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The Club would like to say Thank You
Firstly the club would like to thank you for your contribution to the club as a team manager or coach
which is the reason you are reading this document. The Club looks forward to a long lasting
relationship and working to support all managers and coaches in their time with the club.

Introduction to Curley Park Rangers FC
Curley Park Rangers Football Club has grown remarkably over the decades with many new managers
and coaches coming joining the club each season, most of whom have not before experienced
running a children's football team. Furthermore, as an FA Charter Standard Development Club, it is
important for us to have our operating methodology documented.

This handbook codifies "the way we do things around here" and is designed to provide a guide for
managers and coaches to help them in the day-to-day running of their teams. It applies equally to
both new and longer serving managers and coaches and will be updated as required because things
change frequently! If you have any questions contact the Club secretary.
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The Club operate strict adherence to it’s Equality policy. At this point in time the Club has no
facilities to support disability football but will point any enquiries to the Surrey FA.
The Club also supports the FA Respect policy and has code of conducts in place to ensure adherence.

It articulates the way our club is run and answers most frequently asked questions received by the
Club officials. It is not, however, designed to be a comprehensive guide to all eventualities, nor does
it cover the rules for the various competitions we enter. Managers and coaches are required to
familiarise themselves with these separately.
This handbook should be read in conjunction with the Club's Constitution and all relevant official
club documents as laid out in the table below. Further information on any of these documents can
be obtained from Club officials or the Club website.
Any feedback and suggestions for other topics which could be included (omissions, clarification, etc)
will be most welcome for inclusion in future editions and should be directed to the Club Secretary.
This document should be read in conjunction with the following documents;
Document Identifier
CPR-CON-001
CPR-ORG-001
CPR-ORG-006
CPR-ORG-007
CPR-POL-001
CPR-POL-002
CPR-POL-003
CPR-POL-004
CPR-POL-005
CPR-COC-001
CPR-COC-002
CPR-COC-003
CPR-INS-001
CPR – INS – 002 / 003
CPR-INS-005
CPR-INS-006

CPR-SOP-001
CPR-FRM-002

Document Title
Club Constitution
Club Hierachy Organagram
Age Group Coordinator – Role Specification
Team Manager or Coach – Role Specification
Equality Policy
Anti Bullying Policy
Child Protection Policy
Photography Policy
Data Protection Policy
Code of Conduct - Young Players
Code of Conduct - Parents, Carers & Spectators
Code of Conduct - Coach/managers, coaches & club officials
Public LiabilityInsurance
Personal Accident Insurance (Junior & Senior Club)
Risk Assessment Form
Accident Report Form
Complaints Procedure
Expense Claim Form

All can be found on the CPR website in the “club documents” section.
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What is the club’s philosophy
Curley Park Rangers mission is to be the focus of football for boys and girls from 5 years to 18 within
the local community.
We do so by providing a friendly & open atmosphere in which good sportsmanship combined with
competitive play is encouraged.
Everyone is welcome to play & watch football in the spirit of the game.
We strive to continuously improve our standards not only through adherence to the FA charter
standard kitemark but also by continuously improving the quality of our coaches and playing
facilities.

Where do I find a key contacts list for the club
The club hierarchy Organagram documents the full list of Club Officers & key contacts. It can be
found in the club documents section of the CPR website.
If you are unsure who to go to refer top the Club Secretary.

Am I expected to attend Club Meetings?
What is the Coaches Forum?
The Club Executive supports the Coaches Forum which was a successful initiative introduced in
2014. The purpose of this forum is to bring the Club managers and coaches together to leverage the
experience across the Club. It is a subcommittee of the Club, led by the Coach Development Officer
and also has a voice in the running of the Club. Through the forum the Club has the ambition to
raise the standard of coaching within the Club through by ‘coaching the coaches’. All managers and
coaches are encouraged to attend. Dates will be posted on the Club web site calendar.

Why do we have General Meetings?
As a charter standard club we are required to hold regular meetings. These are scheduled at the
beginning of the season & the dates noted on the website. All members are encouraged to attend in
order to help the club operate more efficiently.
Where it is necessary to make a decision by vote, each age group has one vote, however every
member is entitled & welcome to attend.
This is a way to stay in touch with events affecting the Club and an opportunity to influence the Club
direction and Strategy.
Last Revised: January 2021

Page 5

Curley Park Rangers Football Club

2021

What is an Annual General Meeting (AGM)?
Each June, the Club hold an Annual General Meeting to review the season recently completed and
also to elect the Club Officers for the following season. An AGM is open to all club members, not
just the Club Committee, and all of the attendees can vote. The seven Club Officers (Executive)
must be elected by the whole club in this way.

What is an Extraordinary General Meeting (EGM)?
The Club reserve the right to call an Extraordinary General Meeting as required e.g. where the Club
Constitution needs to be changed urgently because of FA requirements.

Will I receive the outcomes from the meetings if I cannot attend?
The Club Secretary sends out regular circulars via e-mail. Managers and coaches should familiarise
themselves with the content and where appropriate disseminate relevant information to their year
group.

Are there guidelines for Development Training & Matches?
The emphasis for the mini soccer club is enjoyment & development. The mini soccer club is
arranged into 5 age groups (U6, U7, U8, U9 and U10). and within each age group, activities are
geared to each player's individual development and ability. All mini soccer club players are streamed
according to their development requirements, which are constantly reviewed as they progress
through the season and the age groups.
The Club does not take players under the age of 5 years of age.
The FA has prescribed the format of matches at each of the age groups. From u6 to u11 the children
play in development matches. Although matches are competitive in practice, results & tables are not
published. For these age groups there are a couple of festival events during the season where
winners receive a trophy. For u6, u7 & u8 the matches are in a 5 v 5 format, u9 & u10 teams play in
7 v 7 format, u11 & u12 play 9 v 9 matches & from u13 matches are 11 v 11.
The emphasis for the under 6’s is fun but with learning as a central element. They will take part in a
60 minute learning and development session on a Saturday morning; they may also play in matches
after their 6th birthday (FA rules preclude children under 6 playing in matches)
The under 7’s and under 8’s will continue this enjoyment and development theme. The age group
will be split into squads of equal numbers. Some of the squads will play in regular matches
alternating weekly between 5 v 5 matches and training. Those children not considered ready for
regular matches will continue to concentrate on their development training. All training and playing
activity will continue to take place on a Saturday morning. Evening training during the week will take
place at a suitable time for the age groups.
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The under 9’s and under 10’s age groups will be split on ability into squads of about 10-12 children,
who will play 7 v 7 matches on a Saturday morning and train midweek. There will be some children
not ready for competitive football (plus new players) who will continue to concentrate on their
development on Saturday mornings. As their skills develop, these children will be moved into
squads for regular competitive matches.
The framework will continue for Under 11s upwards. At this age the Club expects all players to be
involved in playing regular matches at a level matched to their ability.
When playing matches, the emphasis must remain focused on enjoyment & development through
playing the game:






Training and development takes absolute priority over participation in matches.
Coaches and parents should provide only encouragement from the sidelines.
Only the coaches should provide tactical advice, preferably on a 1:1 basis.
All players taken to a match should have equal playing time at under 11 and this is
encouraged for all other age groups too
Coaches are encouraged to play all players in different positions (inc goalkeepers on
occasions) unless clear reasons prevent players from doing so.

Specific match guidelines will be found throughout this document e.g. duration, goal size, ball size
etc.

What do I need to know about becoming a Manager or Coach?
How are Managers and Coaches appointed?
All managers & coaches are volunteers, generally the parents of children in the team. Anybody can
become a manager or coach. Training will be provided but the key requirement is enthusiasm & a
desire to establish a safe environment for the children to enjoy themselves.
Anybody who is interested in becoming a manager or coach should talk to the team manager, the
age group coordinator or the club secretary.
At the under 6 & under 7 levels the children have not been split into teams & coaches support the
whole squad. At the under 8 level children are moving into development football & teams are
beginning to form, although the squad principle remains paramount. As the children get older
teams become more structured & the manager / coach will concentrate on one team (normally the
team in which their child plays).

