SHAW PARK BASEBALL ASSOCIATION
[image: image1.wmf]
“Where Champions Play”

LEAGUE COORDINATORS HANDBOOK
Spring 2003
TABLE OF CONTENTS
1. PLAYING RULES

2. BY LAWS
3.
PRE SEASON ISSUES
· Pre Registration (players)

· Open Registration (players)

· League Rosters (players)

· Manager & Coach Guiding Principles

· Manager Selection Process

· Coach (Assistant) Selection Process

· Coach Approval

· Coaches Meeting

· Manager Seniority

· League Formation

· League Selection Process

· Team Selection Process

· ATTACHMENTS

4.
SKILL TESTS
· Shetland

· Skill Test Volunteers

· Parent Communication

· Skill Test Day & Time

· Skill Test Sheets

· Skill Test Process

· Post Skill Test

· ATTACHMENTS
5.
DRAFT PROCESS
· Preparing the Draft/Power Rating

· Draft Night Procedures

· ATTACHMENTS

6.

SCHEDULES (Game & Practice)
· Game Schedule

· Rainouts

· Practices
· ATTACHMENTS
7.
PLAYERS EQUIPMENT  

· Equipment Pickup
· Equipment Return
8.
FIELD MAINTENANCE
· Lock Box & Keys

· Storage Sheds

· Game Timers

· Scoreboard Controls

· Field PA System

· Electricity

· Field Lights

· Field Lining / Striping

· Regular Field Maintenance

· Field Maintenance When it Rain

· Field Work Days

· ATTACHMENTS

9.
POST SEASON PLAY

· In-Park Tournament – All Leagues

· Traveling and In-Park All-Stars

· In-Park All-Star Tournament

· All-Star Selection Process

· ATTACHMENTS
10.
LARRY HUTSON INVITATIONAL TOURNAMENT

Formerly the Shaw Park Invitational Tournament

· Overview

· Duties

· ATTACHMENTS
11.
MANAGER HANDBOOK

12.
PARENT HANDBOOK

preface
For the first time League Coordinator

So you have decided to become a League Coordinator and like those before you , you may be questioning your decision and saying things to yourself like:  ” Why did I let them talk me into this?”.....  “I really don’t have time for this.”.....“I’ve been a coach but didn’t realize I would have to do all this.”...... “How can I ever follow in my predecessors footsteps?”

The Coordinators job is the most important and influential position on the Board.  As a League Coordinator you are directly in contact with players, parents and coaches.  Your success will be determined on how effectively you deal with each of these groups, not how often you are at the park

What ever your concerns, this manual has been designed to help do an effective job as the League Coordinator.  This easy to understand “HOW TO” manual is a concise review of all procedures, duties and responsibilities.  It truly is a compilation of all the trials and tribulations that your predecessors have experienced and is a guideline to help make your life as the League Coordinator a fun and rewarding experience.  

You will soon find out that your duties and responsibilities can easily take over your life if you let them.  The key is to make sure everything in your league is running smooth and efficiently so you can do the things you enjoy like coaching your own team, watching your own kid’s participate in sports, be with your spouse and family, you name it.  

By no means is this the only way to do things.  You have some leeway to run the league as you would like but these are proven methods and there are procedures and policy’s in place that must be observed to keep all leagues functioning in the same manner.  As coaches move up from a younger league,  the actual operational procedures should not change unless they do for all leagues.

If you firmly believe that their is a better way to do things, discuss it with the other coordinators and talk with the Vice President Bylaws/Player Agent who hold annual meeting to make changes to the Bylaws, Playing Rules and other Park Procedures.

Your contribution to all the players and parents at Shaw Park is greatly appreciated.  You will not fully appreciate your contribution until you leave this job for another position on the Board.  Thanks again for undertaking this critical position and for volunteering your time and effort.  If you need help all you have to do is ask another Board member, we are all in this together.   Good luck and enjoy your season.
League Coordinator Mission and Responsibilities
As the League Coordinator you are directly responsible for the operation of your league.  Your duties and responsibilities are detailed in the Shaw Park Bylaws and outlined below for your review.  Specifics are detailed in the appropriate sections of this manual.

1)  Select and monitor the Managers and Coaches for your league based on their seniority,  previous performance, interest and Board Approval.

2)  Conduct the annual Skill Test for players in each league which uses a draft.  As Shetland Coordinator you assign players to teams, no skill test is required.

3)  Preside over the Draft Process.  

