
The Manager’s Responsibilities 
 

The first responsibility of the Manager is to ensure there is a manager at every game.  

If you cannot attend a game or do the management duties prior to a game, please pass 

responsibilities, and the managers kit, to a parent or player, or the coach, so that things still run 

smoothly for the team. 

 

Please ask for any help or information you need, especially first time managers.  

 

1. Information and resources 

 

Available on our website  

The following are available at https://www.leichhardtsaints.com/coaches-and-managers-

information-kit 

Items marked * are highly recommended for reading/printout.  

• What to do in case of wet weather*  

• CDSFA rules of Association * (contains information on minimum number of players in each age 

group, length of time for each game, number of substitutes, restrictions on playing up etc)  

• FIFA Rules of the game (applies to u8 teams and up)  

• Basic training drills* 

• Coach accreditation  

• What is required of players, parents and guardians*  

• Club membership application form  

• CDSFA Constitution  

 

There are also a number of club and association policies on our web site at 

https://www.leichhardtsaints.com/policies that all parents and players should be aware of:  

• Rain policy  

• Smoking policy  

• Training policy  

• Sun smart  

• Glasses for players policy  

• Alcohol at grounds 

 

MANAGERS ROLE – OVERVIEW  

 

Before the Game  

• Make sure all parents/players are aware of the draw.  

• Ensure you have enough players (or try to borrow some if you do not). The coach may also 

do this.  

• Advise the parents if a game is cancelled or changed (opposition forfeit, closed field, 

reschedule).  

• Roster volunteers for canteen duty at King George when it is your team’s turn.  

• Arrange for an adult (parent, partner, etc) to act as a Ground Official at the game.  

• If advised by Saints that no referee has been appointed to your home game, arrange for a 

volunteer referee.  

 

At the Game  

https://www.leichhardtsaints.com/coaches-and-managers-information-kit
https://www.leichhardtsaints.com/coaches-and-managers-information-kit
https://www.leichhardtsaints.com/policies


• Organise setting up or packing away the field if you are the first and/or last team to play at our 

home fields - King George, Balmain Rd or SSCL. Saints Duty Officers will be there to provide the nets, 

cones, ropes and to advise.  

• Print out the Match Sheet (see separate sheet).  

• Check the Opposition’s ID cards (for U12 and up). If you do not do this, you may have no recourse 

should a situation arise later.  

• Arrange a referee for home games (U8 and U9 only - usually).  

• Assist the coach as required. Decide on who does what – you might take control of interchanges, 

or nominate someone else who will, especially for mini teams.  

• Pay the official referee and assistant referees before the game – under 10 and up only (see 

separate sheet).  

 

After the Game  

• Arrange who will wash the strips (for junior teams) for the following week and bring the half-time 

oranges/fruit.  

• At the end of the game (U8 and over) text result to Saint’s Recorder on 0422 630 773 

• Under 8 and up, deliver the Match Sheet (if you are the home team) to the letterbox at 30 View 

Street Annandale as soon as possible on match day (but certainly before 5pm).  

 

During the Season  

• Make sure all parents (for junior teams) and players are aware of the Clubs’ requirements, code of 

conduct and responsibilities. A handout of what is required of parents and players is included in your 

kit that can be copied to each player/parent, or you can email the link 

https://www.leichhardtsaints.com/parent-information/parents 

 

Through the season, pass on relevant information to all members/ parents, advise of any 

fundraising, social activities etc, and encourage them to support these events.  

• Organise team for photo session, as advised or take a team photo for the yearbook.  

• Write/ arrange for a Year Book entry.  

• Only you (or the coach) should phone or email the Administrator or Competition Secretary, 

with any questions/ comments from team members, especially those concerning CDSFA or 

Council matters.  You should not under any circumstances contact CDSFA or the Council yourself.  

It only results in referral back to the club.  

 

********************************************************* 

 

MORE DETAILS  

 

Get draw details to parents/players 

It is the Manager’s responsibility to make sure your team is aware of the time and field for each 

game.  Ask the team to arrive at least 30 minutes before kick-off (or 45 minutes if you have the first 

game at HOME to allow for set up).  

