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MANAGERS HANDBOOK 
 

 

Welcome to the 2022-23 Season at LMHA! 
 
It is a busy time of the season with getting the teams up and running so we wanted to send you some tips 
to help get things underway as quickly and easily as possible. Any questions that you have can be directed 
to your Division Manager. 
 
One of your biggest resources in getting the team up and running is the Manager Resources page of the 
LMHA Website… http://www.langleyminorhockey.ca/manager-resources/.  You will find forms and 
procedures and policy’s available to help you.  If something isn’t there that you require, let us know and 
we will send it to you and look at adding it to the website! 
 

TEAM SNAP 

 
As part of the LMHA website, each team receives a TeamSnap account for the season – no cost! Once the 
Manager is identified, the pre-loaded TeamSnap Account will be assigned to your team.  Invites will have 
been sent to each family.  From there, each Parent can update their player and contact information.  We 
encourage you, as the Coach or Manager, to use TeamSnap as your primary communication method.  
Schedules, availability, scores, emails, tracking of team fees and documents… it is all there.  The 
application integrates with our website so keeping the game schedule and results up to date is 
appreciated! Please do not change the team’s name in TeamSnap unless you are adding to it. For 
example, if your team’s name is Under-6 LY1, you can adjust it to Under-6 LY1 Canucks. There will be only 
two (2) team officials assigned with manager access in TeamSnap – the Head Coach and the Manager. All 
other team officials can be added as non-players by the Head Coach or the Manager. In the past, there 
has been confusion regarding the difference between the TeamSnap roster and the Hockey Canada roster. 
The TeamSnap roster is for communication only. It is not an official roster, nor does it mean that just 
because a member was added as a non-player and labeled as Assistant Coach, they are eligible to 
participate with the team. All team officials must be officially rostered by LMHA with Hockey Canada 

http://www.langleyminorhockey.ca/manager-resources/
mailto:info@langleyminorhockey.ca
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PRIOR to participating with the team. Team Officials will be added to the team’s Hockey Canada roster 
only once they are eligible. 
 

TEAM OFFICIALS 
 
Your team officials need to be rostered (Head Coach, Assistant Coach, Manager, HCSP, and On-Ice 
Volunteers). You can submit your team officials via THIS FORM. 
 
Please allow 48-72 hours for processing. Until the Head Coach and Team Manager (once in place) has 
received confirmation of eligibility for their team officials from LMHA, the intended team official 
CANNOT step on the ice or begin acting in their role. The Team Official must be listed on the team’s 
official Hockey Canada roster to be eligible to participate in any way. Ineligible team officials jeopardize 
the entire team’s insurance therefore there are no exceptions to this policy.  
 
Please request that your team officials ensure that all credentials for each official are current and 
complete (CRC, RIS & CATT).  In the case of the HCSP (Hockey Canada Safety Person) – that course needs 
to be completed and current as well.  Officials will NOT be rostered until certifications are complete.  
With respect to coaches, if they do not have their coaching certifications, they can be rostered if they are 
registered for an upcoming clinic. Coaches have until December 1 to complete the required coaching 
certifications or will be removed from the roster. For full details on what is required, please click HERE 
and forward the link to this page on our website to your team officials for review. 
 

BANK ACCOUNTS 
 
Each team is responsible to open a bank account. To request a permission letter, visit our START OF 
SEASON RESOURCES tab on the LMHA MANAGERS page and click on the appropriate link.  The Head Coach 
and the team Treasurer are required to be signers on the account and the account must be two-to-sign. 
If the Head Coach is a non-parent coach, a second parent will be the signor with the treasurer.  U6 teams 
are not required to open a bank account. 
 

BUDGETS 
 
Team budgets are to be submitted to the VP ADMINISTRATION on or before October 30, 2022, for ‘A’ 
teams and on or before November 5, 2022, for U7 through U21 ‘C’ teams. Please note that U6 teams are 
not required to open an account or submit a budget. A template can be requested by emailing 
info@langleyminorhockey.ca. however, a copy will also be sent when you request a bank letter. Please 
carefully review the LMHA Budget Policy in advance of drafting your team budget.  Please remember, this 
is a guideline only. 
 

ePACT, MEDICAL FORMS AND CODES OF CONDUCT 
 
e-PACT will be used again this season so no need for team medical forms.  Players & Parents have already 

accepted the applicable Code of Conduct forms via TeamSnap at registration. TEAM OFFICIAL CODE OF 

