East Bay Warriors Youth Football & Cheer Program
Standard Operating Procedures

Note: These Standard Operating Procedures were adopted at the January 25, 2003 East Bay Warriors Youth Football & Cheer Program Board of Directors Meeting and supersede all previous Standard Operating Procedures.

Table of Contents

Standard Operating Procedure




Page #

000 – Definitions







3

001 – Board of Directors






4

002 – Executive Officers






6

003 – Duties of the Equipment Manager, Athletic Director Cheer,

9

          Concession Stand Director 

004 – Associate Members & Appointed Positions



12

005 – Coaches








14

006 – Coaches, Board & Staff Code Of Ethics



17

007 – Legal Liabilities






19

008 – Fiscal Responsibilities of the Board of Directors


20

009 – Meetings







22
010 – Zero Tolerance







23
011 – Hearings and Appeals






24
Standard Operating Procedure – 000

Definitions

Definitions as used in these Standard Operating Procedures (SOP) and are a part of East Bay Warriors Youth Football & Cheer Program. (Association) shall be defined as follows:

HLA means the Highest League Authority. This is the local governing body for Peninsula Pop Warner Football Association of which East Bay Warriors Youth Football & Cheer Program is a part.

Association means East Bay Warriors Youth Football & Cheer Program (EBW) 

Membership means an individual involved in East Bay Warriors Youth Football & Cheer Program including all volunteers, coaches, participants and/or board members.

Quorum means that a minimum of five (5) board of directors must be present to vote concerning Association business. This quorum will consist of at least two (2) executive officers and three (3) general members of the board of directors.

SOP means Standard Operating Procedures. These procedures act as the operating guide for East Bay Warriors Youth Football & Cheer Program in addition to the bylaws of the Association. The SOP's may be amended from time-to-time.
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Board of Directors

Purpose

The management of the East Bay Warriors Youth football & Cheer Program shall be vested in its board of directors exclusively.

Qualifications
· Applicant must serve as an associate member for one (1) season before serving as a board member.  
· Applicants must be at least 21 years of age.

· Applicants cannot be a head coach, assistant coach or business manager of any football team or cheerleading squad. 

· Applicants cannot hold more than one position with than the Association during the same season

Number

· The maximum number of board members is seventeen (17) and the minimum number of board members is seven (7).

· The board of directors shall consist of the executive officers of the Association, and in addition, eleven (11) directors holding the positions of Scholastic, Operations, Cheer, Football, Equipment, EMT, Public Relations, Fund Raising, Concession Stand, Planning, and Web Master.  

Elections, Appointments, Term and Vacancies

The election of board members shall be held during the first quarter of each calendar year. Board members shall be elected for a term of two (2) years, and shall serve for no more than six (6) consecutive terms. Positions of president, secretary, CIO, planning, and fund raising will be elected on even years and positions of vice president, CFO, COO, public relations, and scholastic will be elected on odd years. Terms shall begin at the close of the board meeting at which elections are held. 

The appointment “by the executive board” of football, cheer, equipment, concession stand, operations, EMT, and web master will be made after the annual election of officers. These appointed board positions shall be appointed for a term of two (2) years, and shall serve no more than six (6) consecutive terms. Positions of concession stand, operations, football, and EMT will appointed on even years and positions of cheer, web master, and equipment will be appointed on odd years. 

The president shall fill a vacancy among the board of directors, other than that of president, until the next annual election.  All resignations must be submitted in writing to the secretary, dated and signed by the resignee. Resignation will be effective as of the date of the written notification of resignation.

Duties

All board members are expected to perform the following duties and not wait to be called by the executive officers.

· Participate in the sign-up process for football players and cheerleaders.

· Set up and take down the playing facilities before and after each home game and/or any other Association function held at any location the Association involved with.  

· Assist weigh-master or act as weigh-master when needed.

· Assist with the concession stand at home games and all other Association fundraisers (i.e. Jamboree, Homecoming, Cheer Competition, Selling of items, Playoff games, etc.) 

· Adhere to Association Code of Ethics

· Immediately suspend any Association football or cheer coach not upholding 

· Assist other board members in their duties as needed.

Conflict of Interest

A conflict of interest is determined to exist when the interests or concerns of any member of the board of directors, or any member of her or his family, or any party, group, or organization in which the individual is actively involved, may be seen as competing with the interest of or violating the ethical integrity of EBW.

Removal
Any board member missing three (3) cumulative unexcused board meetings in one (1) year shall be notified in writing by the secretary that they will be removed from the board. Board members must notify an executive officer if he/she cannot attend a board meeting prior to the beginning of that meeting so that the executive officer can advise the secretary during role call.

