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Roles & Responsibilities

Purpose
The purpose of this Policy is to describe the duties of the Board of Directors.
President
· Be and remain in good standing with the Association.
· Attend and chair all SGDMFA Executive meetings.
· Arrange for an alternate chair in the event you are unable to attend an Executive meeting.
· Attend CDMFA meetings.
· Arrange for the Director At Large to attend CDMFA meetings in the event you are unable to attend.
·  Be the spokesperson of the SGDMFA with other teams in our league.
· Chair the annual SGDMFA AGM and ensure notice is given to the public according to current by-laws.
· Oversee the operation of SGDMFA.
· Make sure all rules and regulations of the football governing body are followed.
· Co-chair annual head coach interviews.
· Handle all communications with the City of Spruce Grove regarding SGDMFA business.
· Organize all training camps for players and coaches.
· Assist all members of the Executive.
· Work with the Director At Large to make sure all job descriptions are in place and change when necessary.
· Along with the Director At Large, deal with all complaints brought forward with Executive approval if necessary.
· Co-chair annual assistant coach interviews.
· Organize any jamborees or special games outside of the season of play.
· Book the fields for the current and upcoming year.
· Attend the CDMFA AGM.
· Notify the City, CDMFA, Football Alberta, Canada Revenue Agency and Service Alberta each year of changes to the Executive and ensure all required paperwork is filed with these agencies and bodies two weeks before the deadlines.
· Manage the assignment of office and equipment room keys each year.
 
 


Vice-President
· Be and remain in good standing with the Association.
· Attend all SGDMFA Executive meetings.
· Attend CDMFA meetings if Director At Large or President cannot attend.
· Take direction from the SGDMFA Executive.
· Chair Executive meetings in the absence of the President.
· Become familiar with and assist all Executive members in the operation of their duties.
· Ensure meeting rooms are booked with the City each month.
· Act on behalf of the President if for any reason he/she cannot perform their duties.
· Make sure all practice fields and game fields are in playable conditions.
· Have monthly meetings with Head Coaches during season of play with the Director At Large.
· Under the direction of the Director At Large, ensure all Coaching and Field Staff positions are filled and requirements have been met.
· Ensure all Coaching and Field Staff information forms have been received by the Registrar prior to staff registration cut off.
· Serve as communication liaison between the Executive and the Webmaster. Sign-off on any post to the website prior to it going live and have access as back-up in the event the webmaster is unable to post within the requested time frame.
 Secretary
· Be and remain in good standing with the Association.
· Attend all SGDMFA Executive meetings.
· Take direction from the SGDMFA Executive.
· Keep an accurate set of minutes from all the Executive meetings. Have the minutes ready and disturbed within 10 days of the meeting.
· Assist the Registrar with any of their duties if they require help.
· Prepare minutes for annual general meetings and distributed within 10 days.
· Maintain a file of all forms used by SGDMFA, CDMFA and Football Alberta.
· Collect agenda items forwarded by Executive members in advance of regularly scheduled Executive meetings.


Secretary – cont.
· Prepare the agenda for monthly SGDMFA meetings.
· Maintain archived meeting minutes.
· Coordinate with the Registrar, Treasurer and Concession Coordinator for volunteer hour requirements.
· Monitor all emails coming to the admin@sgdmfa.com address and forward accordingly.
· Assist the Registrar as needed with data entry and management of the SGDMFA sites.
 Treasurer
· Be and remain in good standing with the Association.
· Attend all SGDMFA Executive meetings and supply a bank balance for each account.
· With direct access to the RAMP website, pull, as needed, all financial and tracking reports to ensure checks and balances between registrations and payments.
· Take direction from the SGDMFA Executive.
· Make all required bank deposits for the association.
· Work with the Ways and Means Director, Concession Coordinator and Registrar to make sure all funds are received, deposited and balanced.
· Write all cheques from the Association, as directed by the Executive as per SGDMFA purchasing procedures.
· Keep an organized set of books that shows the costs that are incurred at all levels.
· Maintain a register of all invoices and receipts for SGDMFA business commitments.
· Have a schedule when all payments are due and make sure payments are made on time.
· Ensure receipts are supplied for all payments.
· Arrange for an audit of the financial statements at each fiscal year end, and prior to the AGM.
· Financial statements must be ready for review at our annual general meeting.
· Provide oversight for events that are intended to bring funds into the SGDMFA.
· Manage the organization and safe keeping of all deposit cheques.
· Provide a monthly financial statement at every Executive meeting.
· Once a fundraising event has been completed, all sheets, monies and applicable product must be collected and accounted for. Money must be counted by the Fundraising Lead and turned over to the Treasurer.  The Treasurer will verify the count and facilitate the deposit of funds accordingly.
· Submit a yearly budget for the approval of the Executive.
  