CONDUCT forms will be required to be submitted to LMHA. Once again, this season, these forms will 
be electronic, and the link will be provided to Managers in the coming weeks. The deadline to 

https://lmha.wufoo.com/forms/q15y46mw1bnc9c3/
http://bchockey.net/Coaching/coaching.aspx
https://www.langleyminorhockey.ca/teams/volunteer-2022-23/
http://www.langleyminorhockey.ca/manager-resources/
mailto:VPAdministration@langleyminorhockey.ca
mailto:info@langleyminorhockey.ca
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complete the Team Official COC forms for all Head Coaches, Assistant Coaches, Team Managers, HCSP’s, 
and On-Ice Volunteers, will be October 30, 2022. 
 
The HCSP will no longer require paper medical forms – ePACT will be handed over once a team Manager 
and HCSP has been identified and is an online version of the previously used HC Medical Form. 
 

 
 

JERSEY DEPOSITS 
 
Players & Parents have already accepted the LMHA Jersey waiver via TeamSnap registration at the start 
of the season. The team will submit the JERSEY DEPOSIT COLLECTION FORM with each of the families’ 
deposit cheques. Once again, this season, these forms will be electronic, and the link will be provided to 
Managers in the coming weeks. The deadline to complete the Team Jersey Deposit Collection form and 
submit your post-dated cheques to your Division Manager will be October 30, 2022. Once the digital form 
is complete, please arrange to submit a copy of your team’s form and the post-dated cheques to your 
Division Manager. All cheques must be post-dated to April 1, 2023. U6 through U9 jersey deposits are in 
the amount of $100.00 payable to LMHA and U11 through U18 jersey deposits are in the amount of 
$150.00 payable to LMHA. We kindly request that you carefully review the amount and the date of each 
cheque as well as ensure the cheque is payable to LMHA PRIOR to submitting these to your Division 
Manager. This will avoid the hassle of returning cheques to you and save us all time. 
 

PCAHA 
 
PCAHA has an excellent resource available to team Managers that covers tons of important information 
and procedures that your team will require. We strongly encourage you to review this document in detail. 
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It is available on the PCAHA website via the right-hand column.  Also, reach out to your PCAHA Division 
Manager with game related and suspension questions. Coach / Manager meeting dates will be posted on 
their website and attendance is strongly recommended. 
 

 
 
 
 

HI SPORT (Spordle) & ELECTRONIC GAME SHEETS 
 
Game sheets are no longer being used.  PCAHA has moved to HiSports (Spordle)!  This has replaced both 
game sheets and Teamlink.  Once you have been rostered as Head Coach/Manager, you will be able to set 
up access to your team account.  Any questions, reach out to your PCAHA League Manager. 
 
Standings and Schedules (PCAHA) 
HiSports Scorekeeping Guide and Help Pages 
 
 

http://www.pcaha.ca/
https://games.pcaha.ca/
https://help.hisports.app/hc/en-us
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RESOLVING GAME CONFLICTS 
 
When you receive your PCAHA game schedule, you will have to resolve any HOME game conflicts within 
48 hours, as follows: 
 

1. Email the LMHA ICE ALLOCATOR with the Game # date/time that is in conflict. 
2. Once you receive your alternate ice from Byron, contact the opposing team Manager to confirm 

their availability. 
3. Once the opposing team confirms, email Byron to confirm that the conflict is resolved with the 

new ice.  He will take back the conflicted ice slot. 
4. Contact your PCAHA League Manager to update the resolved game details, including the opposing 

team coach/manager on that email so that everyone is confirmed. 
5. When the game details are updated, the referee assigner/referees will be alerted as to the change 

in the game information through HiSport/Spordle. 
 
If game changes are being made within 48 hours of a game time, please send the referee assignor a 
quick email to ensure they are aware of the changes @ refassignor@langleyminorhockey.ca 
 

REQUESTING GAME OFFICIALS - (Referees) 
 
When game numbers are assigned by PCAHA, game officials are automatically requested at the same 
time.  To see these assignments, and to ensure the officials have accepted the game, please log into 
HiSports (Spordle) and find the game in question and select the referee tab to see the confirmation. 
 

mailto:iceallocator@langleyminorhockey.ca
mailto:refassignor@langleyminorhockey.ca
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LMHA ICE 
 
