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WELCOME 
Welcome to another exciting season with the Kelowna Minor Hockey Association (KMHA)! 
 
Thank you for volunteering your time and energy as a Division Director. Your dedication plays an 
important role in creating a positive and successful experience for our players, coaches, and 
families. 
 
As a Division Director, you are responsible for overseeing player evaluations within your division, 
including tracking player rankings and providing final rankings to coaches prior to the player draft. 
You will also lead the planning and execution of your division's home tournament, helping ensure 
a positive experience for all participants. 
 
This handbook has been developed to provide the information, resources, and guidance you need 
throughout the season. It serves as a reference for your key responsibilities, important timelines, 
policies, procedures, and best practices. 
 
We sincerely appreciate your commitment to our athletes and your contribution to the KMHA 
community. Thank you for volunteering your time and helping make this season a success! 

SEASON TIMELINE 
The following timeline can be used as a guide to help plan and manage a successful season: 
 
Pre-Season - Player Evaluation  
 
The Division Director is responsible for coordinating the player evaluation process. Key 
responsibilities include: 
 

• Develop a system to track and average player evaluation scores. Previous Division 
Directors can be a valuable resource for successful tracking methods. 

• Manage reciprocated friend requests, allowing each player one mutual friend request. 
Please note that friend requests cannot be guaranteed. 

• Track player availability, including any practice days when a player is absolutely 
unavailable. 

• Begin identifying and preparing a list of potential Head Coaches. While recruiting coaches, 
it is recommended to limit pre-selected bench staff to the Head Coach and up to two 
additional bench staff members. This helps promote balanced team formation and avoids 
situations where coaching staffs are fully established before players are drafted. 

 
Team Season & Scheduling 
 

• Provide Sheena (registration@kelmha.com) with a list of each team's bench staff, including 
first and last name, phone number, and email address, so qualification requirements can 
be verified before the season begins. 

mailto:registration@kelmha.com
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• Promptly communicate any schedule releases or changes to coaches and team managers 
so they can notify their teams. 

• Track each team's out-of-town tournament dates to help ensure league games are not 
scheduled during those weekends. 

• Notify parents, coaches, and team managers of the Home Tournament dates. 

TEAM STAFF REQUIREMENTS 
Every KMHA team must have the following certified volunteers: 

• Head Coach 
• Safety Person (HCSP) 
• Team Manager 

 

KMHA covers insurance costs for up to six (6) registered team staff members.  Please note that 
only five (5) team staff are permitted on the bench during games. 

To verify qualifications or certification status, please contact Sheena at registration@kelmha.com 
 
Team Staff are prohibited from consuming alcohol or cannabis during league games, tournament 
games, team events, or between games while participating in league or tournament activities. 
Team Staff are considered responsible for the supervision and well-being of players throughout 
these times. Any Team Staff member found to be in violation of this policy may be subject to 
disciplinary action. 
 

COMMUNICATION 
 

As Division Director, you are the primary point of contact for parents, guardians, team managers, 
and coaches regarding questions, concerns, and issues that require attention. Your role is to help 
facilitate positive communication, ensure concerns are handled appropriately and respectfully, 
and support a positive experience for all members of the division. 

When needed, work collaboratively with Quintin (Director of Hockey Development) and Daryle 
(Executive Director) to address concerns, seek guidance, and ensure issues are resolved in 
alignment with KMHA policies and procedures. 

 

Communication Escalation Pathway 

Parent → Team Manager → Head Coach → Division Director → KMHA 

SAFE SPORT AND DRESSING ROOM POLICY 
As Division Director it is important to familiar with Hockey Canada's Safe Sport framework. 

Key areas include: 

mailto:registration@kelmha.com
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• Independent Safe Sport reporting process 
• Bullying 
• Harassment 
• Abuse 
• Discrimination 
• Reporting procedures 

 
Dressing Room Policy Highlights 

• Minimum attire rule (base layer clothing required) 
• Respect for privacy 
• Inclusive dressing room environments 
• Appropriate supervision 
• No cell phone use in dressing rooms 
• No photography or video recording 

 
Rule of Two 

Whenever possible: 

• Ensure two screened adults are present. 
• Avoid one-on-one interactions between adults and athletes. 
• Include parents/guardians on private communications when appropriate. 
• Consider supervision requirements when travelling. 