What is my level of authority?
Managers and coaches should run their teams as they see fit, as long as this conforms to the values
of the club. The Club will not normally interfere and any approach by a parent to the club regarding
complaints of substitution, position etc will be referred back to the managers and coaches for
resolution.
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The Club does reserve the right to intervene, where it deems necessary, when a complaint is made
regarding alleged improper conduct by managers or coaches, or where the team is being run in such
a manner which could bring the Club into possible disrepute.
All such complaints should follow the Club Complaints Procedure which can be found on the Club
web site.

What are my time commitments?
The League Season runs from September 1st to May 31st , although some teams train outside of
these dates. you will be expected to;
 prepare your team ready for the start of the season
 prepare and manage training sessions during the season
 prepare for and run matches during the season
You may also decide to enter tournaments or tours outside of the playing season if you so wish.

Do I need Qualifications to become a manager or coach?
It is not mandatory that all managers and coaches are officially qualified as helpers are required too.
Everybody who helps with a team on a regular basis must be DBS (Disclosure Barring Service)
verified. This is done through the Child Welfare Officer.
Every Club team must have an FA Level 1 certified coach to maintain the Club’s compliance with the
FA Charter Standard status. FA Level 1 also includes Safeguarding Children and Emergency Aid
certification.
Managers & coaches who do not attend the FA level 1 certified coaches course are required to
complete the FA Playmakers course. These are free online courses.
The club also encourages everybody to become emergency aiders and the Club run these courses
free of charge. The FA also have online first aid courses that are available to all.
The FA has produced a coaching pathway showing how you can start and progress your coaching
journey. Please ask the Club Secretary if you require any guidance. Go to the FA web site
https://www.surreyfa.com/coaches/development-and-courses.
The Club will reimburse coaches that take and pass their Level 1 certificate over a period of 3 years
as a reduction against their child’s subscription. A copy of your course receipt should be provided to
the club treasurer on completion of the course
Any further qualifications are the responsibility of the managers and coaches. Where the club, rather
than just the team, gets benefit then a case can be made to the Club Executive for reimbursement.
Examples are the FA Youth Modules.
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How should I communicate with the players?
Players are all different and within your team or squad you will have all the different learning styles.
You will learn which of your players adopts each style and you should build each style into your
planning. Never criticise a player for having a certain learning style.

You need to put yourself in the position of the players and ask whether you would understand what
you are saying to them. Encourage feedback from your helpers, parents and carers to keep you
honest. Try to avoid using ‘cliches’ and speak in simple language. Don’t overload the players with
instructions but build your communication with them through the practice or match.

How do I plan coaching sessions?
The Club has an expectation that managers and coaches will be familiar with the FA Four Corners
model for developing players. At the heart of the model is the player/child and all managers and
coaches should develop or use practice sessions that include the relevant components in each of the
four corners. Just focusing on the technical aspects of the game will not fulfil all the developmental
the needs of the players. Coaches should also ensure that they build successes (e.g. scoring goals)
into their practices.
Last Revised: January 2021
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Can I Affiliate to external Organisations?
The Club encourages managers and coaches that wish to pursue qualifications in coaching to join the
FA Licensed Coaches Club once qualified. This opens up opportunities to widen the learning net and
attend regional conferences and other sessions either physically or by taking online courses. It is
free to join but in order to maintain the license you there is a requirement to complete continuous
professional development each year, currently



Level 1 – 3 hours
Level 2 – 5 hours

Am I insured?
Each year the Club purchase Public Liability Insurance & Personal Accident Insurance that covers
players, managers and coaches. The documents are available on the Club web site. Any claims on the
insurance must be through the Club Secretary.
Managers and coaches can obtain additional personal liability insurance for themselves. This is
available through the FA Licensed Coaches Club for members.
Last Revised: January 2021
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What is my relationship to Parents and Carers?
Managers, coaches and helpers are all ambassadors of the Club management and are expected to
take the Club stance when any problem occurs. If the problem cannot be resolved at team or age
group level, or there are wider club implications, the manager or coach should discuss the matter
with the Club Secretary or another member of the Executive where,
a solution will be sought for the manager or coach to take back to the parents
OR
an alternate action will be agreed and acted upon.
Managers and coaches are reminded that they are not representatives of their players' parents.

How should I communicate with Parents and Carers?
Care should always be taken when sending out notices to parents and carers. Contents of any
communication must comply with the code, policy and rules of the Club. Individual managers and
coaches must not decide Club policy unilaterally and under no circumstances must managers or
coaches issue statements to parents which contravene this. Any missive which impacts on Club
policy must be cleared through the Club Executive beforehand. If in doubt, please refer to the
Executive.

How should I handle complaints or grievances?
It is hoped that our managers and coaches will not find themselves in this situation. In a complaint
or grievance is brought to your attention the complainant should be referred to the club Complaints
Procedure which can be found in the Club Documents section of the CPR web site.

What out of pocket expenses can I claim?
Out of pocket expenses (e.g. referees fees) should be claimed from the Club Treasurer but will only
be paid upon receipt of a Club Expenses form which is available from the Club web site. If managers
or coaches are unsure what qualifies as an out of pocket expense please contact the Club Treasurer.
Before purchasing equipment for their teams managers and coaches should first contact the Club
Quartermaster as equipment may be available from stock.
Substantial expenditure should be approved by the Executive committee. The club does not refund
expenses for telephone calls or stamps except for the Club Secretary whose expenses will be higher
in support of helping run the club.
Last Revised: January 2021
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What if I see innovative ideas that I could use?
The Club encourages managers and coaches to always be on the lookout for new techniques and
ideas to keep fresh. If this requires purchase of equipment then managers and coaches should
consult with the Club Treasurer before proceeding with the purchase and claiming out of pocket
expenses.

Am I expected to participate in League Surveys and Votes?
From time to time managers and coaches may be asked to participate, or requested to enlist
parents' participation, in any league vote or survey. Care should be taken to ensure that any
proposal does not impact on Club policy or be contrary to the Club's existing arrangements. Cases of
doubt should be referred to the Executive prior to taking part.

Will I be expected to have direct relationship with the FA or County FA?
Contact in the Club's name with FA, County FA or Leagues must only be carried out with the
approval of, and where necessary by, the Club Secretary or another member of the Executive.
Managers and coaches should not contact such offices direct.

What if I want to resign my post as a manager or coach?

If a manager or coach wishes to give up their position it is required that notice is given in advance in
order that contingency plans can be put in place and succession arranged. The Club prefers that
these transitions take place out of season.
The manager or coach should pass any equipment onto their successor or return it to the Club
Quartermaster.
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How should I handle match days?
Pre Match day preparation




Contact your opposition and referee by no later than the Tuesday before match day and ensure
they respond with acceptance of the fixture. Include date, kick off time, location, any specific
access information, what facilities are available e.g. toilets, food and drink and also our team
colours
Ensure your players are requested to bring any medication e.g. inhalers and also ensure they
are requested to bring enough drink to prevent dehydration

On Match day












Ensure that you have a fully equiped first aid kit.
Everyone should arrive in good time to set up and encourage parents or carers to assist e.g.
goals, nets, corner flags
Provide the referee with 2 correctly sized footballs.
Pay the referee before the match unless the referee explicitly asks to wait until the match is
completed
Exchange player ID cards before kick off and ensure you get them back once the match is
completed. Also ensure you exchange the Match Result Card with your opposition
Check that your players are without injury and are fit to participate in the match
Check that your players equipment is not dangerous & that they are not wearing jewelry.
Manage substitutions in accordance with club guidelines on player development
If players are taken to matches then they should play - at the younger age groups everybody
should get equal playing time. As the children get older, provided parents are given clear
communications, this can be varied (but any player taken to a match must get a reasonable
playing time.
Ensure all match result reporting procedures are completed – details are available on the
appropriate league websites. If in doubt check with the club secretary.

Match Day Respect Requirements




Ensure that respect barriers are used on both sides of the pitch and that managers, coaches,
substitutes, parents and spectators remain behind the barriers so as not to interfere with the
field of play
Greet the opposition & referee & ensure they are aware of all the facilities.
Ensure players form respect lines after the match to thank the opposition

Postponements



The preferred way of postponing a match is for a Club official to conduct a pitch inspection the
day before a match, deem its suitability for play and update the club web site
In the event that the condition of a pitch changes overnight then warning should be given to
the opposition especially if they have to travel significant time to the match
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Even if managers think the pitch is playable the final decision always rests with the pitch
allocation officer or the match referee and their decision is final
Notify your age group divisional secretary or contact as soon as you know that your match is
postponed to avoid any forfeit of the match or a fine for late notice.
If a match is postponed, the opposition must be given the opportunity to play the match on
their ground.
Games can only be postponed if children are unavailable due to school or representative
matches. See the league websites for procedures for postponing matches.

