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Hay River Minor Hockey Association
Planning Your Home Tournament



Scheduling of your tournament:

Each division of Hay River Minor Hockey (minus Learn To Play) will host a home tournament during our season.   During the ice user meeting normally held in May, minor hockey requests weekends for our tournaments, camps and other special events for all divisions. The weekends requested are based on previous year timing. 

In September, at a HRMHA meeting, Directors will negotiate what weekend will work best for their division, based on the school calendar and in the interest of trying to avoid conflicts with other events that affect that age group like tournaments in other towns, school sporting events, exams, etc. At this meeting, it may be a good time for the directors to decide if they will be doing a bulk order of HRMHA medals (with best guess participation numbers).

Once your weekend is assigned, there is a chance that the date may change due to conflicts resulting from  new information , so keep this in mind, but you can begin planning for what you know at the time.  

Communication with other associations:

Once the tournament weekends have been decided, the Executive will contact minor hockey organizations we have been associated with in the past to provide them with our divisional contact information and dates of our tournaments. They will also request contact and tournament information from these associations.  Our tournament information will also be posted on our website.  

When we receive (or research) contact information from other associations, we need to extend invitations to those we would like to see attend our tournament.  It is very important to get these initial invitations out to the Southern groups no later than mid-October as it becomes difficult for them to commit once they have set their league play which happens at that time. Second reminder emails should be sent out 4-6 weeks before your tournament date with a registration deadline that allows you time to plan what size tournament you will be hosting. If you are having a hard time finding contact information, speak with last year’s director of your group, check on the www.hockeyalberta.ca website and search the different association's websites.

When creating your email invitation to the various organizations include the following:

· level of play

· registration deadline

· date and location of tournament

· HRMHA mailing address

·  tournament entry fee   

· deadline for rosters to be submitted

· copy of travel permit

· potluck provided for players, coaches, families

· any special events, like swimming passes, movie passes, etc.

· any special awards or trophies

Tournament Sanctioning:

You may be provided with your tournament sanction number at the same time as your tournament date however if you are not, you will need to request one through our Registrar at least 4 weeks prior to your tournament.  The sanction number will need to be communicated to your invited teams ASAP to allow them to get travel permits.

YOUR SANCTION PERMIT MUST BE POSTED IN A PROMINENT POSITION IN THE ARENA THROUGH THE WEEKEND AND REMOVED FROM THE WALL AFTER AND KEPT ALONG WITH YOUR TOURNAMENT INFORMATION.

Game schedules:
You have the option of hosting a tournament up to 8 teams (including local team).  Attached please find sample schedules and rules for hosting a 4 team, 6 team, and 8 team tournaments. Consider the level of play. There is always some concern about sorting out your team’s level of play at the start of the season so you know what level of tournament to host and who to invite.  Historically, HRMHA tournaments have been house league or “C” level.  If you and your coaches feel that your team is stronger and are looking for some more competition, look at hosting a “B” tournament.

When creating your schedule you are guaranteed time from Friday at 7:30pm on, Saturday from 9:00 am on, Sunday early morning to 5:15 pm. If you require more ice, out of courtesy please contact the users affected to request their time. If you are looking at starting early on Friday and need to use LTP and/or Initiation time, you must discuss trading ice time with those directors. Speed skating has guaranteed ice Saturday morning until 9 am. If you require this time, then you must negotiate with them to perhaps trade ice. Rec Hockey on Friday evening and Women's hockey on Saturday evening usually lose their ice time due to tournaments without us having to request their ice or trade with them, however, out of courtesy please contact them to let them know you will require their ice.  It is our responsibility to be careful when scheduling our tournament games to maximum ice usage and minimize disruption to other user groups.