4)  Distribute season and practice schedules to your Managers.  Reschedule all games when postponed or suspended due to inclement weather or other reasons. Post League Standings on a regular basis.

5)  Understand and distribute the Official PONY and SPB Playing Rules to all coaches.

6)  Inform Managers about skill objectives and coaching techniques.

7)  Be responsible for the maintenance of your Leagues field.   

8)  Communicate with the players, parents and managers in your league and report any incidents or problems to the Board.

9) Coordinate postseason activities.

10)  Maintain this manual and PASS it on to your successor.

PRE SEASON ISSUES

Prior to the start of each season (Spring and Fall), you have to prepare your league by selecting Managers and Coaches, and conducting coaches meetings. Player registration is handled for you by the league Secretary.  

PRE REGISTRATION (Players)
1)  Pre-registration is the responsibility of the league Secretary.  The league Secretary will prepare the newsletter/registration forms, present to the Board for approval and mail them on the date approved by the Board

2)  Pre-Registrations are sent ONLY to those players who participated during the last Spring and Fall Seasons.

3)  The Secretary determines the due date for Pre-Registration.

4)  The Secretary may develop a waiting list to close your league prior to registration.  You need to stay in contact with the Secretary.

4)  The process is the same in both the Spring and Fall

OPEN REGISTRATION (Players)

1)  Open registration will be held to allow those players not previously in the program an opportunity to sign up for league play  at Shaw Park.  In the Spring Cobb County holds a county wide registration day (you may be required to assist) 

2)  In the Fall, open registration is handled by the Secretary.

LEAGUE ROSTERS (Players)
1)  The Secretary/Registrar will create and provide you with a League Roster of players and post the roster for the general public.  Eligible players are ONLY those who return registration forms prior to the deadline. Returning players are always given the opportunity to return over new players and those who have left the park and wish to return.

2)  Coordinators are NOT to sign new players up.  ALL player registration must go through the Secretary/Registrar

3)  The league roster will list the following by alphabetical order:  The players name, date of birth, parents names and phone number and if the parent is willing to manage, coach or volunteer in some other manner.  An example a League Roster is shown at the end of this section.
4) SHETLAND:  Returning players are not an issue for the Shetland League as half of your players will leave for the PINTO League each Spring and Fall season.  You will need to work closely with the Secretary to get new players.  Parents should be told you have openings but that the opening is dependent upon them sending in a registration form.  You will not have a skill test or draft and but team formation is detailed in the DRAFT PROCESS section.
MANAGER & COACH SELECTION GUIDING PRINCIPLES

1)  Managers must be of the highest moral character.

2)  Managers must not use tobacco of any form, including chewing tobacco, while within the playing area, including the dugout.

3)  Managers will not use alcoholic beverages or narcotics of any kind before or during  attendance at the league fields or when associating with their team.

4)  Managers will refrain from the use of any profane or abusing language and shall instruct their teams (and associated spectators) that they may shout encouragement to members of their own team, but shall not engage in verbal or physical harassment of the opposing teams players, managers, or coaches.  THIS ALSO APPLIES TO POOR CONDUCT TOWARDS THE UMPIRES.

5)  Managers may appoint their own coaches, subject to the same guiding principles set forth above and coaches shall agree to be bound by them.

6)  The Board of Directors shall approve all managers and any coaches.

7)  Any manager or coach found to be in violation of the manager's/coach's responsibilities as interpreted by this Board is subject to dismissal.

MANAGER SELECTION PROCESS

1)  An effort to solicit applications shall be made through registration forms, and other means of contact, to enable all interested candidates to apply for positions as Manager of a team.

2)  The League Coordinator shall contact all interested parties, and shall then present a complete list of candidates to the Board.  The Board shall approve or not approve each candidate before a person is actually given a team.

3)  Managers with seniority and in good standing with the Board will have the opportunity to return as manager in subsequent seasons.

4)  If a coordinators slate of Manager candidates includes any person with a current written complaint on file with the association, that manager shall be invited to appear before the Board to answer all allegations made against him.  The manager shall be advised of all allegations before appearance at the Board.

COACH  (ASSISTANTS) SELECTION PROCESS

1)  The team managers, when duly approved, shall have the prerogative and responsibility to select their team coaches, unless the Board of Directors approves a motion to prohibit that coach from coaching.