How do I ensure that the playing environment is safe?
Managers and coaches should always comply with the ‘Safeguarding Children’ policy and ensure that
all training and match venues are safe for the practice and the match. The Club will conduct a Risk
Assessment for each location used at the beginning of each season. It will be necessary to present a
risk assessment in the event of an insurance claim.
At this time it is not mandatory for managers and coaches to complete a Risk Assessment for each
training session or match but the Club consider it good practice to do so. The Risk Assessment form
is available from the Club web site.

What should I do if any of my players are shown a card by a referee?
In the event that a player on your team is shown a yellow or red card by a referee then the club will
receive an administration fee / fine. These will be passed onto the parent of the player that incurred
it as under 18s cannot be fined directly.
If you do find yourself in the position of having a player sent off it is essential that you inform the
club secretary. All sendings off carry an automatic immediate suspension dependent upon the
offence & it is the club’s responsibility to enforce this suspension.

Players should be reminded that they signed the Club Player Code of Conduct and are expected to
remain compliant at all times.

What should I do if anyone gets injured?
It is important to understand that incidents or injuries do not just happen to the players. Parents,
grandparents and spectators are also subject to risk of an incident or injury whilst watching their
children and grandchildren play football.
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Managers and coaches need to ensure that there is an emergency aider present at all times during
practice and matches as they may be required to administer treatment or advice. Each emergency
aid kit carries an emergency aid log book. Managers and coaches should record,





ALL minor incidents or injuries (e.g. cuts, swellings) or advice given in the log book and get the
recipient to countersign and date the entry
ALL major incidents or injuries (e.g. broken bones or fractures, deep cuts) must be logged on an
Accident Report Form. A copy will be in each emergency aid kit and is also available from the
Club web site. A copy of the form must be given to the Club Secretary for inclusion in the main
emergency aid log at Connaught Pavilion to remain compliant with our insurance policy.
As Connaught Pavilion is the home of the Club and experiences a higher rate of people on a
Saturday morning the Club have purchased and installed a defibrillator on the wall in the main
hall area. All managers and coaches completing the emergency aid training will be trained on
how to use a defibrillator as part of the training. It is an easy to use machine that talks the user
through the process whilst it is in use but it is important to remember to always call the
emergency services first.



What do I need to know about Team Membership?
Every child must be registered with the club & with the league that the team plays in. Without a
signed registration form, the child is not insured & if they play in matches the Club will be fined &
any result forfeited.
Note that children who have played abroad in the previous season must obtain international
clearance through the FA. Details are available from the Club Secretary.
It is Club policy that players should play in their own age groups. In the event that a manager or
coach receives a request for a player to play in the above age group they should first discuss this
with the Club Secretary before any agreement is made with the player and parent or carer.
The age groups that children are eligible to play in are set out in the table below, along with the
permitted football formats for each of those age groups. Children shall not play, and shall not be
permitted or encouraged to play, in a match between sides of more than the stated number of
players, according to their age group:
It is also the Club's policy that players should be given the opportunity to play at the level within
their age group which reflects their abilities, and all managers and coaches have a duty to identify
Last Revised: January 2021
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players suitable for advancement from their own team. Wherever possible the club will be
represented at the highest level with the league.

What are the Playing Levels and formats for each age group?
Age on 31 August of the
relevant playing season
6
7
8
9
10
11
12
13
14
15
16

Eligible Age Groups

Maximum Permitted Format

Under 7
Under 8
Under 8
Under 9
Under 9
Under 10
Under 10
Under 11
Under 11
Under 12
Under 12
Under 13
Under 13
Under 14
Under 14
Under 15
Under 15
Under 16
Under 16
Under 17
Under 17
Under 18
Open Age

5v5
5v5
7v7
7v7
7v7
9v9
9v9
9v9
11v11
11v11
11v11
11v11
11v11
11v11

Will players be able to move between teams in the same age group?
Movement of players between teams is inevitable as they develop at different rates. The most
important outcome is that players play at the right level for their capability.
In the event where a move between teams would be beneficial for a player





The player and their parents or carers must agree to the move but the Club reserves the
right to intervene on footballing grounds (e.g. attitude, disciplinary record, still not of the
required standard etc)
Agreement must be reached between their current manager and the proposed manager.
The agreements between the various parties must be confirmed. It is not acceptable to
assume no response to an email / phone call as agreement.
If the player and/or parent or carer is unwilling to move as requested then it is accepted that
the situation may dictate that the player leaves the Club.
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Such moves will ideally be made in the closed season and not during the season, unless there is a
retention risk for the team, age group and the Club. Any mid-season transfers between Club teams
will be subject to the rules of the appropriate league and must be adhered to.
Any movements of players between teams during the season must be notified to the club secretary
As children develop at different rates it is highly likely, especially in younger age groups, that at the
end of the season there will be several children in teams who should be playing at a higher or lower
level. At the end of every season all managers and coaches are expected to review their squads
and, where applicable, hold discussions within their age group to determine any players that should
move or would benefit from a move. Any proposed moves are subject to the guidelines above but it
is not acceptable for managers to refuse to take part in this process & where necessary actions will
be taken under the club disciplinary process.
It may be necessary to host trials to allow the managers in the age group to see players they may not
have seen during the season, and the club can also help with this process. For further support the
managers should contact the Club secretary.

How should I handle new players that want to join the Club?
Any new players approaching any Club committee member will be referred to the Age Group
Coordinator, if one exists for the age group, or sent directly to the team manager. If managers or
coaches receive direct contact from a prospective player’s parent or carer then they should not
make any decisions on their own but should refer them to the appropriate age group coordinator.
Players will undergo an assessment to ensure they are allocated to a team that matches their
capability level.
If the new player is joining from another club for whom they have registered during the season, a
transfer form will be necessary. The cub secretary should be notified to progress this form.

How do I advertise for new players
The club has an excellent record of retaining players & every effort should be taken to ensure
children who want to remain with the club are retained. There are however occasions where teams
need to advertise for new players.
Following are some of websites
Club Website:
club secretary
Surrey FA:
Hants FA:

http://cprfc.org.uk/

adverts must be placed through communications officer or

http://www.surreyfa.com/leagues-and-clubs/players-and-people/find-players
http://www.hampshirefa.com/leagues-and-clubs/players-and-people/find-players

Surrey Primary League teams:
https://surreyprimaryleague.com/players/
Surrey Youth League teams:
http://www.wsyl.org.uk/player-and-festival-adverts/player-adverts/
You can also advertise through social media.
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Does the Club have a preferred League that my team will enter?
The Club preference is to register teams in the North East Hants League. To ensure that leagues
exist to match the capability of the team or other circumstances (e.g. preferred playing day) then the
team manager or coach should discuss with the Club Secretary to find an approved alternative
league. The Club have no issue with multiple club teams of the same age group playing in the same
division of a league if it matches the teams capability.

How does the Club accept payment of Club fees?
The Club has a general "no pay, no play" policy and the Club Secretary reserves the right to refuse to
register players with the league where Club fees are not forthcoming. Cases of hardship should be
taken up directly with the Club Treasurer by the manager or coach and arrangements can be made.
No player is ever turned away due to inability to pay. Disinclination to pay is a different matter.
All payments should be made by debit or credit card through the club registration system. The
system will automatically identify the amount payable from the date of birth. Cases of hardship will
be given a discount code to obtain the correct rate.

What equipment will I need?
Every manager or coach should be furnished with the following items making up the standard team
equipment that should be used. Equipment will be issued by the Club Quartermaster from the
Clubhouse.

What Mandatory equipment should I have?

Kit Bag
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Training Footballs

Match Football

Football Pump

Training Bibs

Captains Arm Band

Player of the match trophy

Do I need any other equipment?



Corner Flags & respect ropes (for use on council pitches)
Pennants (see County Cup/Pennants)

Equipment should be replaced when ;




Bibs are too small. Return the unrequired bibs to the Club Quartermaster as these can be
reused within the younger age groups if in good condition.
Balls are damaged. They will be replaced if they are considered unsafe for players to use.
It falls into disrepair then the manager or coach should contact the Club Quartermaster to
arrange replacement.

