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Coaches Committee Description
The goal of every session is to provide a place where athletes and coaches can 1) engage in safe and appropriate program activities, 2) improve the athletes’ sports skills, 3) provide a place where athletes can interact with their peers, and 4) have a good time. 

A successful program is well organized and yet flexible enough to accommodate any last minute changes.  The Coaches Committee members play an integral role by taking responsibility for specific tasks that must happen to ensure a safe environment for our programs.   

Members of the Coaches Committee will serve a one-year term (August – July) and required to register for 9 sessions. Please sign up on the KEEN Chicago Coaches Committee Calendar on Google. Coaches Committee members will be sent an invitation to the calendar.  
Session Team – ~8 Individuals and Interns
· Session Team includes:
· Orientation Leader

· Logistics/Equipment Team (2 individuals, can be the Floaters)
· Registration Manager and Intern
· Floater/s (may arrive after orientation)
· Arrive at 2:00 PM

· Open up the facility

· Open up the storage
· Manage flow of people before the session begins as coaches arrive, athletes are dropped off and parents leave
· Floaters can do “Prouds” at the end of each session  
· Signs any necessary paperwork for high school coaches needing community service credits
· Have First Aid Kit easily accessible at all times
Orientation Leader

· Get the TV and DVD set up and ready to play

· Make sure there are signs, if necessary, guiding coaches where to go for orientation
· Welcome new coaches
· Lead the orientation

· Give a brief history of KEEN

· Give a detailed schedule of the day

· Talk about emergency procedures
· Give them an idea of what to expect and what expectations you have
· Give helpful hints for runners, biters, athletes who don’t transition easily to other activities, etc.
· Training lasts approximately 20 minutes.
· Show enthusiasm and be a cheerleader

· Ask if there are any questions; ensure that everyone has a level of understanding and confidence 

· Coaches turn their registration packet in. Put in folder. Return to Registration Team after all collected
· Check in on the new coaches periodically during the sessions.  Ask if there are any questions. Ask how things are going. Give suggestions on fun things to do
· Hand profiles to coaches – remind them to hand in the profiles at the end of the session and note any changes about the athlete on the profile before handing it in
· Between sessions, Orientation leader can meet with coaches to thank them, recognize any special effort, communicate special announcements and solicit their feedback
· Needed Supplies
· TV and DVD

· Directional signs

Logistics Team – 2 Coaches
· Get all equipment from the storage area and bring it to the gym

· Blow up any necessary toys that need inflating

· Ensure that all equipment is in good working order

· Place the equipment in the appropriate spot in the gym

· At the end of the session ensure that all equipment is put away neatly and properly

· Take an inventory of all equipment to ensure everything makes it back into storage

· Notify the Program Director if any equipment needs replacing
· Set up the refreshments for the coaches during the break
· Needed Supplies 

· Keys to the storage facility
Registration Team Members – 3; 2 Coaches & Intern
· Get an updated coach and athlete check-in list from the Program Director
· Set up table with necessary paperwork, pens and flyers 

· Welcome the coaches, athletes and their families – you are likely the first person they see - your smile and enthusiasm sets the tone
· Make any last minute athlete assignment changes that are necessary
· Keep a list of any coaches or athletes that do not show up
· Collect athlete and coach attendance sheets at the end of each session
· Enter into database by Tuesday at 12:00pm
· Sign in coaches and direct them where to go

· Sign in athletes – make sure you have all the necessary information needed from the parents

· Ensure everyone has a proper name tag and is wearing them
· Assign one person to collect the Athlete Profiles at the end of each session 

· As the coaches hand back their profiles ask, when possible, how the session went
· Separate out the profiles that need to be updated vs. those that do not. Intern takes to give to Program Director
· Thank everyone for coming to KEEN

· At the end of each session ensure there are enough supplies such as registration forms, orientation packets, pens, name tags, refreshments, snack, etc.  If there is a shortage of any items alert the person responsible for running the next session
· Needed Supplies 
· Pens and pencils

· Updated Athlete Profiles

· Updated athlete and coach attendance lists

· Coach sign-in form

· Updated emergency contact information for all athletes

· Recognition list of everyone who is to receive a recognition award

· Registration Packets

· Nametags
Floater – 1 to 3 (as needed)
· Walk around the gym checking for any unsafe or inappropriate behavior such as:
· Public displays of affection greater than friendship by either athlete or coach

· Speeding on the scooters

· Any activity that could injure someone

· Offensive language

· Pay special attention to new coaches
· If you see a pair stuck on one activity or not being active go to that pair, offer suggestions on a new activity or way to engage the athlete
· If there is a coach who seems overwhelmed go over and help out
· Floaters will be the first assigned an Athlete if there is a shortage of Coaches

Additional Committee Member Positions
· Thank You Coach
· Responsible for ensuring all coaches are thanked after attending a session and coordinates follow up thank you calls to new coaches
· Committee Chair
· Coordinate Committee meetings. Send reminders and agenda; Take (or assign) minutes

· Ensure all responsibilities are covered for each session (usually two weeks ahead)

· Share information with Program Director, Board, Parent Committee Chairs
· Committee Vice Chair
· Assist Committee Chair and fills in as necessary.

· Social Committee
· Coordinates party/happy hours, bbqs, dinners, etc for Coaches