COACH APPROVAL

All coaches must be approved by the Board of Directors (includes Managers and Coaches).  The intent is to have coaches that demonstrate a high degree of sportsmanship, encourage team play, build upon the self esteem of the players, and make the game of baseball fun for ALL players.  Just because an individual has played baseball at the high school, college, or professional level, does not mean they will automatically make a great coach.  While it is important to teach the players good fundamentals and techniques, it should be remembered that  youth baseball is ALWAYS a learning experience and coaches/mangers should be selected with that in mind.
COACHES MEETING
1)  A coaches meeting should be held as soon as possible after the coach approval has taken place.  In the Spring it’s easy to conduct this meeting after the Annual Shaw Park League Coaches meeting.  In the Fall you will have to arrange for your own meeting place.

2)  During that meeting you should discuss:   skill test procedure, draft process, pick leagues and teams, equipment pick up, schedules, playing rules, conduct & sportsmanship, and distribute a Managers Manual and list of coaches

3)  The list of coaches should be distributed to all of the coaches and to the Secretary of the league.  The list should contain addresses, phone/fax numbers and their spouses first name. A coaches list is included at the back of this section.  

MANAGER SENIORITY
1)  Seniority shall be the guiding principle for league selection.  

2)  Seniority shall be determined by most seasons managed by a manager.  Seasons managed is meant to mean the total number of seasons as Manager at Shaw Park and does NOT include the times that the person was an assistant.  It includes both Spring and Fall Seasons

LEAGUE FORMATION

1)  During the Spring Season at SHETLAND, PINTO, and MUSTANG there are two (2) leagues each comprised of nine (9) teams with twelve (12) players for a total of eighteen (18) teams per age group (216 players).  The BRONCO League is comprised of 16 teams (2 eight team leagues) and an 11 and a 12 year old travel team.

2)  At these four (4) leagues, the AMERICAN LEAGUE plays on Monday, Wednesday and Saturdays while the NATIONAL LEAGUE plays on Tuesday, Thursdays, and Saturdays.  Both leagues split the Friday night games.

Sundays are reserved for practice and Rain-Outs.

3)  At the PONY level the participation drops off and a single league of 8 to 10 teams is created sometimes with an interlocking schedule with other local parks.

4)  Fall league teams are decided based on the number of players registered.  The board may decide to have one (1) or two (2) leagues per age group.

LEAGUE SELECTION PROCESS

1) As Coordinators, you may choose the league (nights) in which you want to play if you will also be coaching.

2)  Managers with the most seniority shall be allowed to choose the league that they desire to play in..  In situations where Seniority (or lack of) creates a tie, those manager's shall draw  numbers for  the league in which they desire to play.

3) SHETLAND: Since you are asking for volunteers, you may wish to give a prospective coach whatever it takes to get them to commit to taking the responsibility for a team.  Second year returning Managers would have seniority over new Managers

TEAM SELECTION PROCESS
1) The Equipment Manager will present you with a list of Teams for which he has uniforms.

1)  As Coordinator, if you are coaching, you may select your Team first. 

2)  Managers should draw numbers for team selection.

ATTACHMENTS

Player Roster (example)

Coach Roster

Coach Information Sheet (example)

Board of Directors List

Volunteer Application

SKILL TEST
SHETLAND
Skill testing is not done at the Shetland Level.  Parents may request that their kids play on the same teams.  Your job is to accommodate their requests to the best of your ability and try to balance out the ages on each team.  The best scenario would be six 5 year olds and six 6 year olds per team.  Sometimes some of the better 6 year olds try to return as a team and you will just have to work with the coaches to try an make it as fair as possible.

SKILL TEST VOLUNTEERS
The Board will set the date for skill tests of all Leagues.  Prior to the skill test you should have volunteers lined up to help execute the skill test, these can be parents, capable children, and assistant coaches.  Managers will be scoring so assistants must be available to work the skill test if you are unable to get other assistance.  Have predetermined tasks ready to assign as your help arrives.  Utilize your help as follows;

1)  A pitching machine operator

2)  Some one to hit or throw grounders and fly balls to each player

3)  Someone to catch throw s to first base.

4) Someone to catch pitches and balls throw to the plate 

5)  A runner to bring the players their hat and glove when the reach second base.

6)  People to back up the infielders and shag the ball from the batting skill test.