 

CDSFA attempts to get as many weeks of the draw out as possible, though it is always subject to 

change.  

It will appear here https://cdsfa.dribl.com  

Occasionally the CDSFA are unable to give us the draw for a round, or any changes, until late in the 

week, especially following rained out games.  

https://www.leichhardtsaints.com/parent-information/parents
https://cdsfa.dribl.com/


It is important to check the draw at least weekly for changes during the season.  It is best to check 

the day before the game. Fixtures can change due to forfeits, weather, field condition, team 

withdrawal and many other reasons. 

If the draw is published late, or we are informed of a late change the club will contact you where 

possible.  Please clarify any issues with the Competition Secretary, by email, 

compsec@leichhardtsaints.com or calling 0419 483 588.  

 

Ensure you have enough players (and borrow some if you do not)  

Parents/ players should let you know as soon as possible if they cannot make it to a game.  

 

If a team is going to be short of players for a game (due to illness, holidays etc) you can borrow 

players from other teams, but:  

1. The team you borrow from must not be a higher age group or a higher grade than your team (e.g. 

the U8/3s can borrow from the U8/4s, but the U8/4s cannot borrow from the U8/3s). If in doubt, 

check. Also, “A” teams cannot borrow players from the “B” team in the same division, nor B from A. 

Players must be no more than 2 years younger than the age group they are playing in.  

2. You should check with their coach or manager. Email admin@leichhardtsaints.com if you do not 

have the contact details of other coaches or managers you would like to borrow players from.  

3. You must ensure you do not only get the player, but also his or her ID card.  

 

Please do not forfeit a game unless it is absolutely necessary. It disappoints those who are available 

to play and the opposition and, if we have not given the CDSFA sufficient notice (72 hours - 3 days), 

the team incurs a substantial fine for each match forfeited. Also, teams forfeiting on three 

consecutive occasions may be removed from the competition.  

If you do need to forfeit, you need to advise the Competition Secretary to enable the 72 hours’ 

notice to be given to CDSFA. By email: compsec@leichhardtsaints.com or phone: 0419 483 588  

 

Advise your parents/players of changes to game fixtures  

If a game is moved, rescheduled, cancelled/ postponed due to rain, or ground closure/ unavailability, 

you, as the Manager, must notify the team. 

 

The CDSFA wet weather web page is 

https://www.footballcanterbury.com.au/gameday/WetWeather/ 

Fields can be closed late by councils, such as if there is heavy rain overnight. The club will notify of 

late field closures and fixture changes where possible, but also check yourself on Dribl and the 

CDSFA wet weather web page. 

 

It is a good idea to set up a Team Stuff app for your team. This allows players to advise availability, 

you to notify fixtures and changes/reschedules/cancellations. At times you may have very little 

notice of a field closure (such as if you are first on a Saturday morning) so quick communication is 

essential. 

 

Training and rain 

If it rains on a training night, individual teams can choose whether to train or not – unless the park 

has been closed by the Council. Discuss with the Coach, and let the team know what your rain policy 

is. The Inner West Council wet weather line is 9367 9190. It has recorded advice of closed fields.   

 



Inner West Council sporting ground status (open/closed)  is 

https://www.innerwest.nsw.gov.au/explore/parks-sport-and-recreation/sporting-ground-status 

 

Roster canteen duty if it is your team’s turn  

Canteen duty for King George Oval is rostered every Saturday. The canteen manager is Annike 

Lindhout (0411 086 100 or Annike.lindhout@gmail.com). Once we have the draw and know which 

teams are playing when at King George, you will be informed if your team has a shift that day for 2 

hours. 

Teams playing on Saturday mornings will be rostered about twice during the season. This means 

organising parents from your team to take turns helping/ serving at the canteen and doing the 

barbecue. The canteen profits help pay for the kids’ trophies, ground duty officers etc, so please 

make sure your team helps out, and supports it. We also open canteen on Tuesday training nights. 

