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INTRODUCTION  
 

Thank you for choosing to give your time to Vermilion Minor Hockey Association tournament, an “added 

value” event we choose to put forward for our players.  Our players and guests will appreciate the 

tournament experience if they have competitive games in a fun and exciting atmosphere.  Whatever 

your role, please realize that each step and duty is important, and that the effort of every volunteer is 

valuable. 

The Tournament Planning and Procedures Manual were created for VMHA Tournament Coordinators, to 

simplify tournament planning and management of all tournaments. The information presented here is 

intended to guide volunteers; however, the individual requirements of each tournament will determine 

what additional or different procedures are needed.  

The objective of this manual is to facilitate a consistent and repeatable planning process for all VMHA 

tournaments. All stages of tournament planning and management are outlined, from early planning, 

through implementation, tournament wrap-up and review. 

The manual is a valuable guide for both new and returning volunteers. Without volunteers, there would 

be no tournaments. The goal is to provide our volunteers with the tools, support, and guidance they 

need to create a fantastic event that we can all take pride in. Tournaments that are well-planned and 

executed are fun for everyone – the players, coaches, parents and volunteers.   

This manual is a work in progress. Please continue to use and review it and submit any suggestions for 

additions or enhancements to the active VMHA. 
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HOME TOURNAMENT ENTRY FEES - 2024-2025 Season 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

AWAY TOURNAMENT FUND – 2024-2025 Season 
 

 

 

 

 

 

  

 

 

2024 - 2025 

Tournament Schedule 

Date Division  Tier Fee 
Nov. 16 U9F - $800 
Nov. 22-24 U13M 4 $1,400 
Nov 29-Dec 01 U15M 3 $1,700 
Dec. 06-08 U18M #1 1 $1,800 
Dec. 13-15 U18F B $1,800 
Jan. 03-05 U18M #2 3 $1,800 
Jan. 11 U7 - $600 
Jan. 18 U9 - $800 
Jan. 24-26 U11/U13F B $1,400 
Jan. 31 - Feb. 01 U11M #1 1 $1,300 
Feb. 07-09 U11M #2 3 $1,300 
Feb. 07-09 U11M #3 5 $1,300 

*All tiering is subject to NEAHL & ECAFHL  
check with team coordinator  

2024 - 2025 

Away Tournament Fund 

  Division    Per team 
  U18   $2,000 
  U15   $1,800 
  U13   $1,600 
  U11   $1,400 
  U9   $1,000 
  U7   $750 

*All tiering is subject to NEAHL & ECAFHL  
check with team coordinator  
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2024-25 Board

Executive Name Email

President Sean Tennant vmha.pres1@gmail.com 780-581-4953

Past President Blair Molsberry vmha.pastpresident@gmail.com 780-787-9487

VP Development Mitch Visser mvisser360@gmail.com 780-205-3347

VP Business Travis Woywitka woywitka10@gmail.com 780-853-0302

Treasurer Tori McMillan vmha.treasurer1@gmail.com 306-715-3389

Secretary Carmen Unland cm_wilson1@yahoo.ca 780-581-7711

Registrar Rob McCulley registrar.vmha@gmail.com 780-581-4288

Discipline Brad Wight bradwight@hotmail.com 780-853-7867

Voting

Director  U7 Melissa/Justin Guenthner baroverbar@gmail.com 780-853-0078

Director  U11 Chris Parchewsky onparhockey@outlook.com 780-853-0991

Director  U15 Joel  Boutillier Joelboutillier@gmail.com 780-871-2700

Director  U18 Brooke Fadden brooke.ahlgren@hotmail.com 780-581-4072

Director  U18F Kelsey Rose Kldodsworth10@gmail.com 306-821-3402

Director  U9 Jenna Betz gjbetz@hotmail.com 780-787-0543

Director  U11F Amanda Kotun amkotun@gmail.com 780-872-6910

Director  U13F Amy Eyben amyeyben@yahoo.ca 780-259-0016

Director  U13 Chase Zaharko zaharkoc@gmail.com 639-840-2993

Director  U9F Terri  Herzog terriherzog1@gmail.com 780-974-8732

Tournament Director/Team AccountsBailey Snelgrove bsnelgrove@hotmail.com 780-581-4282

