Randolph Recreation Girls Basketball - Standard Operating Procedure

Committee Responsibilities



PURPOSE

The purpose of this document is to list the tasks and responsibilities of the Randolph Recreation Girls Basketball Committee.

CONTENTS

The duties of the Girls Basketball Committee are as follows:

CHAIRMAN 
· Conduct the affairs of Randolph Girls Basketball and execute the policies established by the Township of Randolph. 

· Call general meetings of the committee to conduct new and old business

· Call emergency ad-hoc meetings to discuss any significant issues which may arise

· Be responsible for the conduct of Randolph Girls Basketball in strict conformity to the policies, principles, Rules and Regulations of the Township of Randolph. 

· Investigate complaints, irregularities and conditions detrimental to Randolph Girls Basketball and report to the Committee as circumstances warrant. 

· Participation in the selection of town Recreation Award Program.

VICE-CHAIR (if single Chairman)
· In case of the absence or disability of the President, and provided he/she is authorized by the Chair or the Committee to so act, the Vice-Chair shall perform the duties of the President, and when so acting, shall have all the powers of that office, and shall have such other duties as from time to time may be assigned by the Committee or by the Chairman.  

SECRETARY 
· Be responsible for recording the activities of Randolph Girls Basketball and maintain appropriate files, mailing lists and necessary records. (yellow cards, etc.)

· Maintain a list of all regular, sustaining and Honorary Members, Directors and Committee Members and give notice of all meetings of the Committee. 

· Keep the minutes of the meetings of the Committee, and cause them to be recorded in a book kept for that purpose. 

TREASURER  

· Receive all monies and deposit same in a depository approved by the Township. 

· Keep records for the receipt and disbursement of all monies, approve all payments from allotted funds and draw checks therefore in agreement with policies of Randolph Township. All disbursements by check must have dual signatures by Chairmen and Treasurer. 

· Prepare an annual budget, under the direction of the Chairman, for submission to the Committee at the annual meeting. 

LEAGUE COORDINATORS (3 Positions)

· There shall be a League Coordinator for each of the three leagues (JV, Varsity, Senior)

· Solicit coaching candidate for the upcoming season

· Conduct player draft for the upcoming season

· Review league rules with all coaches prior to start of season

· Forward all practice and game schedules provided by the recreation department to the coaches and the Website Administrator

· Work with the recreation department, the other coordinators, and the referee coordinator on the rescheduling of any games due to inclement weather.

· Advise coaches of any cancellations of games due to inclement weather or any other reasons where the facilities are not available.

· Order trophies with the recreation department (JV-Participant, Varsity/Senior- 1st and 2nd place)

· Attend portion of games in order to ensure that coaches are obeying rules, to assist in guiding the referees, ensure parents are obeying rules.

· Varsity and Senior League coordinators should work closely with the recreation department on the format of the playoffs and the scheduling of playoff games.

· Responsible for ensuring that any issues regarding the conduct of coaches, players, parents are dealt with on a timely basis, and if the issue cannot be resolved, that it be brought forward to the Committee. 

· Work with the Recreation Department to order end of season awards for the various recreation programs. 

· Distribute awards to all coaches

· JV- Participation Awards for all players

· Varsity and Senior – 1st and 2nd place trophies for each league.
2nd Grade Clinic 

· To Be Documented

· Work with the Recreation Department to order end of season Participation Award (CB-6 basketball)

· Distribute awards to all participants

3rd Grade Clinic 

· To Be Documented
· Work with the Recreation Department to order end of season Participation Trophies 

· Distribute awards to all coaches

TRAVEL LEAGUE REPRESENTATIVES/COORDINATORS (2 positions)

· There shall be a travel league representative for each of the travel leagues (currently, Garden State, Garden State -BH, and Tri-County)

· This representative shall be the liaison between the travel league and Randolph Girls Basketball.

· Attend any meetings held by the travel league and communicating the issues of those meetings to the Committee.

· Collect any fees and/or forms required by either Randolph Girls Basketball or by the league they represent.

· Representatives may be the coaches of the travel teams, but that is not required.

· They must work with the travel coach, travel schedule coordinator, and the recreation department to ensure that all home games are properly scheduled, and that any make-ups are scheduled.

SPONSORS/FUNDRAISING/MERCHANDISE

·  Obtain samples of merchandise to offered to the girls basketball players.