Once your game schedule and rules are decided, you should forward to the following people:

· Ice Coordinator, who will review and approve, and will provide to the Town

· HRMH secretary (who will then provide it to the Web Coordinator)

· all incoming teams

· parents

· Sub on Hub

· Head Referee

· Directors to forward to their groups

· The Hub sports editor
When scheduling, take into consideration dressing room assignments, access to the different benches, and that other user groups will be using the dressing rooms possibly later in the evening or early morning and will need access.   If possible, always try to allow teams to store their gear overnight in the dressing rooms (ie. If they play last game and first game the following morning) 

Condensed timeline

1) START OF SEASON (SEPTEMBER)

· At tournament scheduling meeting decide on date of home tourney.  Executive to send out original welcome to minor hockey associations and dates also posted to our website.
· After meeting with coaches, send email invitation to your choice organizations.  Ensure you include all pertinent information, i.e.  Sanction permit, registration date, cost of tourney, etc.
2) OCTOBER

· At your parent meeting, try to fill your coordinator positions for home tournament which will allow everyone to begin working towards their tasks.
3) SIX WEEKS BEFORE TOURNAMENT

· Make contact with your sponsor.  Prepare a draft budget and provide to them.

· Ensure second contact made with invited teams.  If it looks like you may be short start looking for more.

4) FOUR WEEKS BEFORE TOURNAMENT

· Begin weekly meetings with your coordinators.  Ensure everything is on track

· Make contact with Referee’s to ensure they are booked for your weekend.

· All medals/trophies should be ordered by now.

5) TWO WEEKS BEFORE TOURNAMENT

· Make sure your coordinators have all their roles covered.

· Confirm all your incoming teams.

· Make your schedule if possible and provide to all teams, referees, Executive, parents, sub on hub, any other ice users.

Tasks for our home tournament  

Being organized is the key to running a successful home tournament.  The time to try to get a volunteer to co-ordinate your home tournament is at your first parent meeting.  It is best to try for a committee but if not, one person will do.  Everything listed below can now be directed to whoever is organizing whether it be the director, a volunteer, or a committee. Following is a list of tasks that must be filled by parents other than the director.  It is important that the director try not to be scheduled to work shifts as you will be very busy through the weekend ensuring everything goes smoothly.  The earlier people sign up for these tasks, the better.  Please note, 'coordinator' does not mean they are working the entire task but are in charge of making sure parents are signed up for their different jobs and are available to cover shifts if there are no-shows. You should have organizational meetings every so often to keep up on how things are progressing.
Raffle table coordinator:  organize raffle table, scheduling other parents to do shifts, shopping, doing up baskets, collecting donations from families within the division (NOTE: it is minor hockey policy not to solicit businesses for donations to our raffle tables unless we are directly affiliated i.e. Parent works for company or owns company)

Potluck coordinator:  organize Saturday potluck for all players, schedule parents to assist with set up, cooking, and cleanup. Contact Director of the last tourney to ensure you have supplies available and check in red supplies lockup.  HRMHA provides condiments, juice, coffee, cutlery, napkins, plates, cups only.  As per our Fundraising Volunteer Commitment Policy we ask that families provide one food item to our potluck.

Signage and programs:  ensure our sponsors are displayed prominently and schedules are all posted. Programs are created, printed, and available.

50/50 and fundraiser coordinator:  in charge of scheduling parents to sell 50/50s, chuck a puck, lucky player, door prizes, any other fundraising gimmicks . This person will most likely work in conjunction with the raffle table persons. (See below for an example on how to run “chuck-a-puck” and lucky player games)


Dressing room attendants:  occasionally checking the dressing rooms to make sure they are kept tidy, welcoming packages given to attendants. Include water, snacks, keys to locker rooms, programs, and any small gifts we may have ie. water bottles etc from our sponsors.

Recycling:  make sure our recycle bins are emptied regularly during the tournament and bins are in or near the change rooms for the water bottles to go into.

Hospitality room (if applicable):  schedule parents to assist with supervision in this room throughout the weekend. It is also recommended to post a sign stating parents are expected to accompany their younger children while they utilize the room.  Provide coffee and maybe light snacks such as a fruit tray or muffins as well as a few toys and movies for our smaller guests. Make sure to clear this first as a courtesy with Sub on the Hub. 

Medals and heart/hustle:  inconjunction with the Director, in charge of choosing and ordering medals/trophies, and heart and hustle awards (or player of the game whichever is decided). Also to organize who is handing these awards out during the tournament.

Time Clock, announcing, music:  schedule parents to run the time clock, announce the games, organize music. Ensure announcers have list of tourney sponsors and donating businesses that they can announce occasionally.

See the Fundraising Volunteer Commitment Policy for parental requirements at the home tournament. 