Coach Liaison Braden Stolz bstolz5@hotmail.com 780-207-7125

Ice Scheduler Shannon Stetson-Tennant vmhaicescheduler@gmail.com 780-581-0949

Ref Coordinator Dawson Allen d4.allen@yahoo.ca 780-581-5193

Non-Voting-no meetings unless needed

Fundraiser Hillary Richer hilaryricher@gmail.com

Website Candice Young c_holowaychuk@hotmail.com 780-808-5080

Equipment Manager Dave Miller David.miller@lakelandcollege.ca 780-581-7148

VP Development-Asst Sarah Kastendieck sarahkastendieck@gmail.com 780-549-9112

Assistant Registrar Jessie Danderfer jessie.kent@hotmail.com 780-853-0811

Bond Coordinator Cheryl Westman cheryl.westman@yahoo.ca 780-581-3856

Clothing Coordinator Jenna Waltz jenna.williams79@gmail.com

Picture Day 1 Corrine Klutz cdklutz@gmail.com 780-787-0448

Picture Day 2 Lisa Mewis mewisdl@gmail.com 780-581-7457

Parade 1 Kim Meewus kim.meeuws@albertahealthservices.ca 1(639) 536-0772

Parade 2

Social Media

Gala Coordinator Ashton Stuparyk Celina Savic

Minor Hockey Week 1 Kim Zacharias kimzach@telus.net

Minor Hockey Week 2 Keilly Stetson keily.stetson@ahs.ca

NEAHL-

ECAFHL Trevor Hill trevhill1977@gmail.com 780-853-7765

AGLC Sharla Bauer sfarkash853@hotmail.com 780-581-4327

Good Deeds Committee Janae Higet

Jody Gamracy

 

CONTACT INFORMATION  
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TOURNAMENT DIRECTOR 
The Tournament Director is a member appointed by the VMHA Executive and is responsible for the 

overall coordination of all VMHA tournaments and related activities. The Tournament Director reports 

directly to the VMHA Treasurer. 

Responsibilities  

- Consult with divisional coordinator(s) 

- Ensure tournament coordinators submit a post-tournament financial statement. 

- Balance post-tournament financials to AGLC license(s) and cash received. 

- Deposit cash from tournament(s). 

- Balance post-tournament Income/Expenses to receipts 

- Calculate 50/50 earnings to be given to each team 

- Provide $1,000.00 Raffle table contract to tournament coordinator(s). 

- Provide tournament coordinator with cashbox and key(s). 

- Prepares and maintains a tournament planning manual (this document) 

- Provide an estimated budget 

- Provide tournament fees for each division.  

- Provide receipts for any donations made to tournaments. 

- Meet with AGLC Coordinator to go over post-tournament License requirements 

- Provide Treasurer with copy of deposit and income/expenses for each team 

- Track each tournament and report to VMHA board. 

TOURNAMENT COORDINATOR(S)  
The Tournament Coordinator(s) is responsible for the over planning and coordination of the 

designated tournament. The Tournament Coordinator(s) reports directly to the VMHA Tournament 

Director. Each team is responsible for assigning 2 volunteers to be tournament coordinator(s) when 

one (1) team is hosting. Where multiple teams are hosting – one (1) tournament coordinator from 

each team.  

Responsibilities  

- Monitor the Planning Timelines to ensure key milestones are being achieved. 

- Establish meeting times and places for planning sessions 

- Plan/shop for: 

o Raffle table items Locally (keep all receipts). 

o Player swag, MVP, heart & hustle, coach gifts, etc. 

o Tournament prizes (e.g. Trophies, medals or money – money will be given by cheque 

only) **NO MONEY IS TO BE TAKEN OR GIVEN FROM CASHBOX** 

- Plan and obtain licenses needed for tournament(s) (i.e. Lotto, liquor, 50/50, large & small 

items) from AGLC Coordinator.  

- Team families may be requested to donate no more than $25.00 or 1 bottle of liquor. 

- Work with Coaches, Managers and members to choose teams 

- Communicate with interested and registered teams as required 

- Maintains a record of registered teams 

- Prepares team rosters for the tournament program. 
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- Prepares team contact list for the tournament including cellphone numbers and emails. Keep 

that contact list with you at the tournament with all cell phone numbers in case of game or 

arena change.  

- Sends out game schedules to registered teams 

- Develop tournament game schedule once given ice times by VMHA 

- VMHA will provide you with the game times and arenas for your tournament. You may use a 

template from previous years’ tournament to get you started.  

- Friday night: when scheduling the teams for Friday night be mindful of the teams with the 

longest distance to travel and schedule them later in the evening. The exception is if a team 

from out of town is here the evening before (ie: arrives Thursday night for tournament that 

begins Friday). 

- Saturday Morning: Ideally, two travelling teams who would be staying in a hotel would have 

the first game Saturday morning since they are arguably the closest to the rink. Try to avoid 

scheduling a visiting team with a long commute for the first game. Also, do not schedule the 

teams who played the latest game on Friday night for the first game on Saturday morning. 

- When teams have two games in one day, try to give them a minimum of two hours of rest 

between the end of their first game and the start of their second game.  

