
 

 

 

 

 

 

Guideline (GUI) 

 

Volunteer Management Guidelines 

 

 

BCSA-GUI-018 

 

Rev. 0  |  16-Feb-2024 

Published 

Originator 
Duncan Hawkins, Vice-President 

BCSA 

 

Name Signature 

Checker Ivo Toellner, Treasurer, BCSA  
Name Signature 

Approver Cody Craig, President BCSA  
Name Signature 

 

 

dhawkins
Duncan Hawkins Signature Only



 

BCSA-GUI-018 

 Volunteer Management Guidelines 

Guideline (GUI) Rev. 0 16-Feb-2024 
 

  

 

 
 

Print Date: 16-Feb-2024 

All printed copies are uncontrolled. 

This document is the property of Big Country Soccer Association and shall not be disclosed to others, 

reproduced in any manner, or used for any purpose whatsoever except by written consent of Big 

Country Soccer Association. 

Page 2 of 17 

 

Errors or Omissions 

Big Country Soccer Association has provided this manual to the membership as a guide for the parents of 

players who are registered with Big Country Soccer Association.  Any errors or omissions contained herein 

shall not supersede the by-laws, policies, procedures, or guidelines of the Association. Any changes to the 

manual shall be included in the next edition. The by-laws of the association supersede any guideline or 

policy should a conflict occur. 
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1 Purpose 

Big Country Soccer Association (BCSA) relies on volunteers to step forward with their time and energy so 

that the soccer programs and services being offered by BCSA and its Registered Members can offer a 

high-quality soccer programs that support Long-Term Player Development (LTPD). There are many 

opportunities for parents to volunteer with BCSA and its Registered Members and technical knowledge is 

not required for most positions. 

Note: 

i. At the time registration opens for each soccer season, BCSA and its Registered Members will post 

duties on our website that need to be filled and the time commitment required. Only volunteer 

positions officially issued by BCSA and its Registered Members and signed up for through our player 

registration systems will be available for selection to support the upcoming soccer season.  

ii. BCSA and its Registered Members will make every effort to ensure a variety of volunteer duties are 

available for all members but cannot guarantee that a member’s preferred duty or volunteer time 

will be available. 

2 Scope 

This document applies to all Big Country Soccer Association (BCSA) and its Registered Members.  The 

details contained in this document are the minimum requirements.   

Note: 

iii. Should a Registered Member include additional points not covered in this Guideline, it is the 

responsibility of the Registered Member to ensure proper tracking of the points they offer over an 

above the minimum requirements. 

iv. This document does not include any positions that are considered “Board” positions that would be 

managed through established bylaws of the Registered Members. 

3 References 

The following referenced documents are to be considered the latest edition and indispensable for the 

application of this document. 

Table 1 – References 

Document Number Title 

 Canada Soccer Association  

 National Coaching Certification Program 

BCSA-POL-001 Big Country Soccer Association Policy 
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Document Number Title 

BCSA-POL-003 Coaching Youth in Soccer Policy 

BCSA-POL-009 Coaching Code of Conduct 

BCSA-POL-015 Volunteer Screening Policy 

4 Acronyms and Defined Terms 

For this document, the following acronyms and terms apply. 

4.1 Acronyms 

Table 2 – Acronyms 

Acronym Definition 

ASA Alberta Soccer Association 

BCSA Big Country Soccer Association 

CRC Criminal Records Check 

CSA Canada Soccer Association 

FIFA Fédération Internationale de Football Association 

GUI Guideline 

NCCP National Coaching Certification Program 

POL Policy 

SPOC Single Point of Contact 

SQS  Standards for Quality Soccer 

4.2 Definitions 

Table 3 – Definitions 

Term Definition 

FIFA 
Fédération Internationale de Football Association (the international 

organization that controls the sport of football (soccer)). 

Guideline 
Guidelines is a set of rules or instructions that are provided by Big 

Country Soccer Association providing instructions on completing 

processes and/ or outlining the position of BCSA on specific topics. 
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Term Definition 

Registered Members 
This is the community that is registered with BCSA to register their 

players to compete in the Association with other registered teams.  