Treasurer – cont.
· Ensure all purchases are made in accordance with the SGDMFA Purchasing Policy and that purchases have been properly authorized by the Executive before order is placed.
· Coordinate with the Registrar, Secretary and Concession Coordinator to ensure checks and balances with open cash and debit machines.
· Coordinate with the Concession Coordinator to ensure float, deposits and debit receipts are collected and balanced weekly.
· Coordinate with the Secretary, Registrar and Equipment Manager to ensure you have in your possession all equipment and volunteer cheques.
· Develop and maintain a system for distributing and collecting 50/50 tickets with the Ways and Means Director and Registrar.
· Email Football Alberta monthly with current rosters to ensure on-field insurance is up-to-date.
 Director At Large
· Be and remain in good standing with the Association.
· Attend all SGDMFA Executive meetings.
· Attend all CDMFA Meetings if requested by the President.
· Arrange for the Vice-president to attend CDMFA meetings in the event you are unable to attend.
· Take direction from the SGDMFA Executive.
· Seek Executive approval on all changes that should be made to job descriptions, job duties and policies and procedures.
· Maintain and update job descriptions for all Executive members.
· Work with the President in maintaining and updating the policies and procedures for the SGDMFA.
· Make sure the by-laws are in place and are being followed by the SGDMFA.
· Suggest changes that should be made to the by-laws at the annual general meetings and, if changes are made, comply with all requirements of the Society’s Act for review and approval of the new by-laws.
· Ensure all purchases are made in accordance with the SGDMFA purchasing policy, and that purchases have been properly authorized by the Executive before the order is placed.
· Monitor the SGDMFA complaints and disputes process to ensure the effective management of complaints and disputes from all levels of the SGDMFA and provide feedback to the Executive. Ensure that the complaint and dispute process is communicated to all SGDFMA members and that it is being followed.
 


Director at Large – cont.
· Ensure that meetings are being conducted properly and that the proper procedures have taken place for motions to pass.
· Ensure all Executive members know what is required of them and assist them whenever required.
· Meet with coaches and managers, along with the Vice-president, on a monthly basis to review issues and discuss issues raised by the Executive.
· Review codes of conduct for players, parents and coaches and ensure that they are communicated to all parties. Monitor adherence to these codes of conduct documents and ensure that they are aligned with the principles of the SGDMFA.
· Govern the code of conduct for the Executive, including resignations and dismissals.
· Maintain all coaching application forms and criminal record check documentation for all field staff, and make sure that it is available upon written request of the President.
· Investigate all player, coach, field staff suspensions, ejections and all officiating complaints.
· Co-chair all interviews with the President.
· Coordinate recruiting drives.
· Director At Large, nor any of his/her relatives (including in-law and common-law) may be a member of any team’s field staff (including coaching, training, managing) to ensure impartiality unless voted otherwise on an individual case by the board of directors.
Registrar
· Be and remain in good standing with the Association.
· Attend all monthly SGDMFA Executive meetings.
· Take direction from SGDMFA Executive.
· Organize and administer all aspects of the registration process as per CDMFA registration policies and procedures.
· Complete CDMFA forms and submit them to the league as per CDMFA policies and procedures.
· In collaboration with the Treasurer and Equipment Director, ensure all required fees and deposit cheques have been collected prior to players getting equipment.
· Keep the on-line record of all registered players and coaches affiliated with SGDMFA current.
· Complete and submit all registration forms to CDMFA as per their policies and procedures.
 



Registrar – cont.
· Give copies of registration forms and medical forms to Field Staff Liaison to distribute to appropriate Field Staff prior to the first practice of the new season.
· With direct access to the website, and with assistance from RAMP, the Webmaster and other Executive members as needed, ensure the registration forms and rosters are uploaded correctly.
· Monitor the on-line registration process and work with the Secretary to ensure accurate rosters are on the SGDMFA site.
· Notify the Treasurer of any KidSport or grant payments to be expected.
· Arrange a time to collect any in-person payments and provide a duplicate receipt to the payee and the Treasurer along with the funds.
Ways & Means Director
· Be and remain in good standing with the Association.
· Attend all SGDMFA Executive meetings.
· Take direction from the SGDMFA Executive.
· Coordinate sponsorship activities for teams at all levels.
· Coordinate solicitation of local businesses and service groups for donations.
· Help organize any functions that the Association is sponsoring.
· Make sure local businesses that are interested in football are kept informed of the status of all the teams.
· Coordinate the preparation of posters and other sponsorship literature for home games acknowledging sponsors and donations.
· Be the liaison between local businesses and SGDMFA.
· Work with the President to seek out and apply for all federal, provincial, municipal and city grants that the SGDMFA may be eligible for.
· Maintain a sponsorship register outlining the status of all current and potential sponsorship agreements and make the register available for review at Executive Meetings and upon request of the Executive members.
· Prepare and submit a fundraising plan.
· Administer all aspects of fundraising with direction from the Executive.
 