- Since there is a small advantage (last ice change) in being the home team, vary this privilege 

between the VMHA team(s) and their guests. It is a small thing but attention to detail is 

important! 

- Send the game schedule and tournament rules to Referee in Chief (RIC) (Ref Coordinator) to 

ensure tournament rules are posted in the referee’s room during the tournament. Ensure you 

have the RIC’s phone number if you need to contact them during the tournament. 

- Schedule timeclock, boards, raffle table and 50/50 shifts. **All parents must help**  

- Assemble information to assist the volunteers to do their jobs efficiently during the 

tournament.  

- Coordinate tournament set-up, tear-down and on-site supervision during the tournament.  

- Manages all prize draws.  

- Conduct a post-tournament meeting with volunteers to tie up all loose ends. Discuss what 

worked, what did not work well and how tournament can be improved for the following year.  

- Provide Tournament Director with tournament financial statement, AGLC license(s) and 

money from tournament as quickly as possible.  

- Return cashbox and key(s) to Tournament Director.  
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GENERAL OVERVIEW – HOW TO HOST A Tournament 

Tournament Packages 
- Welcome/coaches’ packages for the teams should include: 

o Rules 

o Schedule  

o Copy of Coach/Player conduct 

o Tournament team standing sheet 

o Shoot Out rules (if your tournament is doing a Shoot Out) 

o Things to Do while in Vermilion and area 

o Map page 

o Collect any coupons being donated to be put in the coaches’ welcome package so they 

can distribute to their players. 

o MVP list for each team and Heart & Hustle Award list as well.  

▪ Coaches will name their own Hearth & Hustle and either the opposing Coach 

or Team’s head coach will name the MVP. 

o Email teams welcoming them to your tournament  

o Provide information (e.g. accommodation, where information can be found on VMHA 

website) 

o Inform the teams of your Program Draw and awesome raffle table. Also advise them if 

you are doing any special raffle prizes. 

o Make sure you have an extra set of jerseys for the tournament if you need to use 

them for conflict in jersey colour. 

o Interpret and enforce tournament rules.  

o Collect game sheets and update the score board after each game – upload all game 

sheets to Hockey Alberta with the required information.  

o Deliver coach packages to the proper arena for their first game of the tournament. 

o Have a contact for the teams be available by cell phone to assist throughout the 

tournament. (post contact name and number at i.e. Raffle Table)  

- Sample Ice Schedule and Scoreboard 

o Ice times will be provided by VMHA Ice Scheduler  

o Any changes to ice times should involve the manager of another team, and the Ice 

Scheduler.  
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Inviting Teams, of Similar Skill 

the selection process is an important part of hosting a tournament. When hosting, having 

competitive teams; makes for a more enjoyable experience overall, for everyone involved.  

When it comes to team selection, coaches will typically have a good idea how the compatibility 

may be, and teams can invite those teams accordingly.  

A ‘top’ team from the Division below, or the ‘bottom’ team from the division above, could also 

poetentially compete with teams in your tournament.  

Your Head Coach MUST be included when determining the teams that will be invited to your 

tournament. 

Some thoughts to consider: 

o How many of the players are 1st or 2nd year, in comparison to other teams in the 

tournament? 

o How many skaters & goalies are on the team? 

o Ask the team if they played in any other tournaments and how they ranked? 

o Have any of the teams played exhibition games outside their area and how did they 

do? 

Official team Rosters  
Teams must provide (have on hand), a copy of their Official Team Roster. 

Note: this is NOT the score sheet or sticker labels. The Official Team Roster comes from Hockey Canada, 

via Registrar. This is a sample, for reference: 
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Tournament Programs 

The collection of all the team rosters, team’s logos, ads and schedule are to include VMHA logos. A 

sample layout has been provided in the appendix and a word or canva version can be provided.  

If using an outside printer, it is recommended to confirm the timelines and a quote from the printing 

company, to ensure the printer can meet the deadlines and the pricing is reasonable.  

Games Sheets 

All game information must be recorded, and game sheets provided to the host team tournament 

coordinator or host team website coordinator for entering to Hockey Alberta within 24 hours. Any 

suspensions MUST also be reported.  

It is recommended to fill out each game sheet in advance and have them ready to go at your 

“information/welcome table” 

If you need games sheets for your tournament, contact the Tournament Director. 