· Display the samples at travel tryouts and recreation ratings, and the 2nd and 3rd grade clinics

· Coordinate orders and payment by team with travel and recreation coaches, and clinic coordinators

· Place orders with vendor

· Deliver orders to coaches and coordinators

WEBSITE ADMINISTRATOR 

· Maintain the website for Randolph Girls Basketball.

· Ensure that once coaches have been selected, their information is posted on the site.

· Ensure that practice/game schedules are posted in a timely fashion.

· Ensure that scores/standings are updated in a timely fashion.

· Ensure that any scheduling changes due to inclement weather, etc. are reflected in a timely manner.

· Post any information regarding cancellations on the site as soon as the information is made available.

· Coordinate with travel representatives any information surrounding tournaments, etc.

PUBLICITY 

· Publish information regarding sign-ups, ratings, travel tryouts in the Randolph Reporter

· Collect scores and summaries during the season to publish in the Randolph Reporter.

REFEREE SCHEDULER

· Obtain a copy of the listing of referees that have signed up.

· Obtain the game schedules for all recreation leagues and 3rd grade clinic

· Ensure all games have been assigned 2 officials

REFEREE COORDINATORS

· Attend referee training that is done by the Randolph Boys Basketball Program.

· Obtain a copy of the listing of referees that have signed up.

· Prior to season hold a meeting with the girls referees and the coaches to go over specific league rules and areas of emphasis.

· Work with scheduler to ensure all games have 2 officials.

· Attend games to provide oversight and in-game education with the referees.

PICTURE COORDINATOR 

· Determine Photographer to be used for the pictures

· Work with the photographer and the Recreation Department to set up dates and locations for photos.

· Create and distribute a schedule for the photo sessions to all coaches and the individuals running the clinics at least 2 weeks prior to the photo session.

· Distribute envelopes to the coaches and individuals running the clinics at least 2 weeks prior to the photo session.

EQUIPMENT MANAGER (RECREATION PROGRAM) 

· Work with the Recreation Department to ensure that uniforms, balls, scorebooks, whistles for referees are ordered and available prior to the start of the season

· Periodically during the season ensure that there are fresh scorebooks and first aid kits available at each of the schools being used.

EQUIPMENT MANAGER (TRAVEL PROGRAM) 

· Work with the Recreation Department to ensure that uniforms and balls, are ordered and available prior to the start of the season.

· Distribute balls and uniforms to each of the travel teams.

· At the end of the season collect all uniforms and prepare an inventory which will be used for ordering purposes for the following season

RECREATION RATINGS COORDINATOR 

· Work with the Recreation Department to get the facilities needed to hold the ratings sessions

· Work with the Publicity Coordinator and Web Administrator to get the Ratings Dates published in the Randolph Reporter and on the Website.

· Solicit Committee Members to help oversee the ratings sessions

· Solicit coaches from previous seasons to assist in the ratings process.

· Ensure that all material needed for the Ratings are provided (balls, rating sheets, etc)

· Compile the ratings data and provide to the League Coordinators

TRAVEL TRYOUTS COORDINATOR 

· Work with the Recreation Department to get the facilities needed to hold the ratings sessions

· Work with the Publicity Coordinator and Web Administrator to get the Tryout Dates published in the Randolph Reporter and on the Website.

· Solicit Committee Members to help oversee the ratings sessions

· Solicit coaches from previous seasons to assist in the ratings process.

· Ensure that all material needed for the Ratings are provided (balls, rating sheets, etc)

TRAVEL PARENT LIAISON 

Act as a liaison between the travel teams and the Committee on any items that need to be brought to the committee’s attention or back to the parents or coaches of the travel teams.

TRAVEL SCHEDULE COORDINATOR 

· Work with the Recreation Department and Boys Travel Schedule Coordinator to provide gym time needed for travel practices and games.

· Communicate the schedule and any changes to the schedule to the Travel Coaches

END OF SEASON GET TOGETHER COORDINATOR (Travel Program)

A member of the Committee shall coordinate with the team parent for the 8th grade travel team on the end of season program for the travel program. 

BIG SISTER/LITTLE SISTER COORDINATOR (Travel Program and High School)

A member of the Committee shall work with the High School Varsity Program to coordinate Big Sister/Little Sister Events throughout the course of the season.

Spring League Coordinator

Summer Program Coordinator
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