 
Cell Phone Policy 

Hockey Canada and KMHA maintain a strict no cell phone policy in dressing rooms. The only 
exception is a device being used for music as directed by the coaching staff. 

Any violations of this policy may be subject to disciplinary action. 

Division Directors are encouraged to review Hockey Canada's Safe Sport and Safety Program 
resources regularly to ensure compliance and help maintain a safe, respectful and inclusive 
environment for all participants. 

More information can be found here: Hockey Canada Safety Programs. 

TEAM JERSEYS 
 

Each KMHA team will be provided with: 

• One jersey 
• One pair of game socks per player 

 
 
 

https://www.hockeycanada.ca/en-ca/hockey-programs/safety
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End-of-Season Jersey Return 

Team Managers are responsible for collecting all team jerseys at the end of the season and 
returning them on the designated jersey return date. 

Before returning jerseys, teams must ensure: 

• All name bars have been removed. 
• Jerseys have been washed. 
• Any missing or damaged jerseys are reported to KMHA (as there is a fee). 

TEAM APPAREL 
Teams are welcome to purchase apparel and merchandise to promote team spirit throughout the 
season.  Many teams choose a team name and create a unique logo or design to be featured on 
their apparel and swag. 
 
KMHA team stores are provided through BC Sportswear, making it easy for families to order 
approved team merchandise.  This process allows families to purchase apparel individually 
through the team store. 
 
Sponsorship Opportunities 
In some cases, a parent or local business may wish to sponsor the team.  Sponsorship 
contributions can help offset team costs and may include recognition through the placement of a 
company logo on team apparel or other approved team merchandise. 
 
Team Managers should ensure any sponsorship arrangements align with KMHA policies and are 
communicated clearly to families. 

FUNDRAISING  
 

Team fundraising is permitted as long as the activity does not require a gaming license under British 
Columbia regulations. Teams are welcome to organize fundraising activities to help offset team 
expenses, tournament costs, travel, equipment, or other team-related expenses. Managers should 
ensure that any fundraising activity is appropriate, transparent, and does not involve gaming 
activities that require a license. If you are unsure whether a particular fundraiser requires a gaming 
license, please check with the association before proceeding. 

 

TEAMSNAP 
All KMHA teams are provided with a TeamSnap account.  The Head Coach or Team Manager will 
inform KMHA of the designated team reps who will be given control of the team account by 
KMHA.  
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Please note: Under no circumstances is anyone deleting players from their TeamSnap. Any 
player movement will be done by KMHA staff with an email to Sheena at 
registration@kelmha.com. Editing of team names is not allowed. 

Team Managers will enter their schedule into TeamSnap once provided by the Division Director.   

TOURNAMENTS 
KMHA Rec teams are permitted to go to 2 out of town tournaments and 1 home tournament.  
Teams need to inform their Division Director as soon as they are accepted to make scheduling 
easier.  

Tournament Forms – Teams attending tournaments outside of the OMAHA district are required to 
complete the online travel permit. Instructions on how to complete this can be found on the 
KMHA website. This will allow you to track the status and receive any notifications. 

You can find tournaments by visiting the BC Hockey website and using the link here and enter 
your parameters.  

HOME TOURNAMENT PLANNING 
As Division Director, you will be responsible for coordinating and supporting the planning of your 
division’s Home Tournament. This is a significant event during the season and requires 
collaboration, organization, and support from teams, families, and volunteers. 
 
Kendra, KMHA’s Tournament Coordinator, will be the main point of contact for all tournament-
related coordination and can be reached at tournaments@kelmha.com. Kendra will act as the 
liaison with all out-of-town teams attending the tournament, while the Division Director will be 
the primary point of contact for KMHA teams participating in the event. 
 