Please be aware that emergency aid kits are subject to inspection by a league official if there is one
present at your match – any usage should be replaced as soon as possible through the first aid
officer.

What size ball will my players play with?
Ball Size
Size 3
Size 4
Size 5

Age Group
Under 6 / Under 7 / Under 8 / Under 9 / Under 10
Under 11 / Under 12 / Under 13 / Under 14
Under 15 / Under 16 / Under 17 / Under 18

What electronic or online feeds should I make use of?
What are the important websites that I should know about?
There are several websites used to manage teams, fixtures, results and league tables. Most notably;
 Club website – this should be used to manage your team.
 FA Whole Game System – used for registering players & producing squad lists
https://wholegame.thefa.com/Account/Login
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 FA Full Time (www.full-time.thefa.com) – for all results & tables for North East Hants Youth
League & Surrey Primary League
 East Berks “GotFootball” - for all fixtures, results & tables for East Berks FA teams
 Surrey County FA & Hants County FA - contains details of all FA training courses

What do I need to know about Club email addresses?
Club email addresses are in use to protect the use of personal email addresses. Addresses take the
notation,



U8@cprfc.org.uk (where the age group changes for each age group, replace 8 with your age
group)
U8.jaguars@cprfc.org.uk (where the team name changes for each team, replace jaguars with
your team name)

Please ensure that you check your junk or spam filters/folders regularly as often addresses that take
this formation may be recognized as SPAM/Junk. Depending on the functionality in your email client
you can configure these addresses on your ‘white list’ to ensure they do not get trapped by your
SPAM/Junk filter.
If you have any issues with the Club email addresses then please contact the Website Manager.

Can I make use of Social Media?
The usage guidelines and policies of the social media provider must be followed at all times. The
club endorses the use of their official Facebook and Twitter feeds.

Search @curleyparkfc on Twitter

Search /curleyparkfc on Facebook

Please note that care should be taken when posting on social media and managers and coaches
must be reminded, as well as parents and carers, that all comments are personal and the liability for
comments posted rests with the individual and not the club. Positive general comments are
encouraged by the Club. - see “guidance for writing match reports” document on the website
Misuse of social media may result in the Club Executive enforcing the right to remove managers or
coaches from their position.
If you are unsure or need any help regarding social media then please speak to the Communications
Officer or Club Secretary.
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What do I need to know about pitches & pitch locations used?
Can I book a pitch for non-Club teams (non-CPR)?
Under no circumstances should any manager or coach agree to hold matches for any club other than
their own without the approval of an Executive member (e.g. cup semi finals between 2 teams other
than CPR)

How are pitch allocations made?
Pitch allocations are made by the Pitch Allocation Officer as required according to the league
fixtures. Official club pitch locations will be used in preference to alternate locations but the Pitch
Allocation Officer reserves the right to use alternate locations to meet the demand (e.g. Council
pitches within Surrey Heath Borough).
Friendly matches can be accommodated where pitches exist but the order of preference below sets
out the priorities.
It is unacceptable for a manager or coach to challenge the Pitch Allocation Officer if they do not get
their preferred pitch.

Are there priorities for pitch allocations?
The order of preference, in the event of a clash, is older teams first but subject to the following
priorities ,





County Cup (Surrey will take precedent over Hampshire as Surrey is our home affiliated
county)
League Cup / Trophy events for development teams
League / Development
Friendly

(Note — a younger team will take priority over an older team if their match has priority according to
the above list)
These are County FA and League priority requirements and we will receive little sympathy if a match
is not played as a result of ignoring this grading.
Advanced planning and communication should obviate any clashes.

Can I arrange friendly matches ?
Managers can arrange matches against other teams that do not form part of the scheduled league
season. These are termed friendly matches. These matches must be registered with the league’s
divisional secretary & must be in the prescribed format for the age group.
As a Charter Standard Club we must be seen to be scrupulous in our adherence to FA rules and
regulations and any opposition must be identified as a properly FA affiliated Club. Foreign
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opposition, either at home or through a visit abroad, competitive or friendly, must be referred to the
Club Secretary as FA clearance is required in these cases.
If a pitch is required, the pitch allocation officer should be contacted.

Can I change to a different pitch if I do not like the one allocated?
Managers and coaches must NOT change any allocations without the consent of the Pitch Allocation
Officer. The allocated team retains priority and competitive matches must take precedence over
friendlies in all cases, subject to sufficient notice (one week expected).
If the Club has to switch pitches in an emergency (e.g. a County Cup match which the Club has been
instructed must be played but the allocated pitch is unplayable) then teams may be required to
surrender their priority on that day. In this exceptional circumstance, notice may, by necessity, be
very short. The club will try and find alternative pitches where possible and this may mean the use
of council pitches.

Will the pitches be marked out?
Pitches are usually lined by professional contractors or occasionally by unpaid help but adverse
weather conditions or other factors during the week may preclude lining taking place. It remains the
responsibility of the manager or coach to ensure that his/her pitch is suitably lined prior to a match
and this should be checked and rectified if necessary.

What size pitch should my players be playing on?
The FA recommendations should be applied where possible:Maximum
Recommended size
Recommendation
including runoff
without runoff
(Safety area around pitch)
Age Grouping
Type
(Length x width) yds
(Length x width) yds
Mini-Soccer U7/U8
5v5
40
30
46
36
Mini Soccer U9/U10
7v7
60
40
66
46
Youth U11/U12
9v9
80
50
86
56
Youth U13/U14
11 v 11
90
55
96
61
Youth U15/U16
11 v 11
100
60
106
66
Youth U17/U18
11 v 11
110
70
116
76
Note: County FAs and Leagues may have deﬁned rules for their own competitions and reference
should always be made to their handbooks for additional guidance and compliance. The FA
recommends that run-off‘s for natural grass pitches should be a minimum of 3 yards (or 3 metres) all
around the pitch. For those clubs playing in the football pyramid the minimum safety run off is 1.83
metres (6 feet) but ideally at least 2 metres. The run-off must be of natural grass and must not be of
tarmac or concrete construction, with no barriers or obstructions evident within the run-off area. If
Football Turf (3G) is to be used as a run-off , this should be constructed to meet the performance
standards of full size pitches. Where pitches neighbour others within a conﬁned area, the minimum
run-off between both pitches should ideally be 6 yards to allow for spectators watching either
match.
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Will I need Keys for any of the pitch locations?
Key management is handled by the Assistant Club Secretary.
Managers or coaches may be given keys to certain facilities. These should be looked after as key
cutting is expensive and lost keys may result in locks having to be changed at a cost to the club.
Where keys are not permanently given, they should be obtained from the Assistant club secretary
early in the week prior to the game & returned by the Monday following the game at the latest.
All keys must be returned to the Club at the end of the season or when the facility is no longer
allocated to that manager or coach.

Should I let my players make use of changing rooms at the pitch locations?
Changing rooms must be swept out of mud after use. It is not necessary to wash the floors as we
have cleaners at both Connaught and All Saints, and they prefer floors not to be washed before they
come in. Rubbish should be removed. Venues not controlled by CPR should be cleaned out in
accordance with instructions for that facility.

Should I carry out warm-ups on or off the pitch?
Warm – ups in the goal areas should be avoided at all times. In dry conditions it is acceptable to
carry out warm-ups on the playing area. In wet conditions it is Club policy not to warm up on the
playing area and this includes goalkeepers. Managers and coaches should ensure that their teams
respect this policy as there could be up to 3 matches a day played on a single pitch. There will be
weeks when you are the third team on that pitch and would expect it to be in the best playing
condition it can be.