Parents will be welcomed if they go over and offer to lend a hand as there are always jobs to be 

done. 

 

Organise Ground Officials  

We are required, by the CDSFA, to have a ground official at every home game our teams play. Each 

team must ensure there is a volunteer Ground Official (not the registered coach or manager of that 

team). It is not a hard job, but necessary. Any responsible adult can do it. It is essentially ensuring 

things go smoothly. Act. An Official’s vest will be provided to each team as part of their kit.  

At our Home fields we have a Duty Officer. It is not his/her job to be a ground official for your game, 

he/she has other responsibilities.  

 

Organise setting up and packing away the field  

If your team has the first game at a home field, it is the responsibility of your team to set up the 

field. Please make sure your team is at the ground approximately 40 minutes in advance. ALL 

parents are responsible for setting up, not just the managers and coaches.  

The Duty Officer will advise what should be done and provide the equipment.  

If yours is the last game at a field – you must pack up and put the nets etc. back in the equipment 

container. You will be advised (usually on Thursdays) if your team is responsible for set-up or pack-

away, so you can advise your parents or players. 

 

Report Score and Deliver the Match Sheet  

 

At the end of the game (U8 and over) text result to Saint’s Recorder on 0422 630 773. 

Fill out the Match Sheet (as per separate instructions) and deliver your copy (home games) or tear-

off slip to THE RECORDER( box at 30 View St Annandale) by 5pm that day (or 6pm for senior teams 

playing 3pm games). The results are compiled and forwarded to CDSFA. The club is fined by CDSFA if 

our scores or match sheets are late.  

 

Check the ID  

Check the ID cards of the opposing team before play for eligibility (for example a 12-year-old playing 

in an U9 game, or a 1st Division player playing in Division 5). The official referee will also do this. 

Once you have signed the Match Sheet no appeal will be accepted, so please question the player’s 

eligibility at the game, and if there is any doubt, ask the referee to record it on the Match Sheet for 

investigation. The CDSFA rule is “No Card, No Play”, and there should be no exceptions for 

competition Age teams.  

 

https://www.innerwest.nsw.gov.au/explore/parks-sport-and-recreation/sporting-ground-status


Arrange a referee for home games (usually U6, U7, U8 or U9 only)  

Pick a parent who generally knows the rules and give them a whistle (there should be one included 

in your kit). A copy of the Small-Sided Games or non-competitive junior rules is included in this 

folder, for relevant teams, and is also on the website. If no official referee arrives for an older game 

(U10 and up), the volunteer may need to know more rules. Both teams must agree on the chosen 

referee, which can be from either team/Club, and sign the match sheet before the game to confirm 

this. It is not acceptable for teams to arrange to provide a referee for half the game each.  

 

Arrange who will wash the shirts for the following week (junior teams) 

Parents should take turns in taking the shirts home to wash and bring them to the next game. It is 

Club policy that the shirts should all stay together and not be taken home individually by players. 

Losses of jerseys means we are left with sets with missing numbers, and they are expensive to 

replace. Jerseys are for use at matches only.  

One approach is that the jersey-washer also brings the half-time oranges or fruit. 

 

SOME TIME DURING THE SEASON  

 

Organise team for photo session  

Each year we offer team and individual photos. The team photos are used in the Yearbook. 

Managers will be given the information, need to inform the team of time (which is arranged around 

games).  

 

Write/arrange a Yearbook entry  

Toward the end of the season, the Coach and/or Manager (or delegate) should write a report on the 

team for the Club’s wonderful Yearbook. Details of this will be given at a later date. Any teams with a 

coach or manager new to the Club can receive a copy of last year’s Yearbook by contacting 

admin@leichhardtsaints.com.  

 

If you have any questions, please contact us at admin@leichhardtsaints.com, or check the website - 

www.leichhardtsaints.com.  

You can also SMS the club on 0403 474 000 or send a message to our Facebook page 

http://www.leichhardtsaints.com/