These communities will have their players registered with Alberta 

Soccer Association. 

Volunteer 
In relation to this Guideline, a volunteer is defined as: 

a) A person who voluntarily undertakes a role/ task in supporting 

the soccer program, and  

b) Agrees to adhere to the requirements published by BCSA and/ 

or the Registered Member and made available to the 

volunteers to contribute to their success in the task/ role. 

5 Responsibilities 

5.1 The following list of responsibilities are not all encompassing.  Additional responsibilities may be 

assigned out, as required, when there are tasks and/ or actions required to represent Big Country 

Soccer Association, its member associations, and the governing soccer associations that Big Country 

Soccer Association is required to adhere to. 

5.2 The BCSA Board oversees the official Association’s guidelines on volunteers and makes the minimum 

standards available to the Registered Members of BCSA.  In that, the following is part of BCSA’s role 

in supporting the volunteer body support the soccer programs: 

a) Identify the general volunteer positions that may be available to select from with the 

Registered Members, as available. 

b) Define the general roles and responsibilities of the general listing of volunteers. 

c) Define any technical training and/ or certification that is mandatory for the volunteers as well 

as what is available as an option to volunteers to take to better support their role in the 

soccer program. 

d) Provide any clinics and/ or training opportunities to the Registered Members for aid in 

supporting the volunteers. 

Note: 

v. The President, Vice-President, and Treasurer act as the SPOC of defining technical training 

requirements on those roles that require specific training in support of Canada Soccer Association 

(CSA) and/ or Alberta Soccer Association (ASA) requirements. 
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5.3 Registered Members are responsible for the following in relation to this guideline: 

a) Advertise for the necessary volunteer roles they require to support the soccer program in 

their community. 

b) Maintain a list of volunteers each season and the certification, dates, and CRC performed 

as part of the “Volunteer Screening Policy” (Ref: BCSA-POL-015). 

c) Ensure volunteers have completed the required training for the role, if applicable. 

d) Ensure volunteers have been provided access to and are orientated on the general BCSA 

requirements that are necessary to support the Standards for Quality Soccer and (SQS) 

and Safe Sport requirements. 

e) If the Registered Member have developed additional information in support of the roles 

available for their community soccer program, ensure the information is communicated the 

requirements monitored to ensure an understanding and adherence to the requirements. 

5.4 Volunteers are responsible for the following in relation to this guideline: 

a) Ensure that all information, BCSA and the Registered Member, are available, and complied 

with to ensure support to the Safe Sport requirements. 

b) Advise the Registered Member if there are any concerns and/ or risks that the Registered 

Member and/ or BCSA need to be aware of to strengthen the soccer program by eliminating 

and/ or reducing the risks. 

6 Club/ Association Support Roles 

6.1 The list of roles does not encompass all specific tasks that may be required of the role but instead 

present an overview of the role and their involvement with the community soccer programs.  The 

following roles may be available with the Registered Member depending on their set-up with their 

community soccer program: 

Age Group Coordinators 

6.2 General requirements of the Age Group Coordinators are as follows: 

a) Once players are assigned to a team, the team roster(s) for the age group are provided to 

the Age Group Coordinator. 

b) Age Group Coordinator is to build a communication list for each team provided that will be 

used for general communication and updates that affect the age group and/ or a team within 

the age group. 
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c) Relay information from the Registered Member to the age group as well as relay information 

from the age group back to the Registered Member (i.e. program updates, schedule updates 

on games, etc.). 

d) Need to be familiar with MS Excel/ spreadsheets, organized, and responsive to the age 

group especially once the season begins. 

e) Answer communications in a timely manner. 

6.3 No technical training is required for this role however it is recommended that the “Respect in Sport” 

training should be considered to ensure a unified understanding of the controls and requirements 

that are built into the BCSA soccer program. 