Will the pitches be available all year round?
It is necessary to close the Club pitch locations during the closed season or summer break. Many of
our pitches are owned by schools or the council & our agreements do not allow their usage during
the Summer, additionally at our own ground at Connaught, the Club Grounds Manager needs to
arrange for repairs to be carried out to get them prepared for the following season and each age
group will be required to assist with this maintenance. Secondly the pitches do need to be rested if
they are to be ready and last for the duration of the following season.
The Club requests that all managers and coaches observe this and make use of the publicly available
spaces in the borough for summer training.
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What do I need to know about Goal Posts?
The FA recommendations should be applied where possible:Recommended size of
Goal Posts
Age Grouping
Type
(Height x width) ft
Mini-Soccer U7/U8
5v5
6
12
Mini Soccer U9/U10
7v7
6
12
Youth U11/U12
9v9
7
16
Youth U13/U14
11 v 11
7
21
Youth U15/U16
11 v 11
8
24
Youth U17/U18
11 v 11
8
24

Goalposts should be checked thoroughly for safety every time they are set out before
commencement of a match. Goalposts must be put away safely and tidily and must be secured with
the appropriate padlocks. It is the managers or coaches responsibility to ensure this happens even if
the task is delegated to parents.
It is the responsibility of the manager or coach to ensure that all goalposts are firmly secured in
place at all times. This applies equally to matches and to training.



Mini Soccer plastic goals should be anchored using the metal anchors provided at the sides
and the rear at the bottom of the goalposts.
Larger metal goalposts should be secured using the wheel levers to set them safely and
firmly on the ground. They contain internal weights in the sides and the rear to retain them
in place during the match. Always ensure that the levers are raised when wheeling the
goalposts into position. When not in use during a match the goalposts must be returned top
the agreed position according to the pitch location map. As these goalposts remain outside
they should be secured using the padlocks and chains provided by the Club.

Any goal posts that have fallen into disrepair should be brought to the attention of the Club Grounds
Manager immediately.
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What do I need to know about Club Kit?
The Club's colours must be worn at all times (as registered with the leagues and FA) except when the
rules of the competition dictate a change of colours in the event of a clash. "Away" colours should
not be worn apart from such a clash as this is against FA rules. This includes tracksuits and jackets
(summer and winter).
All kit standards are managed by the Club Quartermaster. All players are provided with the Club’s
colours (shirt, shorts and socks) so the wearing of "favourite" socks or shorts of a different
colour/pattern or incorporating the logo of any other club (including professional teams) is not
permitted.
Players should be encouraged to wear shirts tucked into shorts during matches.

What is our Home Kit?
The club colours are:
Outfield:

Shirt – Long Sleeved Black and
Amber vertical stripes

Shorts – Black

Socks – Black

Goalkeeper: [development teams - u11 & younger]

Shirt – Long Sleeved Grey
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Goalkeeper: [competition teams - u12 & older]

Shirt – Long Sleeved Purple

Shorts – Purple

Socks – Amber

Am I responsible for supplying the kit?
The Club will provide all players with the Club kit. All kit will be purchased through the club’s
procurement website after referral to the club Quartermaster.
This asset does use up Club funds so sponsorship or donations are very welcome to ease this burden.
Stocks of used shirts are held by the Club and managers and coaches must go to the Club
Quartermaster to ascertain whether kit is available from stock or new will be required.
Junior Rangers & the u7s will receive a new kit at the beginning of the season or on joining after they
have paid their subscription. For all other teams, shirts are expected to last 2 seasons. Shorts &
socks are not expected to last as long & can be replaced as required through the Quartermaster.
Shirts remain the property of the club (even when funded through sponsorship). Players leaving the
club must return their shirts to the team manager.

What do I do if I am the away team and there is a colour clash?
The referee will have the final say on whether a change of colours is necessary but as a guide you
should request an away kit if you think the colours will clash or cause confusion on the pitch. The
club hold away kits of different sizes and colours. These can be collected from the Clubhouse on a
Friday or Saturday morning by contacting the Club Quartermaster. Away kit must be washed and
returned to the Club Quartermaster by the following Saturday morning.

Are there regulations on the use and size of the numbers?
All numbering on shirts must be in accordance with league rules. This will follow the current
standards as set out by the FA. The number should be on the back of the shirt and measure
between 20 cm and 35 cm in height.
Numbers are not provided on shorts at this time.

Are there regulations on the size of the sponsors designation?
All sponsor designations or logos must be in accordance with league rules. This will follow the
current standards as set out by the FA as follows - One single area not exceeding 20 square
centimetres on the front of the shirt
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What badges are allowed on the kit?
The Club endorses the use of the following badges;





Official Club Badge will be used on both shirts and shorts and conform to the FA regulations.
 once only on the front of the shirt, providing it does not exceed an area of 10 square
centimetres
 once only anywhere on the shorts providing it does not exceed an area of 5 square
centimetres
once only on each sock providing it does not exceed an area of 5 square centimetres
Charter Standard Badge will be used on shirts only



Other badges are not permissible at this time.

Can the players have their names on the shirts?
The name of a player may appear on the back of shirts or tracksuits only if Competition rules so
permit. The height of the lettering must not be greater than 7.5 centimetres.
It is Club policy NOT to put names on shirts.

Can the players use sock tape to keep shinpads in place?
There are many different types of shinpads that do not require the use of sock tape as they hold
themselves in place. Sock tape is permitted but it must be in accordance with league rules. It must
be either;


the same colour as the main colour of the sock

OR


clear

What do I do with the kit at the end of the season?
The stock of shirts is a major investment by the Club and its sponsors and it is incumbent upon all
managers and coaches to ensure that adequate care is taken of this asset.
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It is the responsibility of the players and parents or carers to ensure that the guidelines to maintain
the kit are followed to prolong the life expectancy of the kit. Managers or coaches are accountable
for ensuring their team's playing shirts remain in good condition and report any issues to the Club
Quartermaster.
Shirts should be collected by the manager or coach under the following conditions,




at the end of the season when the shirts will not be used the following season
if a player leaves the Club
if a team folds

Shirts should be retained by the manager or coach if they will continue to be used and reallocated to
new players else they should be returned to the Club Quartermaster.

Can I purchase training wear for my players?
The Club do not supply club specific training wear and request that the players do not use their Club
kit for training to prolong it’s life. Any training wear should either be funded out of sponsorship
monies or by the parents and carers. If the latter then this must be agreed with all parents and
carers before the training wear is purchased.
Managers and coaches should check with the Club Quartermaster before deciding if club logos or
designations can be used on any training wear.

How do I get replacement kit?
It is the responsibility of the manager or coach to approach the Club, initially through the Club
Quartermaster, if replacement kit is required. The Club Quartermaster keeps records of allocations
of kit and is the best person to assist in this matter. Please note that it can take a matter of weeks to
obtain new kit (lead time) depending on the time of year. During August and September it can
typically take 6 weeks whereas all other times kit can be obtained within 7 days.
Early requests are encouraged to limit the delay or wait time.

What is the kit replacement / procurement process?
Junior Rangers (U6’s) - Kit will be issued by Ken Johnson when the player joins the club and has
completed membership including subscription payment. Shirts will not be numbered, they will just
have the CPR badge. We will hold a stock of junior rangers’ shirts / shorts / socks so that they can be
given out on Saturday morning. If not sufficient stock, they will be ordered on an as required basis.
Kit for under 7’s - Ken Johnson will control the purchase & issue of the under 7 shirts. The u7 age
group coordinator to provide procurement coordinator with details of age group requirements for
age group (number of children, size of shirts / shorts / socks). Numbering will be sequential for the
whole age group to allow for player movement within the squad.
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All other age groups
Whole Team Kit Replacement WITHOUT sponsorship - Team manager/Age group co-ordinator
should contact the procurement coordinator with details & justification for the replacement.
Information needed to include: Reason for replacement, quantities of kit, sizes for shorts & shirts.
Order entered through manager portal on Club shop found on Club website. Order details sent to
Treasurer for approval. Subject to approval, kit ordered and sent to team manager’s address.
Whole Team Kit replacement WITH sponsorship - Team manager/Age group co-ordinator should contact Club Quartermaster with details of
sponsorship amount.
- Team manager should obtain a high-resolution image from the sponsor in either a JPEG or a PNG
file format.
- Order entered through manager portal on Club shop found on Club website. This will allow the
manager to price up the kit, do a mock-up of shirt etc. for sponsor approval.
- Information needed to include: Sponsor logo, quantities of kit, sizes for shorts & shirts.
- Pendle will advise if logo quality is suitable for printing.
- Sponsorship funds should be sent to Treasurer. Only once the funds have cleared can kit be
ordered.
- If the kit value exceeds the value of sponsorship obtained this must be agreed with the treasurer
and the procurement coordinator before an order is placed.
Sample Size shirts - The club will hold in stock samples of each size of shirt. These will be available
for teams to borrow in order that the correct sizes are ordered. Responsibility for ordering the
correct sizes rests with the team manager.

