails that contain important information that will negatively impact the club and/or your 
team if not received. To make it easy on your parents, you may ask them to just “hit 
reply” to show receipt.  

5. (Q) The Club asks that I follow-up with my parents.  At what point should I assume “no 
response”?   

(A) Give parents at least a 3-4 days lea way if possible.  Not everyone checks their email 
daily and others are not as comfortable using the computer on a regular basis. Be 
prepared to follow-up by phone if necessary. After a while, you will get to know your 
team and when it is appropriate to follow-up. 

6. (Q) I just had a player switch to my team who has the same Jersey number as one of my 
existing players.  Who has seniority?   

(A) The player who has been on your team the longest has seniority.  Bloomfield Sports 
may be able to modify the new player’s existing number with out having to buy new 
uniforms.  Contact Bloomfield Sports to see what your options may be before you notify 
the parents. 

7. (Q) There are issues on our team and a lot of my parents seem to be frustrated.  What is 
my responsibility with this? 

(A) If you are aware of issues surfacing on your team, give your coach a heads up so he 
can address the issues if necessary.   

8. (Q) Are there any existing Rosters, or Phone Tree’s that I can use to copy?  

(A) Consult the Club Administrators or other managers for examples.  Do not re-invent 
the wheel. 
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Important Soccer Links: 
 
 

�  BUFC CLUB Home Page http://www.b-ufc.org/  
 
 

�  MYSL Home Page (Calendar, Forms, Team Standings, Rules & Regulations) 
http://www.michigansoccer.com    

 
 

�  Michigan Youth Soccer Forms (Guest Player/Medical Release/Permission to 
Travel)  
http://www.msysa.net/resources/etravel.html  
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