A board member may be removed, with cause, by a vote of 51 percent of a quorum.
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Executive Officers

Number and Title
The executive officers of the Association shall be a president, vice president, CFO, CIO, COO, and secretary/treasury.

Qualifications
Must meet the qualifications of SOP 001, board of directors, and must be a board member not less than three (3) months prior to pursuing an executive officer position. 

Elections, Term and Vacancies
The executive officers shall be elected by the members of the board of directors for a term of two (2) years, and shall serve for no more than six (6) terms in any one of these offices. Positions of president, CIO and secretary will be elected on even years and positions of vice president, COO, and CFO, will be elected on odd years. Terms of office shall begin at the close of the board meeting at which elections are held. A vacancy among the officers, other than that of president, shall be filled by the board of directors until the board meeting at which elections are held. In the event of a permanent vacancy, in the office of president, the vice president will succeed until the next election. All resignations must be submitted in writing to the secretary, dated and signed by the resignee.  In the case of the secretary's resignation, they would submit the written resignation to the president. Resignation will be effective as of the date of the written notification of resignation.

EXECUTIVE BOARD

PRESIDENT: 
The President shall preside at all meetings; appoint the chairman and members of special committees; provide leadership and exercise direction over all activities; enforce the Bylaws and constitution; and perform all the other duties usually pertaining to his/her office.  The President will be the liaison person between the Association and Pop Warner Youth Football (“Pop Warner”).
VICE - PRESIDENT: 

In Absent of the President shall preside at all meetings; appoint the chairman and members of special committees; provide leadership and exercise direction over all activities; enforce the Bylaws and constitution; and perform all the other duties usually pertaining to his/her office.  The Vice President will be the liaison person between the Association and Pop Warner Youth Football (“Pop Warner”).

· Duties are the same in the absence of the President.

· Report Directly to the President.

· Youth Sports Representative.

· Oversees A.Ds
· Arrange team assignment for setup and tear down duties of the playing fields.

· Assist other board members in their duties as needed.

Secretary/Treasury: (Shall report directly to the President)  

Give notice of all meetings

· Attend all meetings

· Keep records from meeting

1. Minutes

2. Attendance 

· Keep updated Member Register i.e., Name, Address, Phone # and date elected/appointed to position

· Call meetings

· Conduct all correspondence

· Create and Maintain files of all coaches applications, fingerprints and background check results

· Call special meetings 

(Other than those called by the President) upon written request of not less than three (3) Members

· Maintain separate records of all motions approved 

· In Absence of President, preside at meetings.

· Make Regular deposits of all funds collected

· Maintain food inventory

· Fundraising/Public relation and Planning departments

Chief Financial Officer : Shall have charge of all monies, securities and valuable papers of the Association. Reports directly to the President.  

Make disbursement of funds by check to Site Treasurers

· Monitor and Maintain budget for entire organization

· Maintain accurate records 
· Audit records 

· No issuance of blank checks
· Books shall be closed as of December 31st and submitted to the Board by the 1t meeting in February

Surrender all funds and property of the Association to his/her successor

Chief Operations Office
· Oversee Operation Director, Concession and Merchandise
· Liaison with Parks and Recreations, School Board

· Work with Chief Information Officer and Chief Financial Officer, all Board and non-board staff

Reports directly to the President.

Chief Information Officer:

· Maintain calendar of events

· Oversee distribution of all information to all sites

· Work with Planning Director, Scholastic Director

· Liaison between organization and Pop Warner

· Oversee Business Managers

· Create and Maintain files of all players/cheerleaders

· Reports directly to President

· Assist with media related issues

· Attend Pop Warner Meeting for scholastic and book certification

· In absence of President, VP, Chief Operation Officer and Chief Financial Officer will be acting President.

The executive officers collectively shall:

· Conduct all investigations regarding formal complaints and make recommendations for disciplinary action to the board of directors for final approval.

· Review all coaching applications to determine the most qualified using the evaluation methods described under SOP 006 and make recommendations based on those qualifications to the board of directors for final approval.
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Duties of the, Athletic Director Football / Cheer, Operations Director, Scholastic Director, Planning Director, Concession Stand Director, Fundraiser Director, Medical Tech Director, Equipment Director, Public Relations Director, Web Master

DIVISIONAL BOARD

Athletic Director (Football / Cheer):  Shall be responsible for reporting to the Board, overseeing assigned divisional operations Cheer and football activities including:

· Reports to the VP

· Practice schedules

· Coaches

· Registration

· Serve a liaison between Board and Divisional operation/football activities

· Oversees Equipment managers

· Assist other board members in their duties as needed.
Work directly with COO, Operational Director, Planning Director, Scholastic Director and all Head Coaches

Operations Directors:  Shall be responsible for overseeing day to day operations, which include:

· Reports to COO

· Concessions

· Field/Parking
· Transportation
· Work directly with A.D.’s, Head Coaches, Planning Director, and Business Managers

· In absence of COO, shall perform duties of COO
· Assist other board members in their duties as needed.

