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President:  The President of the FSA will: Chair all FSA meetings during the year. Support all Board positions, providing leadership and guidance for a successful season, Liase with Director of Game Officials with any discipline issues throughout season. The President will also receive communications from SOSA and OSA/CSA and disseminate to Board and/or coaches and conveners as well as have signing authority.

	Feb
	Ensure all positions for upcoming season on Board are filled, work through any open positions and re-assign if needed, assume important positions

	
	With Board establish budget for the upcoming season

	
	Apply for HRDC Summer Student Grant

	March
	Retain Directors insurance from HUB international

	
	Advise in writing, season start and end dates to South Frontenac Township - work with Community Relations Person if this position is filled

	April
	Complete required paperwork to secure use of public/catholic schools for mini-soccer

	
	Complete insurance forms with additional insured listed for township fields and school fields for season

	
	Review bursary applications and bring forward to Board for approval

	
	Assist Registrar with retaining enough volunteers for season 

	May – August
	Respond to any inquires throughout the season from conveners, coaches, parents

	October
	Attend SOSA Annual General Meeting



	Vice President:  Will assume all and any duties throughout the season assigned by the President 

	Yearly
	Attend all FSA General Meetings



	Registrar:  The Registrar will:  Facilitate On-line registration system and continue to update application/website throughout the season, Communicate to all registrants on an ongoing basis as needed about season updates, meetings, AGM, etc, Be the first point of contact for all registrant inquiries.

	Feb – March
	

	
	Facilitate Website update – registration go live

	
	Check and respond to email and phone messages, trouble shooting for on-line registration system, password recovery etc.

	
	Update late payment fee for registration

	March - April
	Populate on line registrants and prepare registrant numbers for each division, as well as volunteers signed up.  #s will be used to determine team size and number of teams. Give #’s to equipment manager to order jersey’s for each team in each division.

	April
	Export list of registrants and interested volunteers for each division conveners, so they can make up teams.  Give list of #’s of each division to field scheduler.

	
	Compile bursary requests for Board meeting

	
	Work with Treasurer with payments in system, including bursaries, late fees, etc

	Late April
 
	Update website with schedules developed by field scheduler for each division, email schedules if needed to conveners

	
	Work with Treasurer for further payments into system.

	August
	Export final registrant numbers for field usage payment to township.

	 Treasurer Season:  Using QuickBooks pay invoices and record deposits.  Prepare and review financial position of FSA at each Board Meeting.   Assist with budget for upcoming season based on previous years financial standings, monitor PO Box and collect mail.  The Treasurer should allow for 2-3 hours per month for payment reconciliations.

	March – July
	Reconciling payments received in on-line system, including late payments, bursaries, refunds.

	April
	Payments of one time and on-going payments to:  Board of Directors Insurance HUB insurance, Sportsphere – payment of jerseys, usually done in 2 or 3 payments, Payment for equipment ordered, balls, nets, corner flags, pylons, etc

	 
	Completion of HRDC grant report if successful with grant to hire a student

	June
	Payment for referee assignments in 1st  half of season

	August
	Payment for referee assignments in 2nd half of season

	May – August
	Bi-weekly wage payment to student

	September
	Final payment for player fees to SOSA

	 
	Payment for field usage, based on number of players in each division and field used.

	
	Compile all financials and hand in to auditor for completing or engagement review for season.

	
	Completion of HRDC final report

	February
	T-4 paperwork completion for student

	
	Prepare and present financial report for AGM

	 August
	Prepare payment breakdown of field usage for township and calculate fees to be paid to township and Frontenac Arena Board



	Secretary:  Assist with organization of Annual General Meeting including preparing agenda and minutes. 

	March
	After AGM compile list of Board Members and submit to SOSA

	Feb – Feb
	Book space for all FSA meetings

	
	Prepare and distribute agenda’s and minutes for each FSA meeting

	
	Assist President, Treasurer and Registrar with any other duties

	
	Assist with Annual General Meeting, preparing agenda and minutes from previous Annual General Meeting


 


	Equipment Manager:  Order required jerseys and equipment for each division.  Coordinate distribution of equipment and jerseys to conveners. Organize equipment each year, including inventory.