Am I obliged to get sponsorship for my team?
Sponsorship is always very welcome and will assist the Club financially. Managers and coaches are
encouraged to seek this wherever possible. Sponsorship must always be referred to either the Club
Treasurer or Club Secretary of the Club before confirming acceptance to ensure that the sponsor is
suitable for a children's club and that there are no external or internal "political" problems.
Sponsorship monies must pass through the Club's accounts and then be paid out by the Club
Treasurer for the equipment. The Club will send an official letter of thanks to the sponsor. In order
to do this the Club Treasurer requires full details of the sponsor, i.e. correct title, address of contact
name, etc.
All Club shirts must be in the colours of the Club and not the preferred colours of the sponsor. Areas
of doubt should be referred to the Club Quartermaster, from whom the pantone code for the Club's
colour can be obtained, if required. It is usual practice for shirts to be ordered through the Club's
supplier for consistency. All sponsored shirts must be approved by the league before they are
allowed to be worn during a game.
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What do I need to know about League entries?
Which league will I be entered into?
The Club is affiliated to the Surrey Football Association. Each year we are assigned an affiliation
number.
We are not affiliated to any other County Football Associations but we are able to enter teams into
their competitions as follows;





North East Hants Youth League (www.nehyl.org.uk)
East Berkshire Football Alliance (www.ebyfl.co.uk)
Surrey Youth League (www.wsyl.org.uk)
Surrey Primary League (www.thesurreyprimaryleague.com)

Affiliation numbers change each year so it is important that you use the correct one if entering
tournaments. The affiliation number is available on the Club web site or from the Club Secretary.
The Club will enter each team/squad into an appropriate league and division. Managers and
coaches preferences will be taken into account but the Club reserves the right to decide whether the
chosen league/division is appropriate as this may have an impact on the Club's reputation. At this
time the North East Hants Youth League is the Club's preferred league.
It is the Club's policy for all age groups to enter competitive leagues and trophy events in accordance
with the FA policy. A competitive league for these purposes is defined as one where points are
allocated, league tables are kept and players are required to be registered.
As a Charter Standard Club we must be seen to be scrupulous in our adherence to FA rules and
regulations and any competition we enter must conform to these rules, whether or not we agree
with any rule in particular.

What do I need to know about Cup & County Cup
competitions?
Which teams will be entered into Cup competitions?
At under 9 through to u11 all teams will compete in their appropriate tournament events.
At under 12 and above all club teams will be entered into the league cup for the respective leagues
At under 12 & above there are also county cup competitions. Historically we have entered both the
Surrey & Hampshire county cups, teams can enter both the county cups or just one. There are no
requirements for teams to enter either of these cups but only teams registered in the top two
divisions of the league that they compete in will be eligible for entry. If teams fail to fulfil their
county cup fixture, the club may expect reimbursement of both the cost of the original entry & the
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fine for not fulfilling the fixture. Such teams will also not be entered to the county cup in
subsequent seasons.

Are there specific rules regarding Home Cup matches?
League Cup matches will take place at any of the Club regular pitch locations.
Connaught is the preferred location for County Cup games in order that the Clubhouse can be used.
Order of preference will apply and the Pitch Allocation Officer will allocate accordingly.
For Hampshire County Cup matches, due to the distance travelled by some teams sandwiches and
refreshments should be provided. Reimbursement should be sought from the Club by submission of
a signed Club Expenses form to the Club Treasurer.

Should I present the opposition in cup matches with a Club Pennant?
A Club pennant should be presented to opponents in all County Cup games (irrespective of whether
this is reciprocated). These can be obtained from the Clubhouse in advance. Any pennants received
should be handed in at the Clubhouse for display.
Pennants are also handed to opponents in Cup finals (but not in prior rounds).

Can I organise transport for cup matches?
Coaches may be hired for long distance County Cup matches and for County Cup, League Cup or Ash
Trophy Finals. The Club normally will meet half the cost with the balance being raised from a levy on
the travelling supporters. Players and immediate management are not expected to pay.

Are there specific rules for cup competitions?
Managers and coaches must familiarise themselves thoroughly with the rules of all league and cup
competitions in which they play. Teams have faced disqualification in the past, sometimes at vital
times, through failure to take this simple precaution. It should be especially noted that the
substitute rules, length of match and player qualification for county cups may differ markedly from
those for league and league cup matches.
PLEASE ENSURE THAT YOU CHECK
Last Revised: January 2021

Page 31

Curley Park Rangers Football Club

2021

Are there specific rules for reporting results for cup matches?
Managers and coaches must familiarise themselves with the process for reporting results as late
reporting of results in fines. The club will not reimburse these fines.

What do I need to know about Match management?
Can my team take part in Non-Affiliated/Non-Approved Football?
Participation in matches against non-affiliated clubs, or competing in non-affiliated/unapproved
competitions, is strictly prohibited and could lead to sanctions against the Club. Cases of doubt
should be referred to the Club Secretary.
Please refer to the Manager and coach role spec for details of tasks required for match days.

Where will I find my fixtures?
Fixtures are managed


through the FA Full Time (www.full-time.thefa.com) website for NEHYL matches



Through the “GotFootball system for East Berks FA matches.

The pitch allocation officer will distribute on the Sunday prior fixture & home pitch details for the
coming weekend. Details of away match locations & ko times will be advised by the opposition.

What happens if I do not have enough players to fulfill a fixture?
The League require 2 weeks’ notice of any fixture postponement or cancellation otherwise the Club
can have a fine imposed upon it. Most divisional secretaries will send out advance communications
near to school holidays to ensure that all teams that can fulfill fixtures continue to do so.
Weather can be very unpredictable so it is crucial to the success of the league that fixtures are
fulfilled wherever possible to avoid a backlog and the undesirable ‘double’header’ matches that can
be forced at the end of the season to complete the leagues.

What is a double header match?
A double header is a sporting event in which two games or contests are played in succession at the
same venue between the same teams or players. There are strict FA rules on double headers and
managers or coaches should familiarise themselves with these rules before the double header takes
place.
If you're behind with your league games and your Divisional Club Secretary schedules you to play a
'Double Header' fixture, the following procedure and timings will apply ;
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Under 7 and Under 8

Double headers not permitted

Under 9 and Under 10

No longer required as most will be development
matches.

Under 11 and Under 12

You will play two matches on the same day at the same
venue. Each match will last 40 minutes and will be split
into two halves of 20 minutes. There should be a rest
period between the two matches of no less than 20
minutes, no more than 40 minutes

Under 13 and Under 14

You will play two matches on the same day at the same
venue. Each match will last 40 (1) minutes and will be
split into two halves of 20 (2) minutes. There should be a
rest period between the two matches of no less than
20 (2)minutes, no more than 40 (1) minutes
By agreement between the two managers and the referee the match
(1)
(2)
duration in these age groups can be extended 50 minutes and 25
minutes

Under 15 to Under 18

You will play two matches on the same day at the same
venue. Each match will last 50 minutes and will be split
into two halves of 25 minutes. There should be a rest
period between the two matches of no less than 25
minutes, no more than 50 minutes

Important information regarding fees for Double Headers;




ALL AGE GROUPS - Referees will be paid double their normal fee less £5
COST SHARING- The costs (pitch hire & officials) shall be borne equally by both teams
MATCH RESULT CARDS – Must be completed for each match and submitted to the league
divisional secretary as normal

Will I have to provide feedback for the opposition?
The sportsmanship award mark awards are made on the basis of marks out of 10 awarded by each
team’s opposition.
The team and the management/spectators should each be marked separately out of 5, then marks
totalled out of 10. Marks should be recorded on the match result card and, if the total is 4 or less, a
report should be written on the reverse of the match result card and sent to the appropriate
Divisional Club Secretary to justify the low mark.
Marks should be given in accordance with the following guidance;
OUTSTANDING – 5 out of 5
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management/spectators with an absolute minimum of
misconduct.
ABOVE AVERAGE – 4 out of 5
Good sporting play or behaviour from all concerned with little
misconduct of note.
AVERAGE – 3 out of 5
Generally good sporting behaviour with some minor lapses by
more than one player or management/spectator.
POOR – 2 out of 5
Fairly high proportion of unsporting behaviour and misconduct
with a general disregard for the Laws, particularly dissent.
VERY POOR – 1 out of 5
then the mark should be accompanied by a report implying that
the behaviour of the team or management/ spectators was
disgraceful.
Please note that an isolated incident within a game, warranting perhaps a caution or even a sending
off should not necessarily punish the sporting remainder. The attitude of the team and Club should
be judged from the time of arrival at the ground to the time of departure.