IMPORTANT NOTE:   AS THE COORDINATOR YOU SHOULD BE IN CHARGE OF THE SKILL TEST AND BE AVAILABLE TO ANSWER PARENTS QUESTIONS, KEEP THE KIDS ORGANIZED AND MOVE THE PROCESS ALONG.  GET GOOD HELP AS DESCRIBED ABOVE.  IT WILL BE A LONG DAY IF YOU ARE NOT IN CHARGE. 

PARENT COMMUNICATION

You will be the one that everybody wants to speak with and extended discussions with parents will put you behind schedule.
An effective way to communicate with the parents of the players to set up a table and information board.  (Bring clear plastic bags or a clear tarp so it can be covered if the weather is bad.)

1) Publish a letter that the parents can pick up and read while their kids are waiting to be skilled.  Keep them in a box so the will not blow away. (a few examples are in the back of this sections)

2)  Post the roster that is provided to you by the secretary.  Tell the parents to check the roster before sending their kids into the dugout so they are sure that they passed through registration.  If they are not on the roster they should be instructed to go to the main concession stand and work it out with the Secretary.

3)  Post a copy of the newsletter that was sent with the registration form.

4)  Set up a comment box, hang a pencil/pen on a string and provide comment forms.  These comment forms will help parents to convey information such as what coach they do not want for their kid.  (Under the Bylaws, a parents  may request not to have a particular coach.  They are limited to only one)

5)  Examples of letters and comment forms are included in the back of this section.

SKILL TEST DAY/TIMES 
1)  Skill testing will proceed regardless of the weather.  If the weather is a factor, the Board will make the decision to postpone or reschedule.  

2)  Tell the coaches to arrive early to help set things up.  Give them a copy of the skill test sheets which should be given to you by the Secretary.  Remind them to bring chairs, blankets, etc.; anything they need to stay comfortable.

3)  If you can get the coaches there early you may want to skill their kids first so that they are available to help

3)  The normal start time for the skill test is Saturday at  9AM.  Players are assigned a time to show up based on the beginning letter of their last name as published in the newsletter.

4) Sundays are reserved for rain-outs and make-ups.  If you only have a few no shows, you can place them in the draft as outlined below.

5)  Your goal will be to skill a minimum of 30 to 40 kids or per hour

6)  The equipment manager will have a bag of equipment and a few dozen balls.  Arrange to pick them up early the morning of the skill test.  

SKILL TEST SHEETS

The Secretary will provide you with the skill test sheets which will contain the following information:

1)  Players Skill Test Number

2)  Players name (last name first)

3)  Date of Birth

4)  Columns for:  Batting, Throwing, Grounders, Fly Balls, Pitching, Total Score and Comments  (PINTO will not have/use the pitching column)
During each players turn at skilling,  the coaches should record the players skill level on the rating sheet.  A score of 1 to 10 should be used with 1 the lowest and 10 the highest.  At the end of the skill test day the coaches will total up their scores and transfer them on to the Skill Test Summary Sheet.  The maximum score a player can receive is a 50 (45 for Pinto as they do not pitch).  Examples of the Skill Test Sheets and samples of the Summary Sheets are included in the back of this section.

SKILL TEST PROCESS

1)  Skill test all players (up to 216) one at a time.

2)  Players are assigned a time to show up based on the beginning letter of their last name as published in the newsletter.  As the players show up, take groups by Letter of last name and sit them in the dugout.  All others should wait outside the dugout until you call another group.

3)  Have each player start out with batting (ensure each player has a helmet on).  Give each player 3 pitches from the machine.  On the 3rd pitch they run from home to first base continuing to second as though they hit a double.  If you want you can have them slide into 2nd base.

4)  Have the players glove and hat waiting for them at the shortstop position and retrieve the batting helmet from them  

5)  Throw (or hit) the player 3 ground balls ( one at him, one to his right and one to his left) and have him throw each to 1st base.  They only get 3 chances regardless.

6)  Throw the player 3 fly balls (one at him, one to his right and one to his left) and have him throw each to 1st base.  They only get 3 chances regardless.

7)  MUSTANG & ABOVE:  Have the player go to the mound and throw 3 pitches to a catcher from the windup position.

8)  The player is finished. 

9)  Make sure that the parents know that they should be contacted by their coach within 48 hours of the draft time which should be noted in your information letter.

POST SKILL TEST
As the coordinator, you will take the Summary Sheets and develop the DRAFT LIST and THE POWER RATING  for the coaches kids.  This process is described in the DRAFT PROCESS section of this manual.

