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Part 1: Eagan Athletic Association

Article I – Name
The name of this organization shall be Eagan Athletic Association, hereinafter referred to as “EAA”. 

Article II – Purpose
The purpose of EAA shall be to promote and operate athletic programs for youth either residing within the City of Eagan, MN or attending a school located within the City of Eagan. Deviation from the eligibility requirements will require prior approval by the appropriate Sport Director(s). EAA is organized exclusively for charitable purposes with the meaning of section 501(c)(3) of the Internal Revenue Code. 

Article III – Fiscal Year
The fiscal year of EAA shall commence on January 1st and conclude on December 31st of each year. 

Article IV – Membership
The membership of EAA shall consist solely and exclusively of (1) the active participants of EAA and (2) the parents of active participants of EAA. Such members shall not have voting rights as members.
 
Article V - Board of Directors
The Board of Directors will be responsible for “high-level” issues affecting EAA. It is not the responsibility of the Board of Directors to run the day-to-day operations of any sport; the responsibility for overseeing each sport shall be the responsibility of the Directors of each specific sport and the program boards that they in turn oversee. 
The Board of Directors shall: 
· alcohol
· Create, approve and publish official written policies of EAA. All written policies of EAA may 
be approved, amended, or, from time to time, waived at the sole discretion of the Board
· Review the content being offered in each sport and create a broad structure for all activities 
· Conduct an in-depth review of EAA’s monthly financials, budgeting process, and fiscal 
management
· Develop and provide leadership for future strategic planning opportunities
· Review current property, liability, officer and participant insurance 
· Interview and approve all Sport Directors within each program
· perform other such duties as may be necessary to manage the property, affairs, and business of EAA.

The EAA Board of Directors oversees twelve individual sport programs, their assets and funds all of which are owned by EAA but are budgeted and operated by the sport programs.  
EAA bylaws:  https://www.eaasports.org/page/show/192826-amended-and-restated-bylaws

Part 2:  Eagan Track and Field
Eagan Track and Field is a sub-board affiliated with the Eagan Athletic Association (EAA) and is subject to all guidelines and policies of EAA.

Program Overview and Mission Statement
The EAA Track & Field program is proud to be recognized as one of the best youth track programs in Minnesota. 
The EAA Track & Field program aims to introduce and promote the sport of track and field within Eagan and our surrounding community. Our mission is to stress the importance of team, friendship and sportsmanship in the track and field experience. 
Our season consists of five meets and typically a minimum of one practice per week. Running and field events evolve as your child grows through the program. Our goal is for each child to participate in one field event and up to three races each meet. This aids in their skill development and stimulates their interest and enthusiasm in track. 

3: Eagan Track and Field Board

Composition
The Eagan Track Board consists of the following roles plus our adult and youth volunteer coordinators:
· Program Director
· Communications Manager
· Treasurer
· Merchandise Manager
· Technical Manager (paid position)
· Meet Manager (Paid Position)


Membership Terms
· Each position shall serve a term of two years and runs from January 1st to December 31st.  Eagan Track and Field board members will be elected during the November board meeting each year.

Duties
Refer to Appendix A “Board Member Roles and Responsibilities”

Eligibility
Persons serving on the board shall have reached the age of eighteen (18) and must reside within the City of Eagan and/or have a child attending a school within the City of Eagan. The Eagan Track board may waive, at its discretion and with majority vote, the residence requirement for otherwise eligible candidates residing in neighboring communities. Candidates should demonstrate an interest in promoting and carrying out the mission of Eagan Track and Field.
 
Elections  
Candidates for the Eagan Track and Field board positions are nominated prior to the November board meeting and elected by a majority vote of the incumbent Eagan Track and Field board during the regular November meeting. 

Background Checks
Board members, age group coordinators, coaches as well as others will be required to complete a background check. It is the intent of the Eagan Track and Field board to deny any person who has been convicted of a crime of violence, a crime against a person, or crimes involving the possession or sale of illegal substances from serving on the board or volunteering within our program.

Vacancies
· In the case of vacancies of any board positions, the remaining board members shall elect, by majority, a person to fill the position for the remainder of that term.
· All persons interested in filling a vacant board position will meet with the Eagan Track and Field board during a scheduled board meeting prior to selection.  The board will discuss the candidate, vote, and the Director/President will issue a letter informing the candidate of the decision.

Resignation  
Any board member may resign at any time by giving written notice to the Eagan Track and Field Director. The resignation of any board member shall take effect at the time specified therein; and, unless otherwise specified therein, the acceptance of such resignation shall not be necessary to make it effective. 

Removal
· Any Eagan Track and Field board member whose continued service is deemed detrimental to the welfare of the association may be removed upon a two-thirds vote of the board. 
· Any Eagan Track and Field board member who fails to comply with the following expectations, shall be provided a written warning for the first offense and be subject to board removal (by two-thirds vote) for the second offense:
· Attendance at two-thirds (2/3) of all board meetings (unless excused by the Eagan Track and Field Director.
· Maintain confidential board-related matters or other matters not yet made public.