Scholastic Director:  Shall oversee all Academic functions of the association, Includes:

· Report to Chief Information Office

· Liaison between Pop Warner

· Liaison between parents and organization

· Tutorial programs

· Monitoring student academic progress

· Referral to Tutorial Programs

· Need to attend Pop Warner meetings for scholastics
· Liaison between School Boards
Planning Director : 

· Reports to Secretary/Treasury 
· Shall oversee all arrangements and bookings of the association up to Regional Championships

· Work with Public Relations, Fundraising Director 

· Work with Treasurer with regards to budget for all activities 
· Work with all areas to ensure all season events are successful.

1. Awards Banquet

2. Photos

3. Travel

4. Home Coming
5. Etc. 
Concession/Merchandise Director:  Shall report to Chief Operation Officer.  Oversee all concessions of the divisional football/cheerleading program, which includes:

· Provide Overall Concession Budget

· Managing Concession Stand

· Maintain inventory

· Oversee the selling of goods and services, include food, souvenirs, pictures, etc…

· Work with Planning Director, Business Managers, Parents and Fundraising Director 
Fundraiser Director:

· Create and maintain Sponsor, Donor List and Media list  
· Oversee Board approved Fundraising media events

· Maintain all paperwork & tracking for all events

· Organize and distribute products and prizes (if any)

· Work with Planning Director

· Reports to Secretary/Treasury
· Assist with donations from businesses
· Point of contact for all media outlets
· Work with organization (i.e. Board, teams) when media will be present or involved
Medical Technician Director:

· Coordinate Med Tech attendance for all home games
· Reports directly to Vice President
· Advise Vice President of name and number of Med Tech assigned to home game
Equipment Managers:

· Create and Maintain Football Equipment & Uniform List  

· Create and Maintain Cheer Equipment & Uniform List  

· Create and Maintain Capital Equipment List  

· Assist with Board approved Fundraising events

· Maintain all paperwork & tracking for all equipment 

· Organize and distribute equipment when needed and maintain the storage 
· Reports to Athletic Director
Public Relations Director: 

· Create and Maintain Media Contacts List  

· Point of Contact for all Media Outlets 

· Oversee Board Approved Events when Media is present

· Maintain all paperwork & tracking for East Bay activities in the media

· Work with All Directors and Team when Media will be present or involved 

· Reports to CIO
Web Master:

· Create and Maintain Web Site  

· Create, build, and maintain on-line services 

· Oversee all on-line activities & events

· Create, Maintain & Tracking all East Bay e-mail alias accounts  

· Work with all Directors and Teams 
· Reports to CIO and President
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Associate Members & Appointed Positions

Purpose:

Serve in a staff positions for day-to-day operations.

Qualifications
· Applicants must be at least 18 years of age.

· Applicants cannot be a head coach, assistant coach or business manager of any football team or cheerleading squad.

Number, Vacancies & Appointments
There will be no maximum number of associate members.  The board of directors will appoint associate members. Positions of Business Manager, Concession Coordinator, Site Treasurer, Site Planners, Site Scholastic Coordinators, Cheer & Football Assistant AD, and etc. will be filled from the associate members. Each associate member will be appointed to serve a term of one (1) calendar year. Appointment of the associate members will be made at the next board meeting immediately following the annual elections. Vacancies may be filled at any regular Association board meeting or when a quorum is present.  

Duties
· One year commitment – January – January 

· Participate in the sign-up process for football players and cheerleaders.

· Set up and take down the playing facilities before and after each home game and/or any other Association function.  

· Assist weigh-master.

· Assist with the concession stand at home games and all other Association fundraisers and events (i.e. Jamboree, Homecoming, Banquet, Cheer Competition, etc.) 

· Adhere to Association Code of Ethics

· Assist other board members in their duties as needed.

Business Managers:

Shall be responsible for the business and operations of your team.   He/she will work directly with Head Coaches, Executive Board and Board members.  Other duties include:

· Responsible for preparation of Team Book for Certification.