Volunteer Coordinator 

6.4 General requirements of the Volunteer Coordinators are as follows: 

a) Recruit volunteers to fit open roles that are available in the community soccer program. 

b) Advertise on social medial/ website platforms. 

c) Provides names of volunteers to the Registered Member that have come forward to provide 

support to the community soccer program. 

d) Create volunteer schedule and track volunteer efforts throughout the season. 

e) Need to be familiar with MS Excel/ spreadsheets, organized, and responsive to the 

Registered Member’s Board and/ or main representative on matters involving looking for 

volunteers. 

f) Reviews volunteer submissions and compares them to the role’s requirements to identify if 

further training/ certifications are required to comply with BCSA’s requirements for the role 

as noted in this Guideline as a minimum. 

g) Be available for planning meetings with the Registered Member to identify the volunteer 

resources that may be needed for an event in the community i.e. picture day, etc. 

6.5 No technical training is required for this role however it is recommended that the “Respect in Sport” 

training should be considered to ensure a unified understanding of the controls and requirements 

that are built into the BCSA soccer program. 

Equipment Coordinator 

6.6 General requirements of the Equipment Coordinators are as follows: 

a) Complete and maintain inventory count of all team equipment before each season and at 

the conclusion of that season. 
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b) Report to the Registered Member when there is a concern on the quality and/ or safety of 

the equipment that is used including but not limited to condition of goal posts and field 

conditions. 

c) Provide to the Registered Member a list of what equipment and/ or supplies are needed in 

the off-season in order to replace, as necessary, before the start of the next available 

season.  Once approved, order replacement equipment. 

d) Respond to equipment concerns raised by coaches, as necessary, during the season. 

e) Organizes pre-season field lining and in-season field lining maintenance. 

Note: 

vi. This will involve support from the Volunteer Coordinator position to look for volunteers to support 

the lining of the fields as well as passing our equipment and uniforms to each of the teams. 

6.7 No technical training is required for this role however it is recommended that the “Respect in Sport” 

training should be considered to ensure a unified understanding of the controls and requirements 

that are built into the BCSA soccer program. 

Note: 

vii. This position must be familiar with the field and equipment requirements as noted in “Field and Field 

Equipment Policy” (Ref: BCSA-POL-022) and the “Soccer Equipment Management Guidelines 

(BCSA-GUI-004) which identifies technical requirements for the fields, goals, and soccer balls that 

need to be adhered to for compliance with FIFA, and CSA requirements. 

Player Evaluations Coordinator 

6.8 General requirements of the Player Evaluations Coordinators are as follows: 

a) Help set-up the schedule for pre-season evaluations, based on player age groups and 

numbers of teams within the age group. 

b) Work with the Equipment Coordinator on obtaining the soccer equipment necessary to use 

during the player evaluation process. 

c) Work with the community to access facilities, if available, in order to conduct player 

evaluations. 

d) Work with assigned volunteers to set-up, organize, and manage the player evaluation 

process. 

e) Work with the evaluators at the time of the player evaluation process for indexing evaluation 

scores. 
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f) Need to be familiar with MS Excel/ spreadsheets, organized, and responsive to the 

Registered Member’s Board and/ or main representative on matters involving the player 

evaluation process. 

Note: 

viii. This will involve support from the Volunteer Coordinator position to look for volunteers to support 

the player evaluation process. 

ix. This position must be familiar with the BCSA Guideline “Player Evaluation Process- League Teams” 

(Ref: BCSA-GUI-012). 

6.9 No technical training is required for this role however it is recommended that the “Respect in Sport” 

training should be considered to ensure a unified understanding of the controls and requirements 

that are built into the BCSA soccer program. 

Match Official/ Referee Coordinator 

6.10 General requirements of the Match Official/ Referee Coordinators are as follows: 

a) Ensuring all Match Officials have signed off on the BCSA “Match Official Code of Conduct” 

(Ref: BCSA-POL-008) and have been provided with the BCSA “Match Official Guidelines” 

(Ref: BCSA-GUI-003). 

b) Maintain a list of Match Officials, their certifications, and the age levels they are able to 

officiate on behalf of the Registered Member. 

c) Manage the scheduling of Match Officials for those games where a Match Official is 

required. 

d) Oversee and track and request Match Official payments with the Registered Member on 

behalf of the Match Officials. 

e) Communicate with Match Officials on training available by BCSA and/ or ASA. 

f) Liaison between the Match Officials and the Registered Members on matters involving the 

Match Officials, including reporting on situations where the Registered Member and/ or 

BCSA may need to review for a Disciplinary Committee review. 

g) Need to be familiar with MS Excel/ spreadsheets, organized, and responsive to the 

Registered Member’s Board and/ or main representative on matters involving the Match 

Officials available to the Registered Members. 