Are there rules around match reporting?
Our public face is through the press and website. Managers and coaches are expected to use the
Club website for match reports each week. Failure to do so may give the impression that the Club is
not competing at an age group.
Managers and coaches are encouraged to mention all players’ contributions in the younger age
groups. For all age groups the reports should be written in a positive and encouraging manner.
Guidance notes on match reporting can be found on the club website in the “club documents”
section.
The Club Secretary and Communications Officer observe the Club website content and will veto any
content that may be inflammatory or potentially bring the club into disrepute.

What do I need to know about match referees?

How will referees be allocated?
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A league appointed referee is the preference at all times. In the case that the league cannot provide
an appointed referee, the manager should try to find one.
If a referee cannot be sourced by the home team, from any source, then the opponents must be
given the opportunity to provide one.
If, at the time the match, a referee is not appointed then this process should be followed,



If a referee is present at the match then they must take charge
Otherwise a competent parent should be asked to cover the match, from either team,
through agreement with both team coaches/managers.

A game cannot be called off through lack of a referee and it is the home team's ultimate
responsibility to find one.
Each team is expected to provide an assistant referee (linesman) for 9v 9 & 11 v 11 matches..
Managers and coaches must not approach league listed referees unless they have been officially
appointed to the match.

Can I communicate with referees?
For age groups up to under 10, teams should appoint a Respect Steward. The Respect Steward for
these age groups is the sole Club liaison with the referee before and after the game. For all other
age groups the options are;



Adopt the role of Respect Steward for their teams which the Club would support and
encourage
The manager or coach is the sole Club liaison with the referee before and after the game

In order to avoid any possible problems parents and spectators must not approach the referee at
any time.
Any spectator continuously shouting to the referee should be told to desist or when deemed
appropriate the spectator should be asked to leave the ground. The Club adhere to the FA RESPECT
policy and as such there is a ZERO TOLERANCE ruling and any abuse may result in the offender being
asked to leave the field (this includes both players and spectators).
Also note that if the referee is under 18 years of age the Club Welfare Officer must be informed.

Are referees paid and who should pay them?
Referees are paid a set fee dependent upon the match format & the league / cup competition details of fees are on the club website. It is the home Club's responsibility to ensure that the referee
is paid their fee prior to the start of the game. In some instances the referee may request payment
at the end of the game but managers and coaches must offer the fee before the game.
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If a referee is unavailable and a Club volunteer is used the fee should still be offered.
Reimbursement should be obtained from the Club Treasurer by submission of a signed Club
Expenses form.

Can I request a referee for friendly matches?
You can organize a referee for friendly matches and the NEHYL league referees secretary is more
than willing to find one local to where the friendly will be hosted. If you do organize a referee then
the fees applicable for your league will apply. Check with your league for the correct fees.
The club will pay for referees friendlies v other clubs during the season. Referee’s fees for pre & post
season friendly matches will not be paid for by the club.

Am I expected to provide feedback for referees?
Through reporting of the match result and submission of the match result card managers and
coaches are expected to provide a mark for the referee.
The mark awarded must be based on the referee’s overall performance. It is most important that
the mark is awarded fairly and not based on isolated incidents or previous games. The referee’s
performance should be determined by the table below which should act as a guide for the overall
mark which should fall within the mark range for each standard of performance.
Mark Range

Comment

86 – 100

The referee demonstrated very accurate decision making and controlled the game
very well using management and communication skills effectively to add value to
the game.

76 – 85

The referee demonstrated accurate in decision making and controlled the game
well using management and communication skills to contribute positively to the
game.

61 – 75

The referee demonstrated reasonably accurate decision making and despite some
shortcomings generally controlled the game well.

60 and below

The referee demonstrated shortcomings in the accuracy of decision making and
control which affected the game.

Each referee's mark must be included on the Match Record Card which is sent to the appropriate
Divisional Club Secretary. However, if any referee has been awarded a mark of 50 or less the
Referees Club Secretary must be notified within five days of the match together with a report to
justify the low mark.
Further guidance on marking is contained in the relevant FA Handbook. Managers and coaches must
familiarise themselves with the rules within the League they play in.
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What do I need to know about training my players?
What training does the club provide
The club funds evening training during the the period 1st September and 31 March.
Both indoor and outdoor venues are used by the club. The Training Coordinator holds the list of
venues and time slots available and retains them each season to ensure that every team has a
venue.
Outdoor venues will be floodlit and typically be artificial surfaces so the manager or coach must
ensure that all players are suitably dressed for that surface.
If a manager or coach has a preference for a venue they should contact the Training Coordinator
and register their preference. Training slots are generally booked in 1 hour slots for all teams and
funded by the club.
If a team requires a venue for more than 1 hour the Training Coordinator will give it consideration
so long as it aligns to the allowable cost.
Managers and coaches can add additional time but must ensure;
 Any such arrangement must be agreed up front between the manager or coach and the
Training Coordinator
 It is self funded (by the parents or carers and/or coaches)
 that no child is excluded if parents are unable or not prepared to contribute to the costs.
 that they do not exceed the maximum playing time for their team as defined by the FA rules

Summer Training
The club does not fund training from 1 April to 31 August.
During this period outside facilities are available. Council pitches are free of charge but a permit is
required, permits are obtained through the training coordinator. Other locations may charge, the
team is responsible for paying these charges.

How will the venues be allocated?
The Training Coordinator will do their best to accommodate requests but in general the earlier
times (up to 7:30pm) will be reserved for the younger age groups. Older age groups will be allocated
later times (after 7:30pm).

What if I find a new venue that is more suitable to my team?
New venues found by managers or coaches will be considered according to cost to the Club.
Agreement should be reached between the Training Coordinator, with costs, before any venue is
booked by a manager or coach so that the ongoing relationship with the venue provider is
maintained to the Club’s standards. The Training Coordinator has an impeccable relationship with
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current venue administrators and the Club would wish to sustain that reputation with any new
venues.

Who should be present at training
The FA recommends the ratio of children to adults
- 5 to 8 year olds
- 1 adult to 8 children
- Over 8s
- 1 adult to 10 children
If we cannot meet this ratio, a training session should be postponed.
For under 11s & younger a parent or somebody nominated by the parent must remain at training.
An adult need not be a qualified coach (see other points re qualification requirements)
All adults (even occasional helpers) MUST be DBS verified
All teams must have a level 1 coach who should attend the majority of matches / training sessions.
There must be a person trained in emergency aid at the match / training session. This person must
be DBS verified. All coaches (including those not level 1 qualified) must have attended the
safeguarding children course
A list of team members must be available with the person responsible for the training session /
match detailing
1. Players name & parent’s contact details
2. Any medical ailments
3. Adult responsible for the child (the adult need not be the child’s parent but should be in
attendance at the training session / match)
The list should be used as a register for recording those children attending the training session /
match & recording their departure.

“Lads” v “Dads” Matches
Such matches should not take place. Injuries to either the children or adults will not be covered by
our insurance & there have been cases of legal action being taken by the injured party.

What should I do about training equipment
The club will provide all equipment required for training. If additional equipment is required,
managers should contact the Treasurer who will approve the purchase of the equipment by the
manager & will reimburse the costs.
Every child should have a football for training. Footballs are obtained from the clubhouse through
the secretary.

What do I need to know about tournaments?
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Tournaments generally take place outside of the league playing season and many are available. The
League Season runs from September 1st to May 31st and therefore league fixtures will always take
precedence over tournaments. The leagues will be asked to free the date for Soccerfest from the
fixtures calendar as it applies to the whole Club.
You could be playing tournaments for the whole closed season but the Club urges managers and
coaches to consider the needs of the players before booking tournaments.
The Club Secretary will forward all notifications for tournaments to managers and coaches. If you do
not want to receive these notifications then please speak to the Club Secretary who will remove you
from the list.