· Assist with Collection of Report Cards and Scholastic forms 

· Coordinate Half-Time Snack (sliced oranges and water)
· Coordinate all travels for your team along with the Planning Director
· Keep parents informed of all upcoming events 

· Responsible for distribution of all information 

· Coordinate Volunteers for concession and fundraiser

· Liaison between parents and coaches on non-football/cheer issues

· Organize Team meetings
Medical Technicians:
· Be available for all home games

· Provide first aid treatment 

· Provide medical opinion for injuries incurred during game

· Provide medical opinion regarding continued participation of injured players or cheerleaders 
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Coaches

Coaching is an extension of the EBW Board and Association. They represent the integrity of the program being conducted and must support program objectives and policies. Coaches must be aware of the positive and negative impacts they can have on their players / members and Association. Coaches must maintain an atmosphere, which promotes and supports the philosophy of the Association. Coaches must be responsible to young athletes, parents, officials, and other coaches by being knowledgeable of the policies and procedures pertaining to the East Bay Warriors and Pop Warner program to include:  The Coaching title is year to year and everyone must reply for the job each season. 
Head Coach:  

Shall be responsible for guidance of individual football and cheer teams.  Reports to A.D. of their sport.  He/She will teach team play, sportsmanship and fundamentals of football and cheer, which includes: 

· Manage Team

·  Organizing Assistant Coaches

· Playbook

· Providing:

1. Business Manager

2. Equipment Manager 

3. MPR, Chain Gang, Chalking of field

4. Weigh-Ins

5. Certified Players book

6. Half-time Players refreshment

· Equipment Inventory

· Distribution and return of equipment

· Certification of all Coaches / Business Manager / any person involved with the children related to your team

· Liaison between parents on football and cheer issues only

· Work with Field: Operation Director, Scholastic Director, Business Manger

· Responsible to attend all Association board meetings to ensure adequate knowledge on the workings and support needs of the Association.
· Knowledgeable of Pop Warner Rules, Peninsula Rules, High School rules and EBW rules.
All Coaches, Board, and Staff:  

1. Providing a safe environment during practices, games, and related functions.

2. Acquiring necessary training to coach young athletes.
3. Knowledgeable of Pop Warner Rules, Peninsula Rules, High School rules and 

EBW rules.
4. Communicating with parents.

5. Serving as a role model.

6. Reporting any suspected child abuse or neglect.

7. Adhering to the National/ Regional/ Conference Standards for Pop Warner Football (SOP).

8. Complete current East Bay Warriors Coaches Application.

9. Attending, at a minimum, June, July and August Association board meetings to ensure adequate knowledge on the workings and support needs of the Association.

10. Ensure proper behavior and sportsmanship of all team/family members during periods of competition.  

11. Attending all equipment related events in coordination with the equipment manager, i.e. equipment shed organization, equipment safety checks, equipment handout, equipment turn-in, etc.

12. Get prior Board approval for any and all additional equipment and/or apparel request.  

13. Turning in all players and coach’s equipment at the end of the season, at the appropriate time and place scheduled by the equipment manager.

14. Not have an outstanding balance charged to your team account at the end of the season.

15. Notify coach’s AD or Association president of any parental complaints.

16. Attend and help at the fields for the Jamboree, Homecoming, and Regional.

17. Set-up and teardown fields and stands when playing on home fields. 

18. Picking up garbage after game when playing.

19. Attending Association sponsored Coaches Clinic and First Aid Class.

Coaches’ Registration

All volunteer coaches will complete a locally developed volunteer worksheet used to gather information needed to match the volunteer’s interest with the youth program’s need. The information is also useful in identifying previous youth services experience.

Coaches’ Training

Proper training must be provided for all coaches. Board of directors must ensure coaches’ training begins before the volunteer coaches work with children and that national certification is completed within 60 days of the beginning of the season, preferably before. The Board of directors must approve any exceptions. Training will include as a minimum:

• First aid and Cardiopulmonary Resuscitation (CPR).

• Psychology of coaching youth.

• Injury prevention.

• Practice organization.

• Coaches liability.

• Training and conditioning.

• Child and adolescent development.

• Diversity and sexual harassment issues.

• Techniques of coaching specific sport(s).

Coaches’ Assignment Restrictions

A coach in one Association is normally not permitted to manage or coach in a second division during the same season. The board of directors will decide on any exceptions to this policy. 

A head coach may not be permitted to be an assistant in another division.  Association administrators, presidents, and game officials should not be eligible to serve as coaches.