Meetings
· The board will meet every two months prior to and at the conclusion of each season (November, January, March). Meetings require a majority of the Eagan Track and Field board to officially conduct business. 
· An agenda will be established for each meeting. All items to be included on the agenda are to be submitted to the Director at least five (5) days prior to the meeting and distributed to board members at least two (2) days prior to the meeting. The agenda should include a review of the minutes from the previous meeting, presentation of a current financial report, reports from Eagan Track and Field board members, and any old and new business.
· All actions carried out by the Eagan Track and Field board will be agreed upon by a majority vote of those present. The Director will vote in the event of a tie.
· Special meetings may be called as needed. The purpose of the meeting shall be stated in the call.  A notice of the meeting will be given to each member at least three (3) days before such meetings. A majority of Eagan Track and Field board members are required to conduct (official business at) the meeting.
· Most agenda items are open to the public.  If there are any topics that are sensitive in nature, these will be noted on the agenda as closed to the public. However, the outcome of any closed items will be reflected in the minutes.
· Board minutes will be posted on the Eagan Track and Field website following board review and approval.

Appointment of Committees
The Board will appoint committees, as it deems necessary. Appointment to committees will not be limited to Board members, but at least one member of the Board will serve on each committee and a member of the Board will chair each committee. The committee size can vary from one to six members.
Part 4: Fiduciary Responsibility
· The Eagan Track and Field budget is presented in November to the EAA finance committee. 
· Board members are volunteers and cannot be compensated.
· Coaches will not receive gifts or pay in recognition of their contributions. Eagan Track and Field reserves the right to arrange a paid coach when a suitable volunteer cannot be found. The compensation must be approved by a majority vote. 
· No costs associated with meetings, meals, parking, or mileage are reimbursable for board members or coaches. 
· Scholarship process – Eagan Track and Field links to the EAA scholarship site.
· Late Fees – $30 late fee placed on last 7 days of registration participants.
· EAA processing fee – Effective May 2018, registration for all Eagan Athletic Association programs will include a nominal processing fee (2.95% + $0.95) to keep our operating costs low. 

Part 5: Athletes
Eligibility
· Any player residing in or attending a public or private school located within the city limits of Eagan is eligible to participate in Eagan Track and Field.
· Players who do not meet the eligibility criteria are considered ineligible.

Registration
· Participants must register prior to the start of each season during the published dates as established by the Eagan Track and Field board.
· No late registrations will be accepted after teams have been formed with exception as approved by the majority of the Eagan Track and Field board. 
· Applicable EAA late fees will be assessed to all late registrations. 
· Any person who registers under an assumed name or gives an incorrect age will become ineligible and will be suspended for the remainder of the current playing season. 

Fees 
· Fees will be established annually for each participant and are required to be paid at registration.
· Fees cover the costs of participation including but not limited to uniforms, equipment, and giveaways for athletes that are provided at the beginning of the season (drawstring bags, hats, etc.).
· No refunds are allowed once the teams have been established. Refunds will be made ONLY to players not placed on a team.

Age Qualifications
· Athletes are placed by date of birth and teams are formed by grade. Kindergarten is a co-ed team. This is defined during the registration process where families/guardians select the participant’s date of birth.

Tryout Process
· There is no tryout process. All participants who register are placed on a team.

Team Formation Process 
Kindergarten - 3rd Grade:  Teams are formed based on coach and individual request and school.  Every effort is made to keep children enrolled in a specific school on the same team.  If there are too many athletes from a specific school to fit in on one team, the athletes are split as evenly as possible between two teams. 
4th - 6th Grade: Teams are formed based on a ranking system from previous season results. This takes into consideration the overall performance of returning athletes to help create evenly balanced teams.  School, coach, and individual requests are generally not considered and may not be honored with these grade levels.  It is the final decision of the Track Director to approve the formation of these teams.
Note: As this is a recreational program, athletes are not allowed to compete at a higher level (i.e. 3rd grader on a 4th grade team, etc.)

Part 6: Volunteers
Volunteering is critical to the operation of the program and is the reason Eagan Track and Field programs continue to be successful. EAA requires background checks every year for its board members, coaches and other volunteers. In other words, anyone who has direct dealings with children or access to financial information in order to ensure the safety and well-being of EAA athletes and volunteers.

Volunteer needs include:  Head coach, Assistant Coach, Age Group Coordinator, Meet Coordinators/Timers, Press Box Manager, Friday Night Gate Keeper, Finish Line Caller, and board members. 

Part 8: Policies – Refer to EAA website for policies
· Player Code of Conduct/Anti-Bullying Policy
· https://www.eaasports.org/page/show/5199490-player-code-of-conduct-policy
· Coach Code of Conduct
· https://www.eaasports.org/page/show/5199435-coaches-code-of-conduct-policy
· Parent Code of Conduct
· https://www.eaasports.org/page/show/193354-parent-code-of-conduct-policy
· Youth Safety Policy
· https://www.eaasports.org/page/show/5242731-eaa-youth-safety-policy
· Conflict of Interest Policy
· https://www.eaasports.org/page/show/793499-conflict-of-interest-policy
· Record Retention Policy
· https://www.eaasports.org/page/show/5348388-record-retention-policy
· 
Part 9:  Communication & Social Media Accounts 
EAA has assigned an email account to all filled board positions.