	April
	Order required jerseys for each age division, including Tim Horton’s Timbit program

	
	Order equipment – pylons, balls, nets, corner flags, ice packs.  Keep inventory for all equipment

	
	Submit equipment invoices to Treasurer and President for payment

	Early May
	Coordinate distribution of equipment to conveners and coaches for all age divisions, order more jersey’s if needed for late registrants

	June
	Order medals from Tim Hortons and Specialty Trophies for distribution in July

	July
	Coordinate distribution of medals, etc for all divisions with conveners for final games

	
	Arrange for return of equipment from conveners, coaches

	August
	Return equipment to storage building, complete inventory of equipment and list of needed equipment for next season


 
	Community Relations Coordinator: Promote FSA, including contacting newspapers/schools to advertise prior to registration, social media updates and sponsorship requests.

	Feb – March
	Contact local newspapers  open registration for season 

	
	Arrange for sign rental 2 locations

	
	Contact local businesses, Verona/Sydenham grocery stores and local schools to advertise open registration

	
	Connect with Football league to determine their weekly schedule

	
	Communicate with canteen (Go through Baseball Association) at Harrowsmith field season start dates and game nights

	Feb – Aug
	Attend Loughborough or Portland Recreation Committee meetings as a representative from FSA, giving them updates on season, field maintenance, needs, etc.  Also request to meet with Frontenac Arena Board prior to season to arrange for portable toilet at fields at arena

	
	Update Facebook page

	May – July
	Attend a number of age division games to take pictures and to thank volunteer coaches.  Send in season updates with pictures to local newspapers

	
	If position permits develop relationships with businesses and local service clubs to potential sponsorship opportunities for bursary program and other equipment extras.


 


	Scheduler:  Create game and practice schedules for all division and communicate with Conveners.

	April
	Based on number of registrants for each division identify number of teams

	
	Work with equipment manager to determine colors for teams for each age division to identify teams

	
	Once schedules are created coordinate the upload to FSA website

	
	Email all conveners schedules for appropriate divisions for them to send on to their coaches

	July
	Request standings from conveners U10-U18 and complete playoff schedule, upload to website and send out to conveners

	 
Field Maintenance Coordinator:  Arrange field liner and paint with summer student and work with student throughout the season around equipment needs, order more paint if required, Communicate with Township any identified needs of the fields through the Community Relations person

	April
 
	Based on number of teams in each division determine number of teams needed for season

	
	2 weekends – last 2 weekends in April or last weekend and first weekend in May assist summer student with marking up all fields and putting nets on goal posts.  ( Could use highschool students who require volunteer hours to assist with this)

	
	Order paint for liner if needed at start and during season and if required order any parts for the liner system

	 Director of Game Officials:  Track assignments of referees and send to Treasurer for ref payment

	Feb – April
	Recruit new referees for season work with Community Relations Coordinator to advertise these positions through elementary and high schools

	April
	Assist new referees with securing ref clinic prior to season start

	
	Arrange local referee meeting for all referees in all divisions, review with all game rules for each division,

	April - May
	Submit game schedules that were created by scheduler to Ref Centre system for divisions u8-u21

	May – July
 
	Payments are done two times per season, middle of July and end of July beginning of August

	
	Arrange 2 ref meetings with all refs – 1st meeting end of May – early June, 2nd meeting middle of July.

	
	Be available through season by attending part of a game for each ref assigned

	
	Respond to referee, coach issues as needed throughout the season


 


	Director of Player Development:  Coordinate the player development program

	February
	Confirm data and time with Development Coach

	
	Attend Annual General Meeting

	March – July
	Promote program

	April
	Organize a Coaching workshop



	Conveners/Divisional Reps (7):  Ensure division needs are represented in Board decisions and organize your division teams and coaches.

	February
	Attend Annual General Meeting

	March 
	Work collaboratively with the Registrar on registrations for your division

	April
	Recruit Coaches for your division and send communication via email if necessary

	 
	Send email out to all Parents asking for their child’s position preference

	
	Create preliminary teams for the May Tournament

	April 
	Pick up equipment and jerseys from Equipment Coordinator to distribute to Coaches at opening tournament.

	
	Revise teams as necessary for late registrations.

	
	Send introductory email to all Registrants in your division notifying them of the start of the season (including opening tournament if there is one)

	May
	Create teams using gender, years of experience and feedback from Parents and send team lists to Coaches (remind them to contact all players)

	July
	Collect Equipment from Coaches
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