Evaluation of Coaches

The Board of directors should develop an evaluation program to identify those coaches who are able and willing to support the purposes of the football/Cheer program. The board of directors will also establish and implement procedures to identify those whose services should not be continued because they are not fulfilling the objectives of the program. The board of directors should observe each coach’s performance within the first month of volunteer service. Coaches must be able to present evidence of competency in coaching football/cheer and must be judged by the Association administrators to be among the most qualified to serve as youth coaches. The results of the evaluation program for youth coaches should be used to determine the most qualified. 
Removal of Coaches

The Board of Directors is authorized to remove any coach for failure to follow the guidelines for coaches’ duties in the football/cheer program or for failure to adhere to acceptable behavior for coaches as outlined in National Pop Warner Rules.
Trainee Coaches

When new coaches without experience enter the football/Cheer program, it is desirable to place them with experienced coaches with proven abilities. Those abilities include use of proper teaching techniques, skill in communicating with players and other coaches, and presenting a positive self-image at all times.

Number of Coaches

Each team should have, as a minimum, the following number of authorized and designated managers, coaches, or assistants 

· Football: Head coach, Business manager Equipment manager and  five assistants, along with other staff members. (trainee and trainer)

· Cheer: Head Coach, Business manager and five assistants, along with other staff members.
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Coaches, Board & Staff Code of Ethics

I hereby pledge to live up to my responsibilities as Coach by following the Association Coaches’ Code of Ethics:

I will place the emotional and physical well being of my players ahead of a personal desire to win.

I will treat each player as an individual, remembering the large range of emotional and physical development for the same age group.

I will do my best to provide a safe playing situation for my players.

I will promise to review and practice basic first aid principles needed to treat injuries of my players.

I will do my best to organize practices that are fun and challenging for all my players.

I will lead by example in demonstrating fair play and sportsmanship to all my players.

I will be knowledgeable in the rules of the sport that I coach, and I will teach these rules to my players.

I will use those coaching techniques appropriate for all of the skills that I teach.

I will remember that I am a youth sports coach, and that the game/ competition is for children and not adults.

I will respect and use the chain of command at all times while volunteering for the East Bay Warriors.  

The function of a coach is to educate students through participation in competitive competition.  Our program is designed to enhance academic achievement and should never interfere with opportunities for academic success. Each student-athlete should be treated as though he or she were the coaches’ own, and his or her welfare should be uppermost at all times. Accordingly, the following guidelines for coaches have been adopted by the East Bay Warriors Board of Directors.
The volunteer shall be aware that he or she has a tremendous influence, for either good or ill, on the education of the student-athlete and, thus, shall never place the value of winning above the value of instilling the highest ideals of character.
The volunteer shall uphold the honor and dignity of the profession. In all personal contact with student-athletes, officials, athletic directors, East Bay administrators, Pop Warner, the media, and the public, the coach shall strive to set an example of the highest ethical and moral conduct.
The volunteer shall take an active role in the prevention of drug, alcohol and tobacco abuse.
The volunteer shall avoid the use of alcohol and tobacco products when in contact with players and cheerleaders.
The volunteer shall never use and or sale any type of illegal drug while participating as a volunteer with East Bay.  

The volunteer shall promote the entire program of the East Bay Warriors and direct his or her program in harmony with the total East Bay Warriors program.
The volunteer shall master the rules and shall teach them to his or her team members. The coach shall not seek an advantage by circumvention of the spirit or letter of the rules.
The volunteer shall exert his or her influence to enhance sportsmanship by spectators, both directly and by working closely with club sponsors, booster clubs, and administrators.
The volunteer is responsible for all children that participate in the East 

Bay Warriors Football and Cheer program during the time that they are at the practice and game field. This is not limited to when your game or practice is over or that the child doesn't participate on your team.
The volunteer shall respect and support officials. The coach shall not indulge in conduct, which would incite players or spectators against the officials. Public criticism of officials, administrators, other coaches, players, or Pop Warner is unethical.
Before and after contests, coaches for the competing teams should meet and exchange cordial greetings to set the correct tone for the event.
A volunteer shall not exert pressure on anyone to give student-athletes special consideration.
A volunteer shall not scout opponents by any means other than those adopted by the league and/or Pop Warner.
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Legal Liabilities

The board of directors has a moral and legal duty to protect the assets of the EBW program and must conduct its business with due care.  Exercising due care is demonstrating reasonable, prudent behavior.  

Self-dealing
Board members who vote on decisions in which they or their associates will realize personal or financial gain are involved in self-dealing: for example, authorizing a contract for a service owned by a board member or board members family and should be avoided at all times. 
Conflict of Interest
A conflict of interest is determined to exist when the interests or concerns of any member of the board of directors, or any member of her or his family, or any party, group, or organization in which the individual is actively involved, may be seen as competing with the interest of or violating the ethical integrity of EBW.