A Sample Game Sheet has been added to the Appendix  

 

 

 

 

Best Wishes for a Successful Tournament! 
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 TOURNAMENT TEMPLATES 

Registration form 

Travel Permit form 

Sample Gamesheet 

Sample Program 

Tournament Rules 
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2024 - 2025 

Tournament Schedule 
Date Division  Tier Fee 

Nov. 16 U9F - $800 
Nov. 22-24 U13M 4 $1,400 
Nov 29-Dec 01 U15M 3 $1,700 
Dec. 06-08 U18M #1 1 $1,800 
Dec. 13-15 U18F B $1,800 
Jan. 03-05 U18M #2 3 $1,800 
Jan. 11 U7 - $600 
Jan. 18 U9 - $800 
Jan. 24-26 U11/U13F B $1,400 
Jan. 31 - Feb. 01 U11M #1 1 $1,300 
Feb. 07-09 U11M #2 3 $1,300 
Feb. 07-09 U11M #3 5 $1,300 

*All tiering is subject to NEAHL & ECAFHL  
check with team coordinator  

 

2024 - 2025 
Tournament Schedule 

Date Division  Tier Fee 

Nov. 16 U9F - $800 

Nov. 22-24 U13M 4 $1,400 

Nov 29-Dec 01 U15M 3 $1,700 

Dec. 06-08 U18M #1 1 $1,800 

Dec. 13-15 U18F B $1,800 

Jan. 03-05 U18M #2 3 $1,800 

Jan. 11 U7 - $600 

Jan. 18 U9 - $800 

Jan. 24-26 U11/U13F B $1,400 

Jan. 31 - Feb. 01 U11M #1 1 $1,300 

Feb. 07-09 U11M #2 3 $1,300 

Feb. 07-09 U11M #3 5 $1,300 

*All tiering is subject to NEAHL & ECAFHL  

check with team coordinator  

VERMILION MINOR HOCKEY ASSOICATION  

 

 Tournament Date: _________________  

 Tournament Division:   _________________ 

 

 Your team information: 

 Team name:  ______________________________________ 

 Association name:  ___________________________________ 

 Team contact Information: 

  Name: ______________________________________ 

  Phone: _____________________________ 

  Email: ______________________________________ 

 

 Travel permit obtained (if necessary)?  _____________________________________ 

 

 Please contact the appropriate Division Director for more information on this tournament.  

Please make all cheques payable to Vermilion Minor Hockey Association. 

e-Transfers to be sent to vmha.tournaments1@gmail.com with division & team name in the memo. 

Tournament Cancellation Policy 

A place may be held for a maximum of 2 weeks before receiving an entry fee.  25% of the entry fee is non-refundable.  If 

a team cancels out of a tournament after paying their fee,  their fee (minus the 25%) will be refunded only if their 

position in the tournament can be filled.  In special circumstances, teams may appeal to the Vermilion Minor Hockey 

Executive to have all or a portion of their fees returned. 
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Team Roster Information 

Division: _________________________________ Tier: ____________________ 

Team Name: _________________________________________________________________________________ 

Jersey Colors Home: _______________________________          Away:   ________________________________ 

Jersey Number Player Name Position 
Home Away Last First  

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

Coach: ___________________________________________ 

Assistant Coach: ________________________________________________ 

Assistant Coach: ________________________________________________ 

Assistant Coach: ________________________________________________ 

Manager:  ________________________________________________  

 Phone: __________________________________________  

 Email: ___________________________________________  

Tournament fee: ___________ E-transfer#: _____________________  Password: _________________ (Attach sreenshot) 
  



 
 

                      
                                                       

Travel Permit: 

If your team will be travelling from Vermilion and outside of League/Provincial play for Exhibition games 

a Travel Permit is required. Please complete or have the following information emailed to YOUR TEAM 

WEBSITE/SOCIAL MEDIA REPORTER no later than 7 days prior to game/tournament. (It may some take time to 

submit and get approved) 

VMHA Team:_____________________________________ 

Division:____________________________________ 

Contact Info (Name/email/Phone):______________________________________________________ 

Sanction Number of Game/Tournament(circle one):_______________________________________ 

Date of Tournament/Game(s):__________________________ 

Home Many Games will be Played:_____________________ 

Location of Tournament/Game:____________________________________ 

 

Game Sanction: 

All home games outside of League/Provincial play must be sanctioned. Please complete and email to 

YOUR TEAM WEBSITE/SOCIAL MEDIA REPORTER as soon as game is booked with the Visiting team. 

(Provide visiting team approval number so they can obtain a travel permit) - HCR – Hockey Canada Registration number. 

VMHA (Home) Team:____________________________ 

Division:__________________________ 

Contact Info (Name/email/Phone):______________________________________________________ 

Date Game(s):_________________ 

Location:__________________________________ 

Visiting Team name and their HCR team number:_____________________________________________ 

 

Visiting Team manager name and email:____________________________________________________ 

 

Any other information:__________________________________________________________________ 
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