6.11 No technical training is required for this role however it is recommended that the “Respect in Sport” 

training should be considered to ensure a unified understanding of the controls and requirements 

that are built into the BCSA soccer program. 
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Coach Coordinator 

6.12 General requirements of the Coach Coordinators are as follows: 

a) Ensuring all coaches have signed off on the BCSA “Coaching Code of Conduct” (Ref: 

BCSA-POL-009) and have been provided with the BCSA “Coaching Guidelines” (Ref: 

BCSA-GUI-006). 

b) Maintain a list of coaches and their training and certification levels achieved for youth 

soccer. 

c) Coordinator the CRC for coaches to ensure that the Registered Member has all CRCs up to 

date on all coaches that are selected to coach a youth soccer team on behalf of the 

Registered Member and BCSA. 

d) Communicate with coaches on training available by BCSA and/ or ASA. 

e) Liaison between the coaches and the Registered Members on matters involving coaching 

and team matters including reporting on situations where the Registered Member and/ or 

BCSA may need to review for a Disciplinary Committee review. 

f) Need to be familiar with MS Excel/ spreadsheets, organized, and responsive to the 

Registered Member’s Board and/ or main representative on matters involving the coaches 

available to the Registered Members. 

6.13 No technical training is required for this role however it is recommended that the “Respect in Sport” 

training should be considered to ensure a unified understanding of the controls and requirements 

that are built into the BCSA soccer program. 

7 Team Roles 

7.1 The list of roles does not encompass all specific tasks that may be required of the role but instead 

present an overview of the role and their involvement with the community soccer programs.  The 

following roles may be available with the Registered Member depending on their set-up with their 

community soccer program: 

Team Manager 

7.2 General requirements of the Team Manager are as follows: 

a) Ensuring all players have before the start of the soccer season a completed “Player Medical 

Information Form” (Ref: BCSA-FORM-002) on file in the event of a player medical 

emergency through the course of the season. 

b) Ensure parents have completed before the start of the season the “Participation Information 

Sheet” (Ref: BCSA-FORM-016) that provides the coach on overview on the player traits to 

help the coach ensure a positive experience for the player. 
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c) Ensure parents have received the “Parents Guideline” (Ref: BCSA-GUI-005). 

d) Organize team events, as necessary, and engage the parent group for volunteers and 

supports to help the team. 

e) Ensures parents are rotating throughout the season to help with tasks such as but not limited 

to: 

• Providing ice for games in the event there is an injury. 

• Helping set-up nets for home field games. 

• Help be a linesperson for those games where a linesperson is not assigned. 

f) Liaison between the coaches and the parents on matters involving the team i.e. schedules, 

game update information, etc. 

g) Assist on setting up the “Emergency Action Plan” (Ref: BCSA-FORM-023) for practices and 

games. 

Note: 

x. The Emergency Action Plan is required to be available to visiting teams in support of the BCSA 

“Emergency Action Plan Guidelines” (Ref: BCSA-GUI-010). 

h) Organize team fundraising discussions with the parent group, if required. 

i) Provide support to the “Rule-of-Two Policy” (Ref: BCSA-POL-014). 

7.3 Because this role will be interacting directly with youth players, the role will require the following as 

a mandatory minimum: 

• Respect in Sport for Activity Leaders Soccer Certification through the National Coaching 

Certification Program (NCCP) 

• Rule-of-Two Module- NCCP 

• CRC that is current for the soccer season 

7.4 Optional training that is recommended for this position include: 

• Emergency Action Plan- NCCP 

• Making Head Way in Soccer- NCCP (concussion orientation training) 

Assistant Coach 

7.5 The general requirements of the Assistant Coach are as follows as a minimum: 

a) Assist in the coordination and supervision of the soccer team.  

b) Promote an appreciation of physical fitness, teamwork, and sportsmanship.  
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c) Sign the “Coaches Code of Conduct” (Ref: BCSA-POL-009) at the start of each season and 

hand into the Registered Member. 

d) Assist in the design of a training program and game program following the BCSA “Coaching 

Age Curriculums” (Ref: BCSA-GUI-013 through to 017). 