A board member or any member of her or his immediate family shall in no way realize any personal gain from his board position. Acceptance of any gifts, entertainment, services, loans, or promises of future benefits from any person who might benefit from said individual’s relationship to the board.

A board member or any member of her or his immediate family shall not use for personal advantage or for the advantage of any other group, organization, or business to which she or he has allegiance any confidential information or material acquired in the discharge of the individuals responsibilities (such as rosters, mailing lists, and telephone directories).
Disclosure Statement
Any potential conflict of interest shall be disclosed in writing to the president of the board of director’s, by the individual concerned prior to engaging in a conflict-of-interest action. 

When any such conflict of interest is relevant to a matter requiring action by the board, the interested person shall call it to the attention of the president, and such person shall not vote on the matter.  Moreover, the person having the conflict shall leave the room in which, the meeting is held and not participate in the final deliberations or decision regarding the matter under consideration.

The minutes of the meeting shall reflect that a conflict of interest was disclosed and that the interested person was not present during the final discussion or vote and did not vote.  When there is a doubt as to whether a conflict of interest exists, the matter shall be resolved by a vote of the body, excluding that individual.

In the event that a potential conflict of interest is not disclosed, the matter shall be referred to the board for determination of continued membership of the individual concerned.
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Fiscal Responsibilities of the Board of Directors

The board of director’s is accountable for the financial affairs of the EBW Association based on its role of steward and administrator.  In this role the board requires assurances that financial management is responsible and supports the EBW program.

Fiscal year
The fiscal year of the EBW Association shall be January through December, the calendar year.

Assets
An inventory list will be maintained and updated annually, for all Association assets. Included in this inventory will be the location of said assets. 

Financial reimbursement
No board member, associate member, coach, assistant coach, volunteer or any other individual is authorized charge anything, personally or on behalf of an Association team, to East Bay Warriors Youth Football & Cheer Program
Travel, Lodging and Per Diem
Any board member requesting pre-travel financial assistance for EBW board business will be responsible to provide in writing the proposed travel and lodging costs in addition to a per diem rate of $10 for breakfast, $15 for lunch and $25 for dinner. The written request must be presented to the board at least 30 days prior to the date of travel and upon the approval of the board of directors.

Those individuals requesting reimbursement for travel, lodging and per diem may submit their request in writing for board approval. Mileage reimbursement will follow IRS standards.

EBW will not be financially responsible for the entertainment of any individual said travel.

Distribution of Checks/Reimbursement
Absolutely no checks will be issued for any purpose other than those purchases that have been authorized by the president and treasurer. Supporting documentation i.e. a receipt for the expenditure, the purpose of expenditure and any other information that may be deemed appropriate will be required upon the conclusion of the purchase.   

In the event that the treasurer does not receive the supporting documentation within two days after the purchase, the issue will be placed on the agenda, addressed at the next public board meeting and noted in the board minutes. 

Any expenditure of EBW money for any reasons other than to directly benefit children of the program will require a vote and approval by the board of directors.  The said expenditure will be announced at the next monthly board meeting, noted in the minutes and open for public input.  

Reimbursement of expenses to any individual, who later obtains sponsorship monies to cover those expenses, will require the following written evidence of said expenditures: 

1) Proof of check or money order given to Association for expenditure.

2) Said check or money order must be dated prior to team’s departure for game/competition.

3) Copy of sponsor check.

4) Vote from board for approval of reimbursement at next regularly scheduled board meeting, with quorum present.

Individual Team Purchases

There are to be no individual or team purchases of any kind with out the written authorization of the president and/or board of East Bay as a whole.  Once the president and /or board has given such an approval an/or authorization, than any representative of an EBW football and/or cheerleading team to include head / assistant coaches, team managers and parents, who purchase additional items for a specific team (i.e. sweats, sport bags, tights, etc.), will be personally responsible for the payment of such items.  If payment for said items is charged to an individual team account, it is the responsibility of the coach and team manager to assure the monies are in the team account. No check will be issued from a team account without sufficient funds for said expenditure. Coaches whose accounts are overdrawn or owe money to a vendor will be immediately suspended from his/her coaching position until such deficits are brought current. 