1)  Before the coaches leave get them in a group and collect the Summary Sheets

2)  The coaches may keep their original Skill Test Sheets with their comments
3)  To ensure that the skill testing was fair the coordinator will CALL OUT each coaches and assistant coaches kid along with assorted other players and have the coaches CALL OUT their scores.  This allows each of them see what the other has said about the others kid and keep the POWER RATING fair.  If you see something out of line, you can question it and make adjustments.

ATTACHMENTS
Comment Sheet

Skill Test Sheet

Skill Test Summary Sheet

DRAFT PROCESS

PREPARING THE DRAFT RANKING/POWER RATING

Now that you have all the Summary Sheets (up to 18 in the Spring) you have to make a list of the kids from best to worst and establish twelve (12) DRAFT ROUNDS.  To make it easy (if you have more than 10 coaches) drop the high and low scores and average just 10 coaches.

1)   Review all the coaches Summary Sheets.

2)   Input all coaches summary sheets. 

3)   Drop the high and low scores to come up with 10 scores that can total a maximum of 500 points. 

4)  Sum the totals from the 10 coaches scores for each layer then sort the list in descending order.  

5)  Rounds will be established based on the number of players per team.  Each round will have the same number of kids that you have teams (e.g. If there are 18 teams and you have 216 kids, you will have 12 rounds of 18 kids.

6)  FROZEN PLAYERS:  All coaches kids are to be frozen in the round in which they are skilled.  The maximum number of frozen players is 2 per team.  You may have instances where a coach has 2 kids and an assistant.  Three frozen players would be allowed and almost guarantees that that coach will be last in draft order. 

7)  POWER RANKING (draft order):  Coaches kids are to be ranked so that a draft order can be determined. The power rating for each team is established by adding up the total skill points for the coach’s kids and listing then in ascending order.  Based on the results, the coach’s kids will be frozen in their appropriate round. On the Draft Sheet, frozen picks should be totaled and highlighted.  Those coaches with kids with high scores will pick last.  A coach with no assistants and the weakest player will get the NUMBER 1 PICK in the draft.  

8)  DRAFT RESULTS should be published as soon as possible (If test is complete Saturday then you should distribute the results by Sunday afternoon.)  This allows the coaches to review the results and conduct mock-drafts prior to DRAFT NIGHT.  

9)  An example of the Final Draft List, Power Rating/Draft Sheet  and a Cover Letter to all coaches is included at the back of this section

BY GIVING THIS INFORMATION TO THE COACHES AS EARLY AS POSSIBLE YOU HELP ENSURE THAT YOUR DRAFT NIGHT WILL GO SMOOTHLY.

DRAFT NIGHT
Draft night is normally held during the week following the skill test.  Usually Tuesday or Wednesday night at the Noonday Park Office.  You need to reserve the meeting room by contacting the VP Operations or by calling the Noonday Office directly @ 770-591-3160.  You also will need to have one board member present to conduct the draft.  

YOU NEED TO BE ORGANIZED SO THAT YOU CAN COMPLETE THE DRAFT IN NO MORE THAN 1 TO 1 1/2 HOURS

1)
  League Rosters will be distributed prior to the draft.

2)  Get to the meeting room early to organize all your materials.

3)  You have already handed out the Draft List and Power rating so your coaches should be adequately prepared.

4)  Draw the DRAFT RESULT/POWER RATING SHEET on the board  exactly as you distributed to your coaches and list the draft numbers of each player.

5) Once every one arrives, go over the procedures and begin the draft.

6)  Coaches may pick any player from any round.  They do not have to follow the Ranking Sheet order

7)  Coaches are to call out the players name, draft number and the round that he is skilled in.  Mark the Board accordingly, have somebody keep a master sheet and eliminate the number from the board.

8)  ALLOW  30 SECONDS for each pick, bring a stop watch.

9)  Coaches must take the frozen players in the round indicated on the Power Rating Sheet.

10)  As coaches select players, they are responsible for writing the player information on two roster sheets. (One for the League Coordinator and one for the coaches records)

11)  The teams choosing to pick 12 players will get an extra pick in the 7th round of the draft.  The extra pick will be recorded in the 12th round.  This ensures that a coach does not get 2 bottom round players.

12)  If there are brothers they always go together (in their appropriate rounds) unless the parents tell you other wise.