Note: 

xi. As part of the BCSA SQS Certification, it is important that the coaches involved with BCSA and the 

Registered Member’s soccer program follow the Long-Term Player Development (LTPD) 

requirements as defined in the “Long-Term Player Development Policy” (Ref: BCSA-POL-023). 

e) Assist the Coach in setting up and demonstrating soccer drills and techniques during 

planned practices. 

f) Participate with the Coach in evaluating and supporting player improvement opportunities 

in the sport through evaluations. 

g) Participate, when requested, with the player evaluation process for those age groups that 

require pre-season evaluations as part of the forming teams. 

h) Be present and support the coach with home and away games.  This includes providing the 

Coach with options and ideas based on what the Assistant Coach sees during competitive 

games. 

i) Ensuring the “Rule-of-Two Policy” (Ref: BCSA-POL-014) are being adhered to for all soccer 

activities.  

j) Help maintain soccer equipment for the players to ensure the equipment remains in fit-for-

use condition and suitable for quality soccer activities.  

k) Attend required technical training to help ensure the Assistant Coach has the most up to 

date information on soccer and coaching. 

7.6 Because this role will be interacting directly with youth players, the role will require the following as 

a mandatory minimum: 

Grassroots/Competitive Streams 

Full Safe Sport Roster – Required Training 

1. Criminal Record Check with Vulnerable Sector Screen 

2. Stage-appropriate Canada Soccer Grassroots Coach Education – Theory Module (Active 

Start, Fundamentals, Learn to Train, Soccer for Life) 

3. Stage-appropriate Canada Soccer Grassroots Coach Education – Practical Module (Active 

Start, Fundamentals, Learn to Train, Soccer for Life) 
4. NCCP Make Ethical Decisions Module and/or Online Evaluation 

5. Respect in Sport Activity Leader Program 

6. NCCP Making Headway Module 

7. NCCP Emergency Action Planning Module 
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Grassroots/Competitive Streams 

8. NCCP Rule of Two Module 

9. NCCP Emergency Action Plan  
 

Grassroots – Community/Community Streams* 

Modified Safe Sport Roster – Required Training 

1. Criminal Record Check with Vulnerable Sector Screen 

2. Canada Soccer Grassroots Coach Education – Coaching Soccer in Canada Module 

3. Respect in Sport Activity Leader Program 

Highly Recommended Training: 

4. Stage-appropriate Canada Soccer Grassroots Coach Education – Theory Module (Active 

Start, Fundamentals, Learn to Train, Soccer for Life) 

5. Stage-appropriate Canada Soccer Grassroots Coach Education – Practical Module (Active 

Start, Fundamentals, Learn to Train, Soccer for Life) 

Recommended Training: 

6. Other requirements of the full Safe Sport Roster 

Taken From 2023 Canada Soccer Coach Education Minimum Standards 

 

Figure 1 – Grassroots Coaching Training Requirements 

 

Head Coach 

7.7 The general requirements of the Head Coach are as follows as a minimum: 

a) Is the lead for providing a safe soccer environment that meets the requirements of Canada 

Soccer Association, Alberta Soccer Association, BCSA, and the Registered Members. 

b) Review and acknowledge all relevant policies and guidelines of BCSA and the Registered 

Member in support of the SQS requirements. 

c) Promote an appreciation of physical fitness, teamwork, and sportsmanship.  

d) Sign the “Coaches Code of Conduct” (Ref: BCSA-POL-009) at the start of each season and 

hand into the Registered Member. 

e) Design of a training program and game program following the BCSA “Coaching Age 

Curriculums” (Ref: BCSA-GUI-013 through to 017).  Practice plans are to be developed for 

each season and ensure that it follows the curriculum as well as the 4-corner development 

model. 