Concession Stand
An accounting system will be developed and implemented by the concession stand director and CFO, for the concession stand. All money collected and removed from the concession stand at any time during the said event will be done so under double custody, preferably by the concession director and an authorized board member.  In the event one or the other is absent, any two other designated board members will be allowed to collect the money.  Money will be counted before removal and a receipt signed by both custodians will be placed in the cash drawer.  Money will be placed in a secure, locked environment.  At the end of the event all money will be counted and a receipt signed by both custodians documenting the amount to be turned over to the site treasurer or CFO for deposit along with the adding machine tape (or cash register tape).  If the site treasurer or CFO is not present at the end of the event, the money will be turned over to the site treasurer or CFO no later than the first Monday following the event.  Upon receiving, the site treasurer or CFO will count all money and sign the receipt as evidence of accuracy. A copy of the receipt signed by both custodians will be included in the CFO’s report at each board meeting. This includes all events the concession stand is used at including, Cheer homecoming, jamboree, fundraisers, clinics, competition, banquet, etc. 
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Meetings

Board meetings are necessary to maintain appropriate oversight of the daily operations of EBW.  

Public Board Meetings
Monthly board meetings will be held on the ___Third Monday of Every Month______________

Monthly board meetings will be limited to ninety (90) minutes and will address board business only.  Board business includes daily operations, fiscal management, policies and procedures, HLA, regional and national information, in addition to concerns and/or complaints regarding Associations operation.   

Executive Officers Meetings
All meetings of the executive officers are private and closed to the public.  The decisions that are made at these meetings are to be addressed at the next monthly board meeting to the entire board of directors as new business.

Coaches Meetings (football and cheerleading)
Special private meetings of coaches will be called by the head coaches and/or AD to discuss issues related specifically to the coaching staff, football and cheerleading teams.  This includes information regarding equipment, uniforms, clinics, coaching policies and procedures, schedules, practice fields, etc.

Team Business Managers Meetings (football and cheerleading)
Special meetings of team business managers will be called by any head coach, or board member to discuss issues related specifically to the football and cheerleading teams. 

Standard Operating Procedure – 010

Zero Tolerance Policy
To: 
All East Bay Warriors Football and Cheer Family
Below is the East Bay Warriors' Zero Tolerance Policy.  Please read the policy and signoff below.

· Any participant including but not limited to parents, children, coaches, board members, volunteers, and fans in the East Bay Warrior program who is abusive (verbally or physically) toward any person including but not limited to opposing teams, East Bay parents, coaches, referees, players, spectators, board members, water boys, etc. will be suspended.  Suspended means that said person may not attend any East Bay Warriors / Pop Warner games or sponsored functions including practices.  Suspended parents will still be required to drop off and pick up children for practices and on game day.   

· First Offense – one (1) to two (2) week suspension.  This step may be skipped in the case of physical abuse or severe verbal abuse.

· Second Offense - suspension for the remainder of the season.

· Third Offense - suspended for life (if you are banned for life you may ineligible to participate in any Pop Warner activities).

Due to the severity of the abuse we reserve the right to escalate the disciplinary process to include all three steps on the first offense.

There shall not be any use of alcohol and tobacco products when in contact with players and cheerleaders at any event, game, function, whether given, or sponsored, or affiliated with any East Bay “team, player, or cheerleader”.  

There shall never be any use and or sale of any type of illegal drugs while participating within East Bay.   
_______________________________



_____________________________________

Player/ Cheerleader/Coach/Staff/Board




Parent  (please print) 


Please print name 

_____________________________________

         








Parent  (please print) 

Sign:______________________________________________________________________

Date:______________________________________________________________________
Standard Operating Procedure – 011
Hearings and Appeals

Complaints of Rule Violations:

Any and all complaints of the Violations of Rules will be directed to the office of the President for investigation.  
Complaints against Board of Directors:

Any and all disputes or disagreements or complaints with any board of director will be given to the office of the President to investigation. 

Complaints against the President:

Any and all disputes or disagreements or complaints with the president will go to the board of directors with an overall from Pop Warner to investigation. 

Complaints against Coaches:

Any and all disputes or disagreements or complaints with any coach on a team will first be addressed to the Head Coach of that team.  If the Complaint, dispute, or disagreement is with the Head Coach it will be addressed first to the Head Coach that it is with.  

Absent a satisfactory resolution of the Complaint, Dispute, or Disagreement with the Complaining Party may take the matter up to the Athletic Director.  The nature of the Dispute, Disagreement, or Complaint must be stated in writing, including any and all particulars such as date of situation, nature of the problem, attempts to resolve with the Head Coach, Date of attempt to resolve with the Head Coach, and outcome of the attempt to resolve with the Head Coach.