13)  After the draft coaches may want to make trades.  All trades must be reasonable and fair and must be approved by you.  Coaches should not be allowed to make a trade that will put their team at a severe disadvantage.  NO TRADES WILL BE ALLOWED AFTER YOU LEAVE THE DRAFT ROOM.
14)  Before you dismiss the group make sure all kids have been picked, review any important information with the coaches (playing rules, schedules, equipment pick-up etc.) AND INSTRUCT THEM TO CALL THEIR PLAYERS WITHIN 48 HOURS.
ATTACHMENTS
Draft Ranking (example)

Power Rating (example)

Draft Info Letter

Draft Form

Player Roster


PLAYERS EQUIPMENT 

EQUIPMENT PICKUP
1)  The Equipment manger will designate date and times for equipment pick up.  All you need to do is to inform your coaches of the date and time as they are responsible for

pickup

2)  Coaches must leave a $250.00 deposit on the equipment.  They should write a check and post date it to the return date.  Checks will not be cashed unless the equipment is not returned on the required date.

3)  Standard equipment is issued as follows:  1 Equipment Bag, 4 Batting Helmets, 1 Set of Catchers Gear including Glove, 1 bat for Shetland.  This gear must be returned in good condition.

4) They also will receive baseballs, line-up sheets, scorebooks and the Teams uniform.  None of this equipment need be returned.

EQUIPMENT RETURN
1)  The Equipment Manger will designate date and  times for equipment return.  All you need to do is to inform your coaches of the date and time as they are responsible for returning the equipment in good condition.

2)  If a coach  fails to return the equipment on the specified day in good condition the Equipment Manager will  cash and deposit the check into the Shaw Park Operating Fund.

FIELD MAINTENANCE
The Field and Grounds Director is NOT YOUR MOTHER!   He is the liaison between Shaw Park and Cobb County for major repair and improvements.  He will facilitate timely resolution of filed complaints from both the coaches and coordinators.  He maintains lockboxes/keys and lighting timers.  He provides adequate inventory of shed tools at the start of the season.  He will maintain the park public address system.  HE IS NOT RESPONSIBLE FOR THE CONDITION OF YOUR FIELD.                                

BASIC FIELD AND SHED MAINTENANCE IS THE RESPONSIBILITY OF EVERY COACH IN YOUR LEAGUE.  YOU’RE NOT THEIR MOTHER EITHER!

LOCKBOX AND KEYS
1)  Each field has it’s own locked shed.

2)  Keys are located in a combination lockbox usually located under the stairway.  The Field and Grounds Director has the combination and you should give it to all coaches.

3)  Please do not leave the key and lockbox cover in the door lock.  After opening the door, return the lockbox and key to it’s holder and spin the tumblers.  Prop the door open until all tools have been put away.

4)  Every year we lose these things and they cost $35.00 to replace.

5)  ALL FIELD SHEDS USE THE SAME LOCK AND KEY.  IF YOURS IS MISSING YOU CAN GO TO ANOTHER SHED TO GET A KEY TO GET IN BUT EACH  

LOCKBOX HAS A DIFFERENT COMBINATION.

STORAGE SHED
1)  Each shed is equipped with the tools you need to maintain the field. All tools have an equipment number and are inventoried.  The Filed and Grounds Director will provide you with an inventory of your shed prior to the start of each season. 

2)  All tools are paid for with moneys from the general fund.  For this reason, it is in all our best interests to take some care in preventing loss or damage.

3)  Keep the shed clean and organized, use the tool hangers.

4)  Report missing or broken items (including field lighting and scoreboards) to the Field and Grounds Director.

5)  Don’t let the shed become a lost and found.  Lost items should be taken to Lost & Found at the Concession Stand.

GAME TIMERS
1)  Every shed has one game timer.

2)  It is the responsibility of the coaches from the last game of the day to return it to the shed.

3)  These are occasionally left out and destroyed by rain or stolen.  Each one costs us about $10.00

SCOREBOARD CONTROLS
1)  Every shed has one scoreboard control.

2)  It is the responsibility of the coaches from the last game of the day to return it to the shed.  Remember that it is electronic equipment and must be protected from wetness/dampness for safety purposes.

FIELD PA SYSTEMS
1)  Every shed has a PA System stored in a water-resistant storage container.

2)  The PA system consists of an amplifier and microphone that plus into the field speaker system.  Standard tape and CD players will connect so you can have music.  All adapters and jacks are provided.

3) The PA system are usually only used for the In-Park and Charlie Brown Tournaments.  However, you may want to have a Saturday when you set it up.

ELECTRICITY
1)  Each shed  is lighted.

2)  The electric outlet is located on top under the scores desk.