The ice allocated to all teams is the property of the Langley Minor Hockey Association (“LMHA”) and the 
teams have the privilege of using the ice assigned/allocated to them.  LMHA expects all ice 
assigned/allocated to be used.  LMHA DOES NOT want ice sitting empty at any time.  The average cost of 
a sheet of ice without subsidy is about $350.00 per hour.  Teams are permitted to sell or trade their 
assigned/allocated ice up until 48 hours prior to the ice time in question.   If the ice remains unsold or has 
not been traded at that time, then the team must decide to either use the ice or return it to the LMHA ICE 
ALLOCATOR. The Ice Allocator will then send an email notification to all registered teams that the ice is 
available at no charge.  This is to ensure the ice does not go unused.  No team is permitted to sell, trade 
or in any way forfeit LMHA ice to any team (regular season or Spring) outside of LMHA.  The use of 
LMHA ice by a non-LMHA team can result in a permanent loss of our ice subsidy. This loss would result 
in a substantial increase to registration fees to cover the cost of ice in the Association.   If any team is 
proven to be in the process of selling or have sold LMHA ice to any non LMHA team or Association the 
first offence will be a team fine of $1,000.00.  A second offence will result in the responsible team official 
being suspended at the discretion of the Board of Directors.  Only LMHA rostered coaches/teams can 
purchase LMHA ice.  The coach(s) must be present and on the ice adhering to all LMHA rules and 
policies.  All players must be LMHA rostered and in full gear.  Any violation of this may result in 
disciplinary action. 
 
BUY SELL TRADE TEAM ICE  
 

TOURNAMENTS 
 
Please visit the BC Hockey Tournament page found HERE for more information on available 
tournaments. 
 

 

 

http://www.langleyminorhockey.ca/ice/
http://www.langleyminorhockey.ca/ice/
https://www.langleyminorhockey.ca/teams/ice/
https://www.bchockey.net/member-info/tournaments


LMHA Manager Handbook 2022-23 |7 

 
 

RISK MANAGEMENT 
 

 
 
http://www.langleyminorhockey.ca/risk-management-safety/ 
https://pcaha.ca/safety_risk/index.php 
https://www.bchockey.net/member-info/safety-maltreatment 
https://www.hockeycanada.ca/en-ca/hockey-programs/safety/essentials/safety-program 
 
 

FUNDRAISING 
 
LMHA has received a gaming grant of $100,000 annually for many years.  Teams that do not follow the 
proper gaming procedures are putting that grant in jeopardy, therefore it is imperative that teams follow 
proper gaming requirements when fundraising.  Individual Sports Teams are eligible to apply for a Class D 
license which allows you to raise a maximum of $5,000 in gross revenue.  There is a maximum of $500 

value for each prize and alcohol CANNOT be a prize.  Full Details are available HERE.   Please read the 
information carefully before proceeding with your fundraising activity.  BC Gaming has also provided us a 
document that is specific to Sports Teams.  The document is available under the FUNDRAISING tab on the 
Managers Resource page.  It is important for teams to remember that it is the TEAM not LMHA that is 
doing the fundraising.  You must provide team information when obtaining your license and promoting 
your fundraiser.  Please do not promote events as being on behalf of LMHA.  If you have any questions, 

http://www.langleyminorhockey.ca/risk-management-safety/
https://pcaha.ca/safety_risk/index.php
https://www.bchockey.net/member-info/safety-maltreatment
https://www.hockeycanada.ca/en-ca/hockey-programs/safety/essentials/safety-program
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please email info@langleyminorhockey.ca.  LMHA will consider granting a team a Class B license.  If your 
team is considering such an event, please email our LMHA TREASURER to inquire regarding the details, 
requirements, and approval process. 

 

 
ANY ADDITIONAL QUESTIONS, please contact your Division Manager. 
 
Under 6 & Under 7  under7@langleyminorhockey.ca 
Under 8 & Under 9 under9@langleyminorhockey.ca 
Under 11  under11@langleyminorhockey.ca 
Under 13   under13@langleyminorhockey.ca 
Under 15   under15@langleyminorhockey.ca 
Under 18  under18@langleyminorhockey.ca 
Under 21  under18@langleyminorhockey.ca 
 

mailto:%20info@langleyminorhockey.ca
mailto:treasurer@langleyminorhockey.ca
mailto:under7@langleyminorhockey.ca
mailto:under9@langleyminorhockey.ca
mailto:under11@langleyminorhockey.ca
mailto:under13@langleyminorhockey.ca
mailto:under15@langleyminorhockey.ca
mailto:under18@langleyminorhockey.ca
mailto:under18@langleyminorhockey.ca
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