NOTE:  at the tournament date setting meeting in September, HRMHA may have chosen to order bulk medals for all divisions. Make sure you have the proper number of gold/silver/bronze if you are going with a 1st, 2nd and 3rd tournament award format. If you are providing everyone with a participation medal make sure you have enough on hand. If you also choose to go with a championship big trophy that has a plaque put on it and stays in the HRMHA trophy case, and a smaller version goes to the 1st place team, ensure you order in plenty of time.  If Minor Hockey chooses to not order bulk medals for all divisions, then you are on your own so ensure you order in plenty of time.   

Misc information and helpful hints

· Some groups choose to offer a pizza lunch/dinner or a breakfast of sorts instead of a potluck lunch/dinner.  This is done by collecting cash from all your parents and ordering enough pizza or breakfast goodies to be served to your participants.  Please note, HRMHA has always been known for our amazing potlucks we provide and carrying on that tradition is preferred. Also, offering our famous potlucks has assisted in attracting southern teams to continue supporting our tournaments.
· While our tournaments are not considered fundraisers, it is a good goal to see if we can break even so our raffle tables and 50/50s etc add to the pot but also add to the fun.  Many fun ideas to be held through the weekend have come up over the years such as chuck-a-puck; lucky player board, toonie toss, etc…have fun with it!
· While the hospitality room is not a requirement, it is a very nice touch for not only our younger groups but also our older groups.  Providing some healthy snacks and juice/coffee through the day is a courtesy appreciated by parents attending early morning tournament games.
· DW room is the preferred location for potluck as we have free use of the room through our tournament weekends.  Take note of where to plug hot items in however as the breakers can blow if you plug in too many per outlet.
· While “Lucky Player” is the preferred award for Initiation/Novice/Atoms groups, each division has the option of choosing Heart and Hustle, Lucky Player, or MVP awards.  Decide ahead of time what you will do with your coaches and decide who picks the players who will win.  Communicate this to your visiting teams.  In the past, one group hosting a tournament had a shoot out after every game and the prize was cupcakes with HRMHA logo for the winning team…….seek out different ways to make your tournament stand out.
· Cashboxes are provided to the director from the treasurer.  Ensure one person is responsible for all the cash with a second person confirming counts.  All money should be handed into the treasurer immediately following your tournament.
· The Old-timers have historically given each division a cash donation of $200 to be used for a pizza party team building exercise right before or right after your home tournament. There has been some discussion that the cash can now be used for a team building exercise at an alternate date/time, however you should seek clarification from the Old-timers Executive when they give you the money.
· Ensure as the director that you have an arena contact number for use during the tournament in case of unforeseen circumstances
· Contact with the Head Referee as early as possible to ensure referees are in place and check just before the tournament. 
· The Director is responsible for making sure a safety person is available through the weekend. This person would have the contact info for local Fire/RCMP/Ambulance as well as to ensure a stocked first aid kit is on hand not only on our home team’s bench but in the arena for the use of visiting teams.

After the tournament

· Make sure all receipts and outstanding bills are provided to the Treasurer for payment with handwritten information on them explaining what they are from and what division.
· Ensure all signage has been removed from the arena and the dressing rooms are empty and keys are returned from visiting teams
· A thank you should be forwarded to your sponsors and to the out of town teams that attended as soon as convenient – including a picture of your team is always a nice thought.
· Hand in all game score sheets to the Registrar.
· Provide an income/expense report to the Treasurer with the money from the tournament, or as soon as possible after the tournament, and report on the success of your tournament in your next divisional report.
Chuck-a-Puck
· Ensure all 100 pucks are in the bucket
· Make up 100 squares on a board and label 1-100
· Sell squares for $2-3 dollars per square

· Have individuals put their name down on the number that is on the puck
· At a set time, have participants gather and throw their numbered pucks on the ice and the nearest one to the mark wins half the income from the sheets
· Ensure that all pucks are in bucket for the next tournament organizers
 

Lucky Player
· Write the names of all the players participating in the tournament on a large board
· Cover with a posted note, so you cannot see the player’s name

· Sell each square for $5 dollars
· Write the person’s name down on the square that they have picked
· Make sure that you label all squares with numbers and put the numbers in a container
· Draw the number and split 3 ways  (player, buyer, minor hockey)
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