YOUTH BASKETBALL COORDINATOR – LIST OF DUTIES
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This document will explain in detail the various activities required to setup and run the Youth Basketball program for the Spotswood Recreation Department. 

Registrations

· Registration should take place on one weeknight and on a Saturday.

· Reserve Courtroom for registration dates.

· Send request to Municipal Clerk Pat DeStefano (mailto:PDeStefano@spotswoodboro.com) 
Once approvals have been given from the municipal clerk, advertising should begin.

· Advertising

· Fax registration information to local Channel 3. 
· Send a message to Kaye Aaroe at kayejaye@comcast.net and ask her to post a message on the Borough Website.
· Create a registration notification to be sent to children in Schoenly, Appleby and Immaculate Conception elementary schools. Note Memorial will announce but not allow distribution of flyers.
· All notes must be approved by the Superintendent of Schools before being distributed. 
Once approved, the notification letter can be given to Diane Spiegelhoff (Director of Recreation) and she will distribute them to the schools.  Letters must be broken down in separate packets of 25.  Below is the current distribution sent out.

· Appleby – 500 copies (for all grades)

· Schoenly – 0 copies

· Immaculate Conception 300 copies (for grades 2 – 8)
· Basketball and Floor Hockey registrations normally take place on the same days and are held in the Municipal Courtroom.  A minimum of 2-3 recreation members will be needed to work the registrations.

· During the registration, money is collected and registration forms are completed.
· Have all checks made out to the “Borough of Spotswood”
· The registration form is a 4 part form.

· The Gold copy is given back to the parents as a receipt for their payment.

· The Pink and Yellow copies are returned with the money collected to Diane Spiegelhoff (Director of Recreation).

· The White form is kept and used to input team information later on.

NOTE – During the registration process, all parents should be asked if they are willing to volunteer their time as a coach or an assistant coach!!   Once a parent says they are willing to assist, check to see if they have taken the Rutgers Safety Certification Course, which is required for all coaches and assistant coaches.
Keep a separate list of all parents that require certification to follow up on at a later date.  Parents must hand in a copy of their certification card prior to coaching a team.


How can a parent become Rutgers certified?
Certification requires attending a simple 3 hour clinic (with no tests).  The following website explains the course.

http://youthsports.rutgers.edu/ 
     For clinic availability, visit 
http://youthsports.rutgers.edu/youthsports/docs/Clinic%20schedule.doc
EQUIPMENT Ordering

· Equipment must be ordered from stores that will use our purchase order requisition system.  Route 18 Sports in East Brunswick is the primary supplier of all recreation sports equipment.

· Work with sales staff at Route 18 create an purchase order.  The original signed PO must be given to Diane Spiegelhoff (Director of Recreation) to be submitted and approved for payment.  


· Note – Route 18 Sports will order all new equipment and supplies immediately (even before they’ve been paid).  All received equipment can be taken and stored into the storage shed behind the Municipal building.

· Once the town has approved the order, they will send a detailed Purchase Order back to Route 18 Sports.  

This purchase order must be reviewed and signed by someone from Route 18 Sports, and then sent back to the recreation department at Borough Hall.  Once the signed copy is received, a check will be cut and sent to Route 18 Sports.
Memorial School Permit

· The Spotswood Youth Basketball program is played at Memorial School Gym.
1. Memorial School is located at 115 Summerhill Rd.
Spotswood, NJ 08884 

· Fill out a facility use application with the information shown in the sample.

A form can be accessed via the Spotswood Public Schools web-site at http://spotswood.groupfusion.net/modules/cms/pages.phtml?pageid=121637&sessionid=348b2939b24c7fc262770863d7228b7f
· The form must be dropped off to Kathy Bonczek at the Spotswood School Administrative offices (located in the rear of Spotswood High School).

· Questions should be sent directly to Kathy (mailto:Kbonczek@spotswood.k12.nj.us) 
Team Setup and Uniforms

· Once all of the registrations have been completed, the players must be divided up into separate teams
· The first night or two the program should be run as a clinic teaching the players the basic skills needed to play the game.  (Dribbling, shooting, passing)

· Coaches should participate in order to help separate and evaluate the level of talent to create fair and balanced teams.

· Teams should be broken into equal groups with equal talent depending on the amount of children the school has two courts that can run games simultaneously. Age or grade isn’t a deciding factor but is a good starting point.
· Coaches can ref the game or you can hire a referee for each game.
· Each coach should play every child equal amounts of time.  This is a REC. program played for fun not a trophy.  No score is kept, there are plenty of travel or competitive teams out there, this is not one of them, learn how to play and have fun.
· Uniforms must be ordered once the teams are decided upon

· T-Shirts for the players.

· T-Shirts for the coaches.

· Each team should decide on team color

· Temporarily use pinies or have the children wear selected team colored shirts until order arrives

· Have FUN!
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