Does the Club host an Annual Tournament?
The Club does host an annual tournament called Soccerfest. It is an internal competition only and
intended to be a fun way to bring the current season to a close. The Club do not host any open
tournaments where other clubs can register and play. Anyone interested in setting up and running a
tournament of this type should contact the Club Secretary.
Managers and coaches are expected to encourage all their team/squad to attend Soccerfest. Any
age groups or teams unable to attend should notify the Club Secretary in advance. Acceptable
reasons are;
 holiday
 school examinations
All 5 Club annual awards will be given at Soccerfest at the allocated time on the day. All Club
members are expected to be present at the Club awards. Managers and coaches with nominations
for each of the Club awards should speak directly to the Club Secretary.
The 5 Club awards are;






Terry Law Shield – awarded to the Junior team of the year who have shown the best attitude
in regards to the development and commitment throughout the season
Ron Dyer Shield - awarded to the Senior team of the year who have shown the best attitude
and commitment throughout the season
Trevor Friday Trophy – presented to a player from the Junior club who has shown the
greatest commitment, attitude, skill level, leadership etc
James Kitson Trophy – presented to a member of the club for courage and commitment
Maurice Lucas Trophy – presented to a member of the club for outstanding services to the
club over a number of years

There are also Long Service Awards to recognize players that have been with the Club for 10 years to
thank them for their commitment.
Club awards must be returned to the Club Secretary by 30th March to ensure they can be engraved
in time for the new recipients.
Managers and coaches should liaise with the Soccerfest Coordinator to arrange the proceedings on
the day for their age group.
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The Soccerfest Coordinator will provide the template for each age group competition ahead of the
day but managers and coaches will be expected to choose names for their teams and submit the
team names and number of players participating 1 month in advance of Soccerefest.
Managers and coaches are expected to volunteer to set up and take down after Soccerfest and
encourage participation from parents and carers from their teams.
Managers and coaches should attend for the whole of the Soccerfest proceedings. Leaving after
their own presentations will encourage, perhaps inadvertently, the parents or carers in their team to
leave also. If a manager or coach cannot stay for the whole proceedings, they are encouraged to
ensure a deputy is able to continue in their absence.

Can I enter other Clubs tournaments?
You may enter Tournaments between 1st June and 31st August as this is officially outside of the
league playing season which takes precedence over tournaments.
The annual budget for our Club is calculated on known and expected expenditure for the season. It
does not take into account entry fees for summer tournaments which can be unquantifiable before
the season commences and amount to significant sums depending on the number of tournaments a
team enters.
Entrance into these tournaments must be agreed between the managers or coaches and the
parents or carers before the tournaments are booked. Payment for these tournaments will be the
responsibility of the managers or coaches and reimbursed by way of collection of fees from the
parents or carers of the players taking part.

What if the tournament is hosting teams from abroad?
If you are aware that a tournament is hosting teams from abroad please check with the Club
Secretary before you enter the tournament. There are strict guidelines around ensuring the correct
affiliation of teams to FA’s and International

clearance.

What do I need to know about end of season presentations?
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What if my team receives a league award?
Club teams obtaining league awards must attend the presentation events organized by the League
as they are representing the Club. If this is not possible the manager or coach must arrange for a
delegate from the Club to attend the event and collect the award on their behalf.
Non attendance is unacceptable.
All League, Cup or Sportsmanship trophies must be given to the Club Secretary by the 30th
September to be put on display in the Clubhouse. These trophies must be returned to the League by
30th April otherwise the Club could will be fined for late return.

What are my options for my end of Season team presentations?
The facility to host these presentation awards exists at Soccerfest. Managers or coaches wishing to
perform their awards at Soccerfest should ensure that they secure the correct timings by speaking to
the Soccerfest Coordinator.
The Club also recognise that separate awards ceremonies are becoming more popular and are
combined with socialising events for age groups. All costs for such events must be borne by the
parents or carers and agreed up front before the venue is booked.

Can I use an external venue for my presentations?
A nominee from the age group / team is responsible for organising external venues for
presentations. Managers or coaches will be responsible for the organisation of these events and
must ensure that the venue rules are observed and the behaviour of all attendees does not bring
complaints back to the Club.

Do we have any current preferred venues?
Currently we have no preferred venues with preferential negotiated rates.

How many trophies will I receive for my presentations?
Managers and coaches will be given three trophies that they can present and NO other awards may
be given out at the presentation.
The Club guidance for categories for the three trophies is as follows;





Players Player of the Year
Managers Player of the Year
Most Improved Player of the Year
Spectators Player of the Year

Managers and coaches should choose the awards that they feel are most appropriate to their team
setup. No more than 1 award should be presented to a single player.
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Does the Club have any advice on duration of speeches?
Managers and coaches should keep their speeches short and should avoid giving "shortlists" of
candidates or "nominees" for an award or runners-up in order to manage expectations. Long lists of
thanks should be avoided and remember that blow-by-blow accounts of matches are of little
interest to most of those present at the event.
Remember that the younger children have a shorter attention span and will not want to sit and
listen to managers or coaches for a long time. Consider sending out an end of season summary to
the team instead.

Is there anything else I need to know about opportunities
during the closed season?
Can I continue training my players?
Outside of the official football season all players are encouraged to rest or participate in other
Summer sports.
Should managers or coaches wish to continue to train with their teams this must be agreed up front
with the parents or carers.
Club pitches will not be available for out of season training, public venues will have to be used. If
council pitches are being used a permit is required from the council, these are obtained through the
club secretary.
The club will NOT pay the costs of hiring training facilities during the Summer

What is the Club view about Futsal?
The Club endorse any new variants of the game whereby the players will benefit and extend their
capabilities.
From the FA:
Futsal is an exciting, fast-paced small sided football game that is widely played across the world and
is officially recognised by both UEFA and FIFA. The nature of the game places a large emphasis on
technical skill and ability in situations of high pressure, and is subsequently an excellent breeding
ground for football competencies that can be translated into the 11-a-side format of the game.
Many of the top world class footballers played Futsal in their youth and credit it with supporting
their footballing development (e.g. Lionel Messi, Cristiano Ronaldo).
Futsal is a five-a-side game, normally played on a flat indoor pitch with hockey sized goals and a size
4 ball with a reduced bounce. It is played to touchlines and all players are free to enter the penalty
area and play the ball over head-height. Games are 20 minutes per half, played to a stopping clock
(similar to basketball) with time-outs permitted.
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There are a number of differences to our traditional version of small sided football, but the
dominant elements are;



the absence of rebound boards
amendments in the laws that encourage and foster skilful, creative play above the physical
contact that tends to be a feature of English five-a-side.

The surface, ball and rules create an emphasis on improvisation, creativity and technique as well as
ball control and passing in small spaces.
There are local Futsal leagues and any managers or coaches that are interested should check with
the Club Secretary before entering.

Can I take my team way on a football tour?
Over the years many Club teams have enjoyed the experience of taking their players away on a short
break or tour. Many opportunities exist within the UK as well as across Europe. It is imperative that
only bona fide tour operators are used to ensure that the appropriate insurances are in place for the
safety of the Club participants. If in doubt please speak to the Club Secretary.
Managers or coaches will be responsible for the organisation of these events and must ensure that
the venue and tournament rules are observed and the behaviour of all attendees does not bring
complaints back to the Club. Complete a risk assessment. Any booking form signed for & on behalf
of CPR FC needs to be signed by a Club Executive member
All costs for such events must be borne by the parents or carers and agreed up front before the tour
is booked.
Review the insurance policy of the tournament / tour company & check with the club Secretary. The
club insurance may not cover all tours / tournaments.
Any managers or coaches that have experience of organising such tours are expected to provide
feedback to the Club via the Coaches Forum as others may well be considering similar events.

What do I do if I find anything else that may be of use to other
managers or coaches?
The Club welcomes all feedback and if any managers or coaches would like to add anything to this
document they should discuss the additional content with the Club Secretary who will arrange for it
to be included.
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The Club would like to say Thanks Again….
We hope that managers and coaches find this handbook both practical and useful. We would like to
a big thank you, again, for your dedication and contribution to the club as a team manager or coach.

Last Revised: January 2021

Page 44

