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Liaison Responsibilities 

The sport liaison coordinates communication between the coach and team parents.   The specific tasks will be decided between the coach and the liaison.   Organizing the parent support for home games is a key role of the Liaison. 

Responsibilities are, but not limited to, the following tasks. 

· Assist Coach with parent communication as needed

· Verify method of communication with parents.  

· Share game and practice schedules; forward any updates to parents

· Notify parents of any special events (K of C free throw contest, end of year party)

· Assist coach with collection of fees or forms

· Assist coaches with parent volunteers for practice nights

· Assist with Sport pictures

· Notify parents of date

· Hand out forms, pictures

· Organize team on picture day

· Coordinate Home Game requirements

· Create job schedule for all home games

· Examples below

· Put copy of work schedule in Home Game Binder

· Review your game/match schedule

· If your grade is the only grade playing that evening your parents are responsible for the jobs for the whole evening.

· Dependent upon how many teams are playing, you may have to adjust your time schedule, set-up and/or close assignments

· Assign parents equally to the job schedule

· The Coaches and the Directors families have other responsibilities for the evening and are not included in the Parent sign up

· Do not rely on High School volunteers to fill spots.   

· Remind parents that they are required to fulfill their spots for the home games.  If they are not available for their time slot, it is the parents responsibility to find a replacement

· There will be a $25 fine assessed to the family for not fulfilling this requirement

· Coordinate parents for gym set up and clean up

· First team of the evening is responsible for Set up; set up begins 1 hour before the first game; Gym need to be ready 30 minutes prior to first game of evening

· The last team of the evening is responsible for Clean up.

· If your team is the only team playing – you are responsible for set up & clean up

· Review the Parent Jobs document (see binder in kitchen) for specific times and explanation of duties; be prepared to answer questions from parents about jobs

· 8th grade – Assist or Assign last home game festivities 

· Coordinate putting up the decorations with the school office

· All decorations should to be taken down the night of the event

Parent Home Game Job assignment examples: 

5th Grade - Adjust time and tasks as needed for number of games played and number of players on the team.  Another option would be to assign a group of 5 to 7 parents just for set-up/clean-up.  

	Time
	Admission
	Security
	Concession

	Noon - 1:30 (Set -up)
	1)
	1)
	1)

	
	 
	2)
	2)

	 
	 
	 
	 

	1:30 - 3:30
	1)
	1)
	1)

	
	 
	2)
	2)

	 
	 
	 
	 

	3:30 - 5:00 (clean up)
	1)
	1)
	1)

	
	 
	2)
	2)

	 
	 
	 
	 


6th Grade - Another option would be to assign a group of parents just for set-up.

	  
	Date
	Day
	Time
	Admission
	Security
	Concession

	White
	1/22
	Monday
	5:00 - 6:30
	1)
	1)
	1)

	
	
	
	
	 
	2)
	2)

	 
	 
	 
	 
	 
	 
	 

	Green
	1/30
	Tuesday
	5:00 - 6:30
	 
	1)
	1)

	
	
	
	
	 
	2)
	2)

	
	 
	 
	 
	 
	 
	 

	Green
	2/1
	Thursday
	5:00 - 6:30
	 
	1)
	1)

	
	
	
	
	 
	2)
	2)

	 
	 
	 
	 
	 
	 
	 


7th Grade – 

	Date
	Day
	Time
	Admission
	Security
	Concession

	11/6
	Tuesday
	6:30 - 7:30
	1)
	1)
	1)

	
	
	
	 
	2)
	2)

	 
	 
	 
	 
	 
	 

	11/7
	Wednesday
	6:30 - 7:30
	1)
	1)
	1)

	
	
	
	 
	2)
	2)


8th Grade – Best to try and get all parents to stay and clean up the gym

	Date
	Day
	Time
	Admission
	Security
	Concession

	11/6
	Monday
	7:30 - Close
	1)
	1)
	1)

	
	
	
	 
	2)
	2)

	 
	 
	 
	 
	 
	 

	11/14
	Tuesday
	7:30 - Close
	 
	1)
	1)

	
	
	
	 
	2)
	2)
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