Ways & Means – Cont.
· Apply for and make sure all licensing is in place for all fundraising events.
· Coordinate with the Treasurer for fundraising licensing and tickets for registration.
· Coordinate with Field Staff Liaison for licensing for 50/50 sales at home games.
· In collaboration with the Treasurer, complete and submit all paperwork to the AGLC.
· Keep accurate records of each fundraising project and report to the Executive.
Equipment Director
· Be and remain in good standing with the Association.
· Attend all SGDMFA Executive meetings.
· Take direction from SGDMFA Executive.
· Keep an accurate inventory of all equipment.
· Attend equipment shows and obtain current price lists for equipment.
· Advise the Executive of all current and future equipment needs.
· Submit an equipment budget for approval by the Executive.
· Attend all equipment training seminars arranged by the Executive.
· Organize equipment dispersal and fitting for all teams and maintain a record of equipment issued and deposits received.
· Organize equipment return at the end of the season and maintain a record of equipment returned and deposits released.
· Inventory, clean and store all equipment so it is ready for the next season.
· Make sure Equipment Managers at all levels have a copy and are familiar with the policy and procedures.
· Train all team Equipment Managers on the following:
· Proper fitting of equipment.
· Repair of equipment.
· Filling out and keeping an accurate record of player’s equipment lists.
· Cleaning and storage of all equipment.
· Ensure that players and/or parents are not allowed in the equipment shed unless the Equipment Director, an Equipment Manager or an Executive member is present.
· Advise the Executive of equipment that requires repair or re-certification. Advise the Executive of the costs. Arrange for recertification as required and in time for it to be returned for the subsequent season.
 

Equipment Director - Cont.
· Advise the Executive of any abuse of the equipment.
· Work with the Registrar to support collection of the equipment deposit and volunteer deposit cheques at all levels and ensure the cheques are attached to the players’ signed equipment lists.
· Make sure no players receive equipment until their registrations are paid and a postdated deposit cheque for equipment has been received.
· Organize and administer any special equipment for the players to purchase (e.g. gloves, hand warmers, jackets, etc.).
· Make sure payment is received prior to any purchases made for individual players.
· Issue receipts to purchaser as soon as payment has been received. Do not pre-issue receipts for purchases.
· Keep the Team Equipment Managers’ repair boxes stocked with the necessary supplies, parts and tools.
· Supply and maintain adequate inventory for Team Trainers’ first aid kits. Ensure kits are fully stocked as per checklist in advance of every game.
· Ensure that tinted visors are only administered as per the SGDMFA Tinted Visor Medical Clearance Form Process.
 Field Staff Liaison
· Be and remain in good standing with the Association.
· Attend all SGDMFA meetings.
· Take direction from the SGDMFA Executive.
· Assist the Vice-president and Director At Large in collecting correct information of all field staff.
· Ensure all team managers are aware of their duties and responsibilities and assist in any way possible.
· Ensure all team managers’ web site training is complete prior to the start of the season.
· Ensure team managers check and update the website and CDMFA rosters and ensure they are accurate.
· Ensures all SGDMFA communication sent to players and parents is via the website and has been approved for posting by the Vice-president, President or Director At Large
· Work with the Registrar to ensure all required paperwork is at the field, or with the team, always.
· Be present for all team manager and Director At Large meetings.
 


Field Staff Liaison – Cont.
· Pick-up, distribute and maintain the SGDMFA’s mail requirements on a weekly basis.
· Organize team photos by acquiring pricing, dates, and booking of the photographer for team photos.
· Ensures all team managers fulfill their obligations to the CDMFA.
· Assist with all fundraising events and organize the year end player appreciation event with direction from the Executive.
· Coordinate with the Ways and Means Director and team managers for 50/50 sales at home games.
Webmaster
· Be and remain in good standing with the Association.
· Takes direction from the Executive.
· Updates electronic communications including all social media and main website after the post has been signed off by the President, Vice-president or Director At Large.
· Coordinates a library of critical documents on the website.
· Assists with identification of required website training.
· Coordinates with Executive Members to ensure all information is posted on the website.
· Monitors all website activities.
· Monitors all aspects of SGDMFA social media platforms with the direction of the Executive. 
Concession Coordinator
· Be and remain in good standing with the Association.
· With direct access to the website, and in collaboration with the Secretary and Registrar, post any and all volunteer opportunities.
· Coordinate with the Equipment Manager to set up a schedule for equipment suit ups.
· Manage the website for all events related to volunteer opportunities at the concession and update the Executive of any challenges in meeting volunteer requirements.
· Work with the Treasurer and Registrar to make sure all funds are received, deposited and balanced, including cash, cheques and point of sale machines.
· Ensure coverage of the concession.
· Communicate with the Treasurer, Registrar and Secretary about issues/challenges/concerns with the concession or volunteers.


Mailing Address: 
PO Box 3172 Station Main, 
Spruce Grove, Alberta T7X 3A5
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