3)  If there is no electricity contact the Field and Ground Director.

FIELD LIGHTS

1)   Each fields lights are controlled by a key switch near a transformer.

2)   Light keys are located in a lock box near/on the transformer.  The lockbox combination for all key lockboxes is L-G-T.

3)  If the lights don’t work or are broken, contact the Field and Grounds Director.

4)  The lights take a few minutes to heat up.  Have coaches turn them on about 30 minutes before they think they will be required

5)  ONCE THE LIGHTS ARE TURNED OFF, THEY WILL NOT COME BACK ON FOR AT LEAST 20 TO 30 MINUTES.  THE BULBS MUST COOL DOWN BEFORE THEY CAN RE-LIGHT.  TURNING THE KEY OFF AND ON WILL FURTHER DELAY THEM FROM COMING ON.  IF THEY GO OFF, TURN THEM OFF AND WAIT THE ALLOTTED TIME.

6)  The lights are on a timer and go off automatically around 11PM but make sure coaches from the last game turn them off.
FIELD LINING/STRIPING

1)   Base lines are to be handled by a crew before the start of each days games.

2)  Base lines can be redone as coaches see fit during the day.

3)  Chalk is supplied to sheds on a regular basis.
4)  If you have problems with the equipment, notify the Fields and Ground Director.  It probably only needs to be emptied, cleaned and adjusted.
REGULAR FIELD MAINTENANCE
COACHES ARE RESPONSIBLE FOR THE DAY TO DAY MAINTENANCE OF THE PLAYING FIELDS AFTER GAMES AND PRACTICE.  THEY SHOULD NOT LEAVE THE FIELD IN POOR SHAPE FOR THE NEXT TEAMS USE.  YOU SHOULD STAY AFTER THEM TO MAKE SURE THEY DO THE MAINTENANCE, DON’T DO IT FOR THEM.  THEY SHOULD REPORT ANY MAJOR PROBLEMS TO YOU SO THE FIELD AND GROUNDS DIRECTOR CAN GET INVOLVED.

The coaches should do the following on a regular basis to maintain the fields:

1)  The infield should be dragged and raked after the last event of the day.  If you pull the bases, cover the holes with plugs so the bases will fit back in properly.  You may be able to talk another board member into getting the golf cart and drag from the county shed if the filed is in real bad shape.

2)   The mound and plate areas should be filled with “mound mix” NOT brick dust and tamped as needed.

3)   Use the hose to water the mound and plate areas to keep the clay from chunking off and keep the dust down.

4)  Tarps and stakes are provided to cover home plate and mound if the weatherman says it may rain.

FIELD MAINTENANCE WHEN IT RAINS
WHEN THE RAIN STARTS

1)  Cover the mound and home plates with tarps, stake them down so they don’t blow off.

2)  Rake in low areas around bases to prevent water from puddling up.

3)  Get everybody off the field until it stops raining.

WHEN THE RAIN IS OVER

1)  Let the infield drain as much as possible

2)  Sweep or brush all standing puddles towards the fence, NOT into the outfield or on to the infield as it will create a lip that causes bad hops.

3)  If large puddles have formed, find the lowest point and use a shove to dig a hole 6 to 8 inches deep.  Use a sump pump or small bucket to remove the water as it will drain to the low spot.  Fill the hole back up with sand and brick dust
4)  Use a big rake (or get the golf cart and drag) and continually turn the saturated areas over to help them dry out faster..

5)  Apply sand and Diamond Dry (if available) to the areas that are still slippery and rake into the wet areas

6)  If the mound has not been covered let it drain as best as possible then sparingly put sand or Diamond Dry over the entire area and lightly rake it in.   DO NOT ADD BRICK DUST TO THE MOUND AREA. 
FIELD WORK DAYS
BEFORE THE BEGINNING OF THE SEASON AND BEFORE THE IN-PARK OR CHARLIE BROWN TOURNAMENT YOU MAY WANT TO HAVE A COACHES WORK DAY TO CLEAN UP THE FIELD.

Usual work day projects are as follows:

1)  Drag and rake the infield  -  Remove humps behind the bases and fill in in the low spots created from sliding.

2)  Remove stones from the fence line

3)  Clean out (sweep or rake) the dugout areas.

4)  Rebuild Mound areas (filed and practice areas)

5)  Replace light bulbs in the scoreboard

6)  Trim grass on the inside and outside of the fence line

7)  Replace or patch outfield bare spots with sod

8)  Hang, re-tie or fix backstop screens and dugout covers

9)  Clean out the shed and take inventory.