  
Part 10: Operating Handbook
The Program Director and Communications Manager have the task of updating the operating handbook with any necessary updates per the written duties on an annual basis.  Many daily or routine events handled by Eagan Track and Field are simply posted to the website or communicated to the registered participants and not considered to be part of the operating handbook as dates, times, locations, and venues may all change from year to year.  

Amendments
The operating handbook may be amended at any regular meeting of the board by a simple majority vote.  Proposed amendments must be submitted in writing and presented at an Eagan Track and Field board meeting prior to a vote.
Appendix A 
Board Member Roles and Responsibilities
DIRECTOR
· Attend EAA monthly board meetings
· Oversee program managers and Meet Manager
· Recruit and fill open board positions 
· Plan and facilitate Coaches Meeting
· Organize Track Clinic
· Newsletter and website updates
· Recruit key volunteers 
· Works with Meet manager to lead volunteer training
· Makes key decisions related to rule changes, meet cancelations, disputed results and exceptions
COMMUNICATIONS MANAGER
· Work closely with Director and Meet Manager
· Update forms and handbook
· Monitor and reply to emails
· Schedule team pictures
· Help with coaches meeting
· Set up press box pre-season
· Help with Awards Ceremony for 4-6 grade 
TREASURER
· Manage track budget
· Work with the Director on purchases and orders
· Provides recommendations for maintaining financial health
EQUIPMENT MANAGER
· Order necessary supplies for the meets
· Prepare and order equipment for season
· Reserve radios for meets
· Assembly of equipment, shirts and giveaways for coaches prior to the preseason meeting
· Organize equipment and take inventory post season
TECHNOLOGY MANAGER
· Monitor registrations and advise director of team and participant counts
· Consult with age group coordinators on team formation
· Prepare and support meet results database
· Create track meet schedules and lane assignments
· Create recorder sheet labels
· Prepare year-end results reports
· Must have experience with Access and Microsoft Excel
MERCHANDISE MANAGER
· Order Athlete shirts and gifts
· Order key volunteer shirts
· Order ribbons for meets
· Orders Awards (medals, trophies) 

Appendix B 
Coaches Information & Guidelines
Welcome to the world of volunteer coaching! This is a wonderful part-time job that can be very rewarding as well as very difficult. Know that you will never make everyone happy. Just do your best to be fair and up-front with players and parents. The following is a list of guidelines that all coaches are expected to follow. Eagan Track and Field has developed a reputation for providing a fun, positive experience that is competitive and has a high level of sportsmanship. We would ask that you work to continue this reputation throughout the season.
· Eagan Track and Field is dedicated to supporting and developing the physical, mental and emotional growth of youth players. We are committed to instilling integrity, teamwork, leadership and trust in all our players while promoting a fun and inclusive environment.
· The best way to produce a quality team is with a positive attitude, positive talk, and positive feedback to players. Please avoid negative criticism of players, parents and officials. Constructive criticism is always necessary for players to improve while negative feedback makes for negative players. 
· Players need and enjoy discipline. Do not allow them to criticize teammates, coaches, or officials. Do not allow profanity, arguments, or negative behaviors. The most important thing an athlete will learn is how to be a good person. This lesson is far more important than wins or losses.

An excellent coach is…
· A responsible teacher, leader, and organizer. Take the time to plan how you approach each interaction with your players.
· Teaches more than winning. They teach sportsmanship, self-control, self-discipline, game preparation, strategy, and respect for self and others.
· A student of the game. Often, opposing coaches are your best teachers.
· Communicates with players and parents. 
· A good role model. It is the responsibility of the coach to make sure everyone follows the EAA code of conduct.
· Cares for equipment. Each coach is responsible for caring for and returning equipment as soon as possible after the season.
· Makes each athlete feel special regardless of their role on the team. Let them know their role and how it fits into the overall team picture.  

Appendix C 
Parent Information & Guidelines
Welcome to Eagan Track and Field! We hope your experience is filled with learning and enjoyment. The following is information you may find helpful as you participate in our programs. If you have any questions, contact your team's coach.
· Eagan Track and Field is dedicated to supporting and developing the physical, mental and emotional growth of youth players through the sport. We are committed to instilling integrity, teamwork, leadership and trust in all our players while promoting a fun and inclusive environment.
· We encourage parents to attend as many meets as possible. We ask that parents be respectful of schedules for practices and meet attendance. Coaches will inform you as early as possible of any schedule changes.
· We ask parents to be prompt in dropping off and picking up from meets and practices. Inform your player’s coach directly if they will not attend a meet or practice.
· Eagan Track and Field policy prohibits the use of tobacco, alcohol or illegal drugs at/on the track at any time.
· Parents are expected to follow the EAA Code of Conduct that was designed for players and participants. Avoid negative comments about players, coaches, and officials. Take any concerns directly to the coach involved after the game is completed.