Note: 

xii. As part of the BCSA SQS Certification, it is important that the coaches involved with BCSA and the 

Registered Member’s soccer program follow the Long-Term Player Development (LTPD) 

requirements as defined in the “Long-Term Player Development Policy” (Ref: BCSA-POL-023). 
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f) Ensure proper arrival and preparation time is met for practices and games as noted in the 

“Coaching Guideline” (Ref: BCSA-GUI-006). 

g) Ensuring proper conduct of team players and in support of the “Diversity, Equality, and 

Inclusion Policy” (Ref: BCSA-POL-010).  In addition, must enforce a zero tolerance to 

bullying, harassment, abuse, and discrimination in support of the “Zero Tolerance Policy” 

(Ref: BCSA-POL-002), the “Harassment Policy” (Ref: BCSA-POL-004). 

h) Participate in the evaluating and supporting player improvement opportunities in the sport 

through evaluations. 

i) Participate, when requested, with the player evaluation process for those age groups that 

require pre-season evaluations as part of the forming teams. 

j) Be present at home and away games.   

k) Ensuring the “Rule-of-Two Policy” (Ref: BCSA-POL-014) are being adhered to for all soccer 

activities.  

l) Attend required technical training to help ensure the Coach has the most up to date 

information on soccer and coaching. 

m) Ensure the “Emergency Action Plan” (Ref: BCSA-FORM-023) is complete and made 

available at all practice and home games. 

7.6 Because this role will be interacting directly with youth players, the role will require the following as 

a mandatory minimum: 

Grassroots/Competitive Streams 

Full Safe Sport Roster – Required Training 

1. Criminal Record Check with Vulnerable Sector Screen 

2. Stage-appropriate Canada Soccer Grassroots Coach Education – Theory Module (Active 

Start, Fundamentals, Learn to Train, Soccer for Life) 

3. Stage-appropriate Canada Soccer Grassroots Coach Education – Practical Module (Active 

Start, Fundamentals, Learn to Train, Soccer for Life) 

4. NCCP Make Ethical Decisions Module and/or Online Evaluation 

5. Respect in Sport Activity Leader Program 

6. NCCP Making Headway Module 

7. NCCP Emergency Action Planning Module 

8. NCCP Rule of Two Module 

9. NCCP Emergency Action Plan  
 

Grassroots – Community/Community Streams* 

Modified Safe Sport Roster – Required Training 

1. Criminal Record Check with Vulnerable Sector Screen 

2. Canada Soccer Grassroots Coach Education – Coaching Soccer in Canada Module 

3. Respect in Sport Activity Leader Program 
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Grassroots/Competitive Streams 

Highly Recommended Training: 

4. Stage-appropriate Canada Soccer Grassroots Coach Education – Theory Module (Active 

Start, Fundamentals, Learn to Train, Soccer for Life) 

5. Stage-appropriate Canada Soccer Grassroots Coach Education – Practical Module (Active 

Start, Fundamentals, Learn to Train, Soccer for Life) 
Recommended Training: 

6. Other requirements of the full Safe Sport Roster 

Taken From 2023 Canada Soccer Coach Education Minimum Standards 

 

Figure 1 – Grassroots Coaching Training Requirements 

 

7.7 In addition to the training requirements, the Coach is to complete the “Responsible Coaching 

Movement (RCM) Pledge. 

8 Additional Roles 

8.1 If additional roles are available but are not covered in this Guideline, the Registered Member is to 

ensure that there is a summary of the role that outlines the general tasks and responsibilities that 

the role is expected to perform to support the community soccer program. 

8.2 The Registered Member is to outline the minimum required training requirements, if necessary, in 

support of Safe Sport and the SQS requirements of BCSA. 

8.3 Any role that is being considered of a technical nature must be approved by BCSA before it 

is made available. 

9 Documentation  

9.1 The Registered Member is responsible for keeping documentation on its volunteers including all 

training and certification requirements.  

9.2 The documentation will be a requirement to present the BCSA SQS Coordinator for internal audit 

monitoring of the SQS requirements. 

 