10)  The county cuts the grass but you may want to have somebody use a reel mover to cut the infield properly

ATTACHMENT
Sample Inventory Sheet

POST SEASON PLAY
IN-PARK TOURNAMENT - ALL LEAGUES
1)  The tournament is held immediately preceding the regular season and before the start of the Larry Hutson Tournament.

2)  The tournament should be a double elimination.  It may be modified ONLY WITH BOARD APPROVAL to a modified double elimination or a single elimination tournament based on the weather time frames involved with the start up of the Larry Hutson Tournament.  Attachments outline each type of tournament.

3)  You decide game dates and times for the tournament based on Board guidelines.

4)  Bracket seeding is determined based on the final season standings, the teams are slotted into brackets. (The 1st place team from one division plays the last place team from the other division.  The attachment outlines the bracket process)

5)  As coordinator, you should present the trophies to the 1ST and 2ND place teams.  If you are coaching, get a Board member to handle the presentation.

TRAVELING & IN-PARK ALL-STARS
1)  Preside over the meetings to select All-Star Teams

2)  Follow the SHAW PARK ALL-STAR SELECTION PROCESS as outlined in the Bylaws supplement.

3)  Arrange the meeting time and location.

4)  Arrange for Board member assistance. DON’T GO IT ALONE, GET AT LEAST 1 IF NOT 2 OTHER BOARD MEMBERS.

IN-PARK ALL-STAR TOURNAMENT
1)  You will run a tournament for  4 in-park All-Star Teams from your league

2)  The 4 teams will play a 2 game tournament.  National plays National, American plays American, Losers play Losers,  and Winners play Winners.

3)  Every attempt should be made to hold (and complete) this Tournament on a Saturday.  All leagues should try to hold it over the same weekend.

4)  The PA System should be used to make this a “special event” for all involved.

LARRY HUTSON INVITATIONAL TOURNAMENT
(formerly The Shaw Park Invitational Tournament)
At the conclusion of the spring season, Shaw Park holds an invitational tournament to raise money for the General Operating Fund.  Annually, the park raises about $20,000 from registration fees and concessions.  Historically, the Tournament is only held for PINTO and up but SHETLAND could be included with Board approval. 

The tournament is organized and run by the Shaw Park Tournament Director.   Invitations are extended to local teams from all leagues to prepare for post season tournament play. At each age group, there are usually 18 to 25 teams participating.  It is a pool play (round robin) single elimination tournament so every team is guaranteed at least three (3) games.  This tournament is held for 2 weeks beginning the last week in May.

The Tournament Director will provide you with the brackets and distribute baseballs. He is the only decision make with regards to rain-outs and game cancellations.  YOU MAY NOT CANCEL, POSTPONE OR RESCHEDULE A GAME WITHOUT HIS AUTHORITY. As coordinator, your PRIMARY 
DUTY is to make sure that your League (age groups) tournament runs smoothly.

DUTIES
1)  You are to attend the general meeting of all invited teams/coaches that is held

by the Park President and Tournament Director.

2)  After the general meeting, you gather the coaches and hold a league specific

meeting to:

3)  Provide coaches with information on how they can contact you and the Park.

4)  Develop for yourself, a “contact”  list of all coaches phone numbers.

5)  Review brackets  -  SPB teams should have chosen game times prior to this

 meeting.  All other teams will draw for the open brackets.

6)  Review specific rules, game times, duration etc., for your league play during the 

tournament.  Remember, there are teams from many other affiliations other than

PONY Baseball.  (ie Dizzy Dean, Little League, Dixie Youth etc.)

7)  Coordinate with the participating SPB team coaches for their parents to keep

the score book and collect money at the gate.  There are sign-up sheets for both

responsibilities.  Pinto & Bronco split the gate duty at the Library entrance and Mustang & Pony split the gate duty at the Bracket Rd. entrance.  Each league is responsible for their own scorekeepers.

8)  Make the PA System available for the scorekeepers and return it to the main equipment shed after the tournament.

9)  Arrange for volunteers to work and maintain the field between games and at the end of the day.  The county will drag it for you but filling holes etc. really needs to be done daily.

ATTACHMENTS
Playing Rule Summary

Score Keeper Duties

Sign-up Sheet Score Keeper 

Sign-up Sheet Gate Duty
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