Upon the Athletic Director receiving, in writing (includes an email), the situation the Athletic Director will meet, by telephone or in person or both, with the Complaining Party.   The Athletic Director, if he is unable to resolve the dispute at the initial meeting, may have the parties meet with the Head Coach and/or coach in the Athletic Director’s presence or the Athletic Director may meet with the Head Coach.  If it is deemed necessary by the Athletic Director to meet with the assistant coach the Head Coach is to be present as well.  The Athletic Director may meet with witnesses.

If the matter is not satisfactory resolved then the Complaining Party may bring the matter by submitting the particulars of the dispute, dates, resolution attempts, resolution ideas, why the resolution ideas were not acceptable, to the President of the Association for final determination.  The president may, if he/she feels the issue requires the Executive Board’s impute, bring the matter before the Executive Board.  If the Executive Board is involved the Athletic Director is not permitted to be involved on this issue and is excluded.  The Executive Board will listen to the issue, may if needed, bring the coach, head coach, and complaining party and any witnesses to the Executive Board and issue a recommendation of action to the President.   The President may or may not follow the recommendation.   The President, if the matter is not one he/she feels should go to the executive board, discuss the matter with the complaining party, head coach, coach, witnesses.

The President’s decision is the final resolution of the situation.

If the Athletic Director’s resolution results in a punishment to a coach or head coach, the head coach or coach may appeal the decision of the Athletic Director to the President of the Association for final determination.  The president may, if he/she feels the issue requires the Executive Board’s impute, bring the matter before the Executive Board.  If the Executive Board is involved the Athletic Director is not permitted to be involved on this issue and is excluded.  The Executive Board will listen to the issue, may if needed, bring the coach, head coach, and complaining party and any witnesses to the Executive Board and issue a recommendation of action to the President.   The President may or may not follow the recommendation.   The President, if the matter is not one he/she feels should go to the executive board, discuss the matter with the complaining party, head coach, coach, witnesses.

The President’s decision is the final resolution of the situation.

Complaints against Players or Parents:

An assistant coach may not discipline a player with punishments that extend outside the practice field.   A head coach may discipline a player with punishments that extend outside the practice field.  If an assistant coach feels the players conduct is so egregious to require punishment, such as: missing game(s), suspension, termination from the association, then the matter is to be turned over to head coach.  The assistant coach is to notify the head coach of the problem and suggested resolution.  The head coach is to meet with the alleged offending player, and if it is determined the punishment is greater than suspension from the team for one week, the head coach must meet with the parent to explain the situation.  If the punishment includes missing a game, then the head coach must meet with the parent of the child.    Any suspension requires notification to the Athletic Director and the President of the Association.

If the punishment is to be more than suspension for one game and/or one week of practice the head coach must inform the Athletic Director and President.   The President is to immediately review the conduct, history of the player, attempts at resolution of the problem(s), parent involvement, and meet with the head coach and the parents of the player in question.  The President may meet with any witnesses or coaches or other parents, or players.   The President’s decision is to be made within a reasonable period and is final.  The President may not consider the skill level of the player in making his/her decision.

Rule Violations by Coaches:

If a coach or head coach violates any rules of the association or Pop Warner the matter is to be taken to the Athletic Director.  The Athletic Director is to review the situation and issue his decision on the outcome.   The Athletic Director is to resolve the matter in the best interest of the players and the association, as well as considering the goal of keeping coaches and helping them become better coaches and role models.   The Athletic Director may assist the coach by requiring further education (such as anger management, class (es) through the positive coaching association or similar organization, counseling, requiring the coach to not be alone with children-budding him/her with role model coach, etc..).  The Athletic Director may take no action.  The following activities will result in the immediate loss of the coaching position:   striking a fellow coach, fighting (except in self defense), striking a player (tap on the behind or helmet is not considered a strike), intentional violation of the Minimum Play Rule.

If the Coach who is disciplined by the Athletic Director is not satisfied with the outcome of the Athletic Director decision, he may appeal the matter to the President of the Association.   He may do so by writing or by speaking with the President.  Upon receiving an appeal by a coach, the President must investigate the matter. The president may, if he/she feels the issue requires the Executive Board’s impute, bring the matter before the Executive Board.  If the Executive Board is involved the Athletic Director is not permitted to be involved on this issue and is excluded.  The Executive Board will listen to the issue, may if needed, bring the coach, head coach, and complaining party and any witnesses to the Executive Board and issue a recommendation of action to the President.   The President may or may not follow the recommendation.   The President, if the matter is not one he/she feels should go to the executive board, discuss the matter with the complaining party, head coach, coach, witnesses.

The President’s decision is the final resolution of the situation.
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