Once teams have been formed, connect with team managers and request 1–2 volunteers from 
each team to participate on the tournament committee. Once the committee has been 
established, begin planning and preparing for the tournament. 
 

Tournament Committee Responsibilities 
• Determine additional tournament activities and fundraising opportunities beyond the 

standard raffle baskets, silent auction, and 50/50. Examples may include a square board, 
sucker pull, or other activities. 

• Coordinate raffle baskets with each team. Each team is responsible for providing one 
basket; collect themes in advance to avoid duplicate submissions. 

• Contact local businesses to request donations for raffle items, silent auction items, or 
other tournament needs. Cash donations are also welcome, and KMHA can provide 
receipts. Cash donations may be used to purchase items required for the tournament. 

• Determine and communicate what will be provided to participating teams, such as player 
bags, tournament gifts, refreshments, or other items. 

 
 

mailto:registration@kelmha.com
https://www.bchockey.net/member-info/tournaments#search-for-a-tournament
mailto:tournaments@kelmha.com
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Volunteer Coordination 
 

Create a volunteer schedule through SignUp Genius and distribute it to families to fill required 
tournament roles, including: 
 

• Clock 
• Music 
• Raffle Table 
• Marshall 
 

Additional responsibilities include: 
 

• Coordinate daily setup and teardown volunteers for tournament areas, including the raffle 
table. 

• Ensure all winners are contacted and arrangements are made for prize pickup that evening 
or the following day. The Marshall will typically assist with this process. 

 

SCHEDULING 
Daryle will provide you with the available ice times, and you will divide the ice evenly between the teams, 
ensuring that each team has a similar number of early and late games. 

SOCIAL MEDIA 
KMHA enjoys celebrating the accomplishments and experiences of our teams both on and off the 
ice.  We encourage Team Managers, coaches and families to share stories and photos that 
highlight the positive impact of hockey within our association. 

Submissions do not need to be limited to tournament victories.  We welcome content featuring: 

• Team events and activities 
• Community service and volunteer initiatives 
• Team-building functions 
• Player and team achievements 
• Awards, milestones, and personal accomplishments 

 
Sharing these moments helps recognize the hard work, dedication and community spirit that 
make KMHA a great place for players and families. 

A reminder about social media: Content posted by Team Staff, players or families that relates to 
KMHA, its teams or association activities may be considered part of the association’s online 
community, even when KMHA is not tagged or mentioned. Please ensure that anything shared 
publicly is respectful and appropriate and does not contain offensive, inappropriate or harmful 
content. When representing or discussing your team or KMHA online, please remember that your 
posts can reflect on the association and its members. 
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Stories and photos can be submitted to tournaments@kelmha.com for consideration on KMHA’s 
website and social media channels. 
 

MEDICAL 
 

KMHA is no longer partnered with Epact.  As a result, Hockey Canada Safety Program (HCSP) 
requirements now require each player's parent or guardian to complete a Medical Information 
Form for the season. 

The form is available here. 

This is a fillable PDF that must be completed by the parent or guardian and submitted to the Team 
Manager or Safety Person.  Teams are responsible for maintaining these forms and ensuring they 
are readily available throughout the season in the event of an emergency. 

THANK YOU 
 

Thank you for stepping into this important leadership role and for volunteering your time to 
support our players, families, coaches, and teams. As a Division Director, you play a key role in 
creating a positive, organized, and successful experience for everyone within your division. 

Your leadership, communication, and dedication help make a meaningful impact on our hockey 
community. We appreciate your commitment and look forward to working together to make this 
a successful season. 

If you have questions or need support throughout the year, please reach out to the appropriate 
KMHA contacts. We are here to support you and help ensure a great experience for all involved. 

Thank you again for your time and leadership. Best of luck and have a fantastic season! �������� 
 

mailto:tournaments@kelmha.com?subject=Social%20Media%20Post
https://www.kelownaminorhockey.com/wp-content/uploads/sites/3441/2024/06/Hockey-Canada-Player-Medical-Information-